Washington State Archives State Government General Records Retention Schedule (SGGRRS)
Office of the Sectetary of State Version 5.1 (August 2011)

This schedule applies to: All State Government Agencies

Scope of records retention schedule

This records retention schedule authorizes the destruction/transfer of public records documenting commaon functions and activities of state government

agencies, including Universities and Community and Technical Colleges. It is to be used in conjunction with the other approved schedules that relate to the
unigue functions of the agency.

Disposition of public records

Public records covered by records series within this records retention schedule must be retained for the minimum retention period as specified in this schedule.

Washington State Archives strongly recommends the disposition of public records at the end of their minimum retention period for the efficient and effective
management of state resources.

Public records designated as ARCHIVAL must not be destroyed. Records designated as ARCHIVAL {Appraisal Required) must be appraised by the Washington
State Archives before disposition,, Public records must not be destroyed ifithey are subject to ongoing or reasenably anticipated litigation. Such public records
must be managed in accordance with the agency’s policies and procedures forlegal holds. Pubtic records must not be destroyed if thiey are subject to an existing

public records request in accordance with chapter 42.56 RCW. Such public records must be managed in accordance with the agency’s policies and procedures
for public records requests.

Revocation of previously issued records retention schedules

All previous versions of the State Government General Records Retention Schedule are revoked. State Agencies must ensure the retention and disposition of
public records is in accordance with current, approved records retention schedules.

Authority
This records retention schedule was approved by the State Records Committee in accordance with RCW 40.14.050 on August 3, 2011.

A )

For the Attorney General: For the Office of Financial The Stafe Archivis
Cindy Evans Management: Heather Matthews Jerry Handfield
v /
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Washington State Archives
Office of the Secretary of State

State Government General Records Retention Schedule (SGGRRS)
Version 5.1 (August 2011)

REVISION HISTORY

Version Date of Approval Extent of Revision

1.0 November 1991 | General Update

2.0 July 1997 General Update

3.0 Summer 2001 General Update

3.5 April 2005 General Update

4.0 November 2005 General Update

5.0 October 6, 2010 . | Changes to format, Glossary Updated, Indexes Added, Standardized Archival Designations and proper citation of RCW'’s.

All records series reorganized into six functional areas: Agency Management, Asset Management, Financial Management, Human Resource

51 August 3, 2011 Management, Records Management, and Records With Minimal Retention Value. Major revision to Information Management function. New

activities added including Banking, Community Relations, Library Services, Public Disclosure, Publishing, Records Conversion, Risk Management
and Security. Please reference the Revision Guide for detailed information.

For assistance and advice in applying this records retention schedule,

please contact Washington State Archives at:

recordsmanagement(@s0S.wa.gov
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Washington State Archives State Government General Records Retention Schedule (SGGRRS)
Office of the Secretary of State Version 5.1 (August 2011)

1. AGENCY MANAGEMENT

The function relating to the overarching management of the state government agency and its general administration. Also includes managing the agency’s
interaction with its community, and legal matters.

1.1 COMMUNITY RELATIONS

The activity of state agencies providing training to outside parties such as other state employees, contractors, customers, or the public.

DISPOSITION
DESCRIPTION OF RECORDS AUTHORITY RETENTION AND DESIGNATION

DISPOSITION ACTION

NUMBER (DAN)
Advertising and Promotion GS 05006 Retain for 6 years after end of NON-ARCHIVAL
Records relating to the planning.and/or execution.of educational.or promotional Rev..0 fiscal year NON-ESSENTIAL
events, campaigns and contests conducted by the agency to promote the agency’s then OFM
mission or business. Destroy.
Excludes records relating to promotionalcampaigns conducted by commadities
commissions to promote consumption of Washington State commodities.
Charity Fundraising GS 09021 Retain for 6 years after end of NON-ARCHIVAL
Records documenting the agency’s coordination, participation and support of Rev. 1 fiscal year NON-ESSENTIAL
fundraising campaigns and promoting employee payroll deductions for charities. then OPR

Includes, but is not limited to: Destroy.

e Decision process for selecting charity campaigns to support;
e Communication between the agency and charities;
e Dissemination of charity information;
e Arrangements and promotion of campaign events.
Excludes authorization of payroll deductions covered by GS 01060 and GS01061.

Excludes the Office of the Secretary of State’s records related to the whole of government
coordination of the Combined Fund Drive.

1. AGENCY Page 5 of 118
MANAGEMENT



Washington State Archives State Government General Records Retention Schedule (SGGRRS)
Office of the Secretary of State Version 5.1 (August 2011)

1.1 COMMUNITY RELATIONS

The activity of state agencies providing training to outside parties such as other state employees, contractors, customers, or the public.

DISPOSITION
DESCRIPTION OF RECORDS AUTHORITY DI::;E'I“TTIS:\‘NA/Z'::LN DESIGNATION
NUMBER (DAN)

Press Releases GS 05003 Retain for 2 years after date of ARCHIVAL
Press or news releases issued by an agency to the media to inform the public about Rev. 0 issue (Appraisal Required)
events, activities and accomplishments. then NON-ESSENTIAL

Transfer to Washington State

Archives for appraisal and

selectiveretention;
Public Information Office, Reference Files GS 05005 Retain for 2 years after date of ARCHIVAL
Records documenting activities of\an agency, generally organized by subjectaProvides a Rev. 0 document (Appraisal Required)
record of events, issues andysubjécts related to an agency’s pregrams, missions,.and then NON-ESSENTIAL
activities. Used to provide background information in responding to pubic information Transfer to Washington State
requests. Archives for appraisal and

selective retention.
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Washington State Archives State Government General Records Retention Schedule (SGGRRS)
Office of the Secretary of State Version 5.1 (August 2011)

1.2 CONTRACTS AND PURCHASING RECORDS

The activity of managing purchasing records generated by state agencies in the course of procuring services, supplies, and equipment.

DISPOSITION
DESCRIPTION OF RECORDS AUTHORITY DI::;E'I\'TTLONNAAC':I[LN DESIGNATION
NUMBER (DAN)
Bid, Invitation To/Request for Proposal GS 06004 Retain for 6 years after closure NON-ARCHIVAL
Solicitation of bids from vendors. May include related working papers, SF GEN-PUR-008 Rev.0 or cancellation date NON-ESSENTIAL
or similar agency-specific form, Request for Proposal (RFP), Request for Information then
(RFI), and Request for Qualifications and Quotations (RFQQ). Destroy.
Bids/Proposals, Unsuccessful GS 06007 Retain for 3 years after bid NON-ARCHIVAL
Documentation of the bidsSubmitted to provide goodsior services which werénot Rev.0 award or cancellation date NON-ESSENTIAL
chosen or failed to meet requirements. Maylinclude lists of ranking of unsuccessful then
bidders, financial information about the bidders, resumes, proposals, pricing'sheets and Destroy.
other related materials, in‘addition tothesunsuccessful bids.

1. AGENCY Page 7 of 118
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Washington State Archives
Office of the Secretary of State

State Government General Records Retention Schedule (SGGRRS)

Version 5.1 (August 2011)

1.2 CONTRACTS AND PURCHASING RECORDS
The activity of managing purchasing records generated by state agencies in the course of procuring services, supplies, and equipment.
DISPOSITION
DESCRIPTION OF RECORDS AUTHORITY DI:ﬁ;Eﬂ_TLONNA/gE)N DESIGNATION
NUMBER (DAN)

Contracts and Agreements GS 01050 Retain for 6 years after NON-ARCHIVAL
Instruments signed by the agency and one or more parties that set out terms and Rev. 1 termination or expiration of ESSENTIAL
conditions to which the signing parties agree or submit. instrument OPR
Includes, but is not limited to: then

e Inter-agency, intra-agency, and inter-governmental agreements; Destroy.

e Lease, escrow, and rentallagreéments;

e Lending agreementsi(facility, equipment, vehicle);

o Liability waivers (hold harmless, insurance, etc.);

e Loan Agreements (long-tesim debt;etc.);

e Master depository contract (banking);

e Personal service, client service, purchasing agreements;

e Purchase and sales agreements (non-capital asset purchases only);

e Vendor bonds;

e Warranties.
Excludes public records transfer agreements with Washington State Archives covered by
GS 11001.
Excludes bond project loan agreements covered by GS 01069.
Purchase Authority GS 06002 Retain for 6 years after NON-ARCHIVAL
Authority for an agency to accomplish its own purchases. May be state form Rev. 0 superseded ESSENTIAL
GEN-PUR-007 or similar agency-specific form. then

Destroy.

1. AGENCY
MANAGEMENT
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Washington State Archives
Office of the Secretary of State

State Government General Records Retention Schedule (SGGRRS)

Version 5.1 (August 2011)

1.2 CONTRACTS AND PURCHASING RECORDS

The activity of managing purchasing records generated by state agencies in the course of procuring services, supplies, and equipment.

DISPOSITION
DESCRIPTION OF RECORDS AUTHORITY DI:ﬁ;Eﬁ_TLONNA/Z':E)N DESIGNATION
NUMBER (DAN)
Supply and Equipment Requests GS 06001 Retain for 30 days after date of NON-ARCHIVAL
Internal agency documents used to request the purchase of supplies and equipment. Rev.0 receipt NON-ESSENTIAL
then
Destroy.

1. AGENCY
MANAGEMENT
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Washington State Archives State Government General Records Retention Schedule (SGGRRS)
Office of the Secretary of State Version 5.1 (August 2011)

1.3 EXECUTIVE LEVEL RECORDS
The activity relating to the executive level of an agency, including records which document the policies, procedures, and administration of an agency.
Records created at this level are designated ‘Archival’ and must be transferred to the Washington State Archives after their retention has been satisfied.
This activity does not include routine office records or program level records.

DISPOSITION
DESCRIPTION OF RECORDS AUTHORITY DI::;E'I\'TT:)?\‘NA‘::':%N DESIGNATION
NUMBER (DAN)
Appointment Records, Official GS 10012 Retain for 6 years after ARCHIVAL
A record of the procedure by which members are asked to serve by appointment or Rev.0 termination of appointment (Appraisal Required)
recommendation on any committee, commission, council, board or task force. May then NON-ESSENTIAL
include correspondence, official'@ppaintment letters, instructions, notices of Transfer to Washington State
termination or re-appointmeént.and other related documentation: Archives ferappraisal and
selective retention.
Calendars, Executive GS 10008 Retain for 4 years after date of ARCHIVAL
A record of appointments, task lists, and meeting schedules. Provides a day-by-day Rev.0 document (Appraisal Required)
record of official activities. then NON-ESSENTIAL
Transfer to Washington State
Archives for appraisal and
selective retention.
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Washington State Archives
Office of the Secretary of State

State Government General Records Retention Schedule (SGGRRS)

Version 5.1 (August 2011)

1.3 EXECUTIVE LEVEL RECORDS

The activity relating to the executive level of an agency, including records which document the policies, procedures, and administration of an agency.
Records created at this level are designated ‘Archival’ and must be transferred to the Washington State Archives after their retention has been satisfied.

This activity does not include routine office records or program level records.

DISPOSITION
DESCRIPTION OF RECORDS AUTHORITY D|::(T)§||\'erlz)?\|NAAc|:::Z)N DESIGNATION
NUMBER (DAN)
Correspondence — Executive/Official GS 10007 Retain for 4 years after ARCHIVAL
Internal and external communications to or from the agency’s elected official(s) and/or Rev. 1 communication received or (Appraisal Required)
executive management concerning policy issues, concerns, actions or issues, and that provided, whichever is later POSSIBLY ESSENTIAL
are not covered by a more specific records series. then OFM
Includes all communication.types, regardless of farmat: Transferto Washington State
e Correspondence, email; Archives forappraisal and
e Web sites/forms/pages, social networking posts and comments, etc. selective retention,
Includes, but is not limited to:
e Requests for and provision of information/advice;
e Agency-initiated information/advice.
Excludes public records requests covered by GS 05001.
Excludes the provision of routine information covered by GS 50002.
Note: Information/advice published online by the agency continues to be “provided”
until the date it is removed/withdrawn.
History Files GS 10013 Retain for 5 years after end of ARCHIVAL
Documentation of the history and development of an office, program or event. May Rev. 0 calendar year (Appraisal Required)

include photographs, videotapes, newsletters, scrapbooks or articles.

then
Transfer to Washington State
Archives for appraisal and
selective retention.

NON-ESSENTIAL

1. AGENCY
MANAGEMENT
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Washington State Archives
Office of the Secretary of State

State Government General Records Retention Schedule (SGGRRS)
Version 5.1 (August 2011)

EXECUTIVE LEVEL RECORDS

The activity relating to the executive level of an agency, including records which document the policies, procedures, and administration of an agency.
Records created at this level are designated ‘Archival’ and must be transferred to the Washington State Archives after their retention has been satisfied.

This activity does not include routine office records or program level records.

DISPOSITION
DESCRIPTION OF RECORDS AUTHORITY DI::;Z?rTL%NA’Z':%N DESIGNATION
NUMBER (DAN)

Interpretive and Policy Statements GS 10010 Retain for 3 years after ARCHIVAL
Official statements of policy adopted by an agency, board or commission. Includes an Rev.0 superseded (Appraisal Required)
agency's interpretation of a statute, rule or other provision of law, of a court decision, then ESSENTIAL
or of an agency order. Transfer.to.Washington.State

Archives for appraisal and

selective retention.
Minutes and Files of Policy-Setting Meetings GS 10004 Retain for.6.years after.date of ARCHIVAL
Minutes, agendas, and meeting files of the governing body of an agency or of meetings Rev. 0 document (Appraisal Required)
that formulate policy, rules or regulations for an agency or a number of agencies. May then ESSENTIAL
include multi-media recordings. Transfer to Washington State

Archives for appraisal and

selective retention.
Papers of Executive Direction GS 10005 Retain for 4 years after date of ARCHIVAL
A record of formal statements at the executive level of an agency, in regard to agency Rev. 0 document (Appraisal Required)
policy, actions, and mission. May include issuances, directives, records of briefings and then ESSENTIAL
presentations of policy in any form. Transfer to Washington State

Archives for appraisal and

selective retention.

1. AGENCY
MANAGEMENT
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Washington State Archives
Office of the Secretary of State

State Government General Records Retention Schedule (SGGRRS)

Version 5.1 (August 2011)

EXECUTIVE LEVEL RECORDS

The activity relating to the executive level of an agency, including records which document the policies, procedures, and administration of an agency.
Records created at this level are designated ‘Archival’ and must be transferred to the Washington State Archives after their retention has been satisfied.

This activity does not include routine office records or program level records.

DISPOSITION
DESCRIPTION OF RECORDS AUTHORITY DI::;Z'I\_‘rT:)?\INA’Z':%N DESIGNATION
NUMBER (DAN)

Policies and Procedures GS 10002 Retain for 6 years after ARCHIVAL
Policies and procedures issued at the executive level of an agency to address agency- Rev. 0 superseded (Appraisal Required)
wide operations, critical agency functions, or issues of public visibility or concern. May then POSSIBLY ESSENTIAL
include formal directives, formal policy statements, printed.or.published.procedures Transfer.to \Washington State (policies and

. . \ . procedures for
manuals, bulletins, orders(@and rules or notices. Archives for appraisal and essential operations)
Note: This series does not apply'te palicies and proeédures that requlate activities selective retention,
outside the agency or ones that are established through statute or through Washington
Administrative Code (WAC) procedures. See GS 10009 Rules and Regulations
(Washington Administrative Code).
Quality and Performance Improvement Documentation GS 10011 Retain for 6 years after date of ARCHIVAL
Documentation of plans and processes for improving agency quality and performance. Rev.0 document (Appraisal Required)

May include meeting documentation, plans, reports, presentations, training materials,
correspondence, performance measures, statistics, and recommendations associated
with efforts such as quality improvement, the Performance Partnership, Balanced
Scorecard, Plain Talk, and the Government Management, Accountability and
Performance Program (GMAP).

then
Transfer to Washington State
Archives for appraisal and
selective retention.

NON-ESSENTIAL
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Washington State Archives
Office of the Secretary of State

State Government General Records Retention Schedule (SGGRRS)
Version 5.1 (August 2011)

EXECUTIVE LEVEL RECORDS

The activity relating to the executive level of an agency, including records which document the policies, procedures, and administration of an agency.
Records created at this level are designated ‘Archival’ and must be transferred to the Washington State Archives after their retention has been satisfied.

This activity does not include routine office records or program level records.

DISPOSITION
DESCRIPTION OF RECORDS AUTHORITY DI::;Z'I\_‘rT:)?\INA’Z':%N DESIGNATION
NUMBER (DAN)

Rules and Regulations (Washington Administrative Code) GS 10009 Retain for 6 years after ARCHIVAL
Agency records of filings, hearings, justification statements, meeting tapes and other Rev.0 superseded (Appraisal Required)
documents related to the development and enactment of official rules and regulations then NON-ESSENTIAL
for inclusion in the Washingten,Administrative Code (WAC). Transfer.to.Washington.State
Note: For WACs that are not superseded within 6 years of implementation, the agency Archives for appraisal and
must make a complete copy of the file for agency tiséand deliver the original.documents selective retention,
to the State Archives for historical preservation.
Speeches and Writings GS 10006 Retain for 6 years after date of ARCHIVAL
A record of speeches, including tapes, videos and transcripts, and written presentations Rev.0 document (Appraisal Required)
and other writings by the agency head or other executive level official, concerning then NON-ESSENTIAL
agency policy, concerns, actions or issues. Transfer to Washington State

Archives for appraisal and

selective retention.
Studies and Operational Plans GS 10001 Retain for 4 years after ARCHIVAL
Major studies and plans initiated at the executive level and/or conducted in response to Rev.0 superseded or no longer (Appraisal Required)
a legislative order, executive order, federal requirement or court order. Generally applicable POSSIBLY ESSENT'AL
addresses agency-wide operations or issues, affects the most important or most critical then O;lesizzr:::::/t;is)
agency functions, or addresses areas of public visibility or concern. Transfer to Washington State
Excludes strategic plans covered by GS 10001. Archives for appraisal and
Note: This series does not apply to program-specific plans. selective retention.
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State Government General Records Retention Schedule (SGGRRS)

Version 5.1 (August 2011)

1.3 EXECUTIVE LEVEL RECORDS

The activity relating to the executive level of an agency, including records which document the policies, procedures, and administration of an agency.
Records created at this level are designated ‘Archival’ and must be transferred to the Washington State Archives after their retention has been satisfied.

This activity does not include routine office records or program level records.

DISPOSITION
DESCRIPTION OF RECORDS AUTHORITY DI::;Z?rTL%NA’Z':%N DESIGNATION
NUMBER (DAN)
Subject Files, Executive Level GS 10003 Retain for 4 years after date of ARCHIVAL
Executive level documentation of the administration of agency activities. May include Rev.0 document (Appraisal Required)

organizational charts, narrative reports, reports from agency divisions and sub-
divisions, studies, news releases, newspaper,clippings,.correspondence,.copies of
minutes of meetings, management team meeting minutes, agendas and other
materials.

Note: This series does not'apply to pragram-level records.

then
Transfer.to. \Washington.State
Archives for appraisal and
selective retention!

NON-ESSENTIAL
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Washington State Archives State Government General Records Retention Schedule (SGGRRS)
Office of the Secretary of State Version 5.1 (August 2011)

1.4 GENERAL OFFICE OPERATIONS (NON-EXECUTIVE)
The activity relating to the executive of routine agency/office administrative tasks. This section includes routine correspondence, subject files, tracking
and control records, and transitory records. This function relates to routine administrative records in paper, electronic, or other formats. It does not apply
to executive level records or agency program files.

DISPOSITION
DESCRIPTION OF RECORDS AUTHORITY oI ::;i:\'TTLONNAAC'::;N DESIGNATION
NUMBER (DAN)
Administrative Plans, Working Files, Reports and Survey Results GS 09006 Retain for 2 years after date of NON-ARCHIVAL
Plans, working files and reports resulting from routine administrative operations and Rev.0 document NON-ESSENTIAL
projects. May include work plans, compiled survey results, charts, diagrams, statistics, then
reports, research materialsgdrafts, and othefdocumentation'related to'management Destroy!
studies, non-fiscal audits, surveys and planning studies.
Brainstorm/Team Incentive Program (TIP) Documentation GS 09012 Retain for 2 years after date of NON-ARCHIVAL
Agency copies of all documentation regarding Brainstorm or Téamiincentive Program Rev. 0 document NON-ESSENTIAL
(TIP) proposals. May include application copies, correspondence, award ceremony then
documentation, evaluations and other related documentation. Destroy.
Note: The Office of the Secretary of State retains the primary record copy. For agency
administered programs, see GS 09013 Employee Suggestion Program. For fiscal
documentation of the Brainstorm/Team Incentive Program (TIP) see GS 03031 Payroll
Files. This series does not include fiscal documentation of prize money.
Calendars, Non-Executive GS 09023 Retain for 1 year after end of NON-ARCHIVAL
A record of appointments, meeting schedules, itineraries and task lists for the agency’s Rev. 0 calendar year NON-ESSENTIAL
non-executive employees. Provides a day-by-day record of activities. then OFM
Destroy.
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Office of the Secretary of State Version 5.1 (August 2011)

1.4 GENERAL OFFICE OPERATIONS (NON-EXECUTIVE)
The activity relating to the executive of routine agency/office administrative tasks. This section includes routine correspondence, subject files, tracking
and control records, and transitory records. This function relates to routine administrative records in paper, electronic, or other formats. It does not apply
to executive level records or agency program files.

DISPOSITION
DESCRIPTION OF RECORDS AUTHORITY DI:E(T):\:_TILONNAAC'_\:_:LN DESIGNATION
NUMBER (DAN)
Complaints, Policy or Procedural GS 09016 Retain for 3 years after NON-ARCHIVAL
Complaints filed by state employees or the public relating to a policy and/or its Rev.0 resolution of complaint NON-ESSENTIAL
implementation, procedures, or business practices that are being followed. May then
include documentation, filing;ferms, backup information, recommendations, Destroy.
resolutions and related memoranda and correspondence.
Correspondence — General GS 09005 Retain for 30 days after date of NON-ARCHIVAL
Routine correspondence concerning day-to4day office administration and activities: Rev.1 decument NON-ESSENTIAL
May include correspondence between other offices within an agency, routine then OFM
correspondence with other agencies, and correspondence with the public on routine Destroy.
matters.
Note: This series does not include program correspondence (which is either scheduled
uniquely or covered by GS 09022), or executive level correspondence covered by GS
10007.
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Washington State Archives State Government General Records Retention Schedule (SGGRRS)
Office of the Secretary of State Version 5.1 (August 2011)

1.4 GENERAL OFFICE OPERATIONS (NON-EXECUTIVE)
The activity relating to the executive of routine agency/office administrative tasks. This section includes routine correspondence, subject files, tracking
and control records, and transitory records. This function relates to routine administrative records in paper, electronic, or other formats. It does not apply
to executive level records or agency program files.

DISPOSITION
DESCRIPTION OF RECORDS AUTHORITY . :S)E:“TT:)ONNAAg:z)N DESIGNATION
NUMBER (DAN)

Correspondence — Program GS 09022 Retain for 2 years after NON-ARCHIVAL
Internal and external communications to or from employees (includes contractors and Rev.0 communication received or NON-ESSENTIAL
volunteers), that are made or received in connection with the transaction of public provided, whichever is later OFM

business, and that are not covered by a more specific records.series. then

Includes all communication.types, regardless of farmat: Destroy.
e Correspondence, email, forms;
o Web sites, web forms,webpages, social networking posts.and comments, ete.;

Includes, but is not limited to:
e Requests for and provision of information/advice;
e Agency-initiated information/advice.
Excludes:
e Executive correspondence covered by GS 10007
e General correspondence covered by GS 09005;
e Public records requests covered by GS 05001;
e The provision of routine information covered by GS 50002.
Note: Information/advice published online by the agency continues to be “provided”
until the date it is removed/withdrawn.

Employee Suggestion Program GS 09013 | Retain for 6 years after date of NON-ARCHIVAL
All documentation regarding an agency's Employee Suggestion Program. May include Rev.0 document NON-ESSENTIAL
applications, correspondence, award ceremony documentation, evaluations, and fiscal then

documentation of any prize money awarded. Destroy.
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State Government General Records Retention Schedule (SGGRRS)

Version 5.1 (August 2011)

1.4 GENERAL OFFICE OPERATIONS (NON-EXECUTIVE)

The activity relating to the executive of routine agency/office administrative tasks. This section includes routine correspondence, subject files, tracking
and control records, and transitory records. This function relates to routine administrative records in paper, electronic, or other formats. It does not apply

to executive level records or agency program files.

DISPOSITION
DESCRIPTION OF RECORDS AUTHORITY DISIE(T):\'Irﬂ)ONNAAc"\Ir:JON DESIGNATION
NUMBER (DAN)
Material Safety Data Sheets (MSDS) or Allowed Substitute Record GS 09017 Retain for 30 years after NON-ARCHIVAL
Data sheets or allowed substitute records identifying hazardous chemical(s) by the Rev. 1 superseded POSSIBLY ESSENTIAL
chemical and common names(s) and listing all ingredients which have been determined or OPR
to be health hazards. May inelude records of-hazardous chemical.use and.analyses 30 years.after.chemicals.are no
using exposure or medical records (WAC 296-802-20010 and WAC 296-802-20015). longer used
then

Destroy.
Minutes and Files of General Office Meetings GS 09009 Retain for 2 years after date of NON-ARCHIVAL
Minutes, agendas and meeting files from agency staff meetings, internal committees, Rev.0 document NON-ESSENTIAL
task force committees and other internal agency meetings which meet to coordinate then
activities, work out problems, serve as sounding boards, or as vehicles for Destroy.
communication.
Plans, Routine GS 09008 Retain for 2 years after date of NON-ARCHIVAL
Plans developed to guide routine administrative operations. May include work plans Rev.0 document POSSIBLY ESSENTIAL
and plans for specific administrative projects. then (plans for essential

operations or services)

Note: This series does not apply to agency-level planning which involves major policy Destroy.
issues or agency-wide administrative matters.
Policies and Procedures, General Office, Routine GS 09001 Retain until superseded NON-ARCHIVAL
Policies and procedures covering the routine, day-to-day operations of an office or unit. Rev.0 then POSSIBLY ESSENTIAL

Note: This series does not include agency mission-related policies and procedures. See
GS 10002 Administrative Policies and Procedures.

Destroy.

(policies or procedures
for essential
operations)
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Office of the Secretary of State

State Government General Records Retention Schedule (SGGRRS)

Version 5.1 (August 2011)

1.4 GENERAL OFFICE OPERATIONS (NON-EXECUTIVE)

The activity relating to the executive of routine agency/office administrative tasks. This section includes routine correspondence, subject files, tracking
and control records, and transitory records. This function relates to routine administrative records in paper, electronic, or other formats. It does not apply

to executive level records or agency program files.

DISPOSITION
DESCRIPTION OF RECORDS AUTHORITY DI:&;E::_TLONNAAC'_\::)ON DESIGNATION
NUMBER (DAN)
Project Files GS 09018 Retain for 6 years after end of ARCHIVAL
Documentation of state projects which have innovative or historical significance. May Rev.0 project (Appraisal Required)
include project management documents such as project team notes, minutes and then NON-ESSENTIAL
agendas, studies, surveys, proegress reports, correspondenceresearch.and.background Transfer.to.Washington.State
files, presentation materials, cost'estimates, implementation plans and final reports Archives for appraisal and
filed as part of the project subjéet. selective réetention.
Note: This series does not'include capital projects, program ffiles, federally-fundedor.
grant-funded projects.
Reference Files (Convenience Copies) GS 09002 Retain until no longer needed NON-ARCHIVAL
Files containing reference copies of correspondence, reports, studies, articles, minutes, Rev. 1 for agency business NON-ESSENTIAL
and/or other reference materials which are maintained solely for ease of access and then OFM
reference, and where not covered by a more specific records series. Destroy.
Note: This series does not include executive level records or program level files.
Subject Files GS 09019 Retain for 2 years after end of NON-ARCHIVAL
Files arranged alphabetically by topic for subjects of relevance to the work of an office. Rev.0 calendar year NON-ESSENTIAL
May include correspondence, memos reports and statistics. then
Note: This series does not include secondary copies. Destroy.
Survey Responses, Individual GS 09020 Retain until no longer needed NON-ARCHIVAL
Individual responses to surveys or questionnaires. Rev.0 then NON-ESSENTIAL

Destroy.
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State Government General Records Retention Schedule (SGGRRS)
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LEGAL FILES

Legal actions involving state agencies are handled by the Office of the Attorney General, primarily by an Assistant Attorney General assigned to each
agency. Therefore, most records pertaining to legal actions are centralized under the auspices of the Attorney General. However, many state agencies
maintain separate files of correspondence with the Attorney General’s Office, information letter opinions, formal opinions and the issue files on legal

matters pertaining to the agency.

DISPOSITION
DESCRIPTION OF RECORDS AUTHORITY DI::;E::_TLONNAACN%N DESIGNATION
NUMBER (DAN)

Attorney General Letters, Informal Opinions and Correspondence GS 18002 Retain for 6 years after date of ARCHIVAL
State agency copies of correspondence with the Office of the Attorney General. May Rev. 0 document (Appraisal Required)
include "Informal Attorney.Géneral Qpinions:" then NON-ESSENTIAL
Note: This series does not include the Attorney General's copy.of.this correspondence: Transfer to Washington State

Archives for appraisal and

seléctive retention!
Attorney General Opinions GS 18001 Retain for 6 years after date of ARCHIVAL
A record of published, formal opinions on legal matters directly relating to the activities Rev.0 document (Appraisal Required)
of a state agency. then POSSIBLY ESSENTIAL
Note: This series does not include the Attorney General's copy. Transfer to Washington State

Archives for appraisal and

selective retention.
Attorney General’s Case Files — Agency Copy GS 18004 Retain until the case resolved NON-ARCHIVAL
Agency copies of case files under the jurisdiction of the Attorney General’s office, Rev.0 and appeal period expired and NON-ESSENTIAL
collected and maintained to document the agency’s role with regard to any legal issue. administrative purpose served
May include copies of background information, lawsuit documentation, then
correspondence, pleadings, appeals, court orders, agency working files and related Destroy.
documentation.
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LEGAL FILES

Legal actions involving state agencies are handled by the Office of the Attorney General, primarily by an Assistant Attorney General assigned to each
agency. Therefore, most records pertaining to legal actions are centralized under the auspices of the Attorney General. However, many state agencies
maintain separate files of correspondence with the Attorney General’s Office, information letter opinions, formal opinions and the issue files on legal

matters pertaining to the agency.

DISPOSITION
DESCRIPTION OF RECORDS AUTHORITY DI::;E:\.:_E)ONNAAC'_\::LN DESIGNATION
NUMBER (DAN)
Legal Issue Files GS 18003 Retain for 6 years after issue ARCHIVAL
Files on legal issues of concern to a state agency. Interpretations of laws and policies, Rev. 0 resolved (Appraisal Required)
studies, reports, correspondence, copies of legal.documents.and.other.materials then POSSIBLY ESSENTIAL
pertaining to specific issues. Transfer to Washington State
Note: This series does not includépitigation files or'6ther legal files. Archives forappraisal and
selective retention.
Non-Attorney General Legal Case Files GS 18005 Retain for 6 years after case NON-ARCHIVAL
Litigation and case files with no Attorney General involvement.. Rev.0 resolved NON-ESSENTIAL
then OPR
Destroy.
Court Orders Served on the Agency (Not Party to Litigation) . GS 18006 Retain until no longer needed NON-ARCHIVAL
Records relating to subpoenas and summonses served on the agency, where the agency Rev.0 for agency business NON-ESSENTIAL
is not a party to the litigation. then OPR
Includes, but is not limited to: Destroy.
e Personnel/staff summonses;
e Subpoenas for agency records.
Excludes records where the agency is a party to the litigation or claim, which are covered by
GS 18004 or GS 18005.
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State Government General Records Retention Schedule (SGGRRS)
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1.6 LEGISLATIVE RELATIONS

Records documenting the relations of a state agency with the Legislature. Series include files on requested legislation, legislation affecting the agency,
contacts with legislators, and other related material. Includes records of contacts with legislative bodies at both the state and federal levels.

DISPOSITION
DESCRIPTION OF RECORDS AUTHORITY oI ::;i:\ﬂ:)oNNAAC'::)ON DESIGNATION
NUMBER (DAN)

Agency Request Legislation GS 19001 Retain for 2 years after end of ARCHIVAL
Documentation of legislation requested by an agency. May include bill drafts, Rev. 0 legislative session (Appraisal Required)
correspondence, fiscal notes, memos, meeting minutes, bill analysis reports, legislative then NON-ESSENTIAL
committee reports, monitoring reports, and related records. Transfer to Washington State

Archives for appraisal and

selective retention.
Bill Files, Legislative GS 19002 Retain for 2 years after end of ARCHIVAL
Copies of bills under consideration by theillegislature with possiblesignificant impaction Rev. 0 legislative’session (Appraisal Required)
the agency. May include bill drafts, amendments, fiscal notes, memos, then NON-ESSENTIAL
correspondence, committee reports, monitoring reports, and related records. Transfer to Washington State

Archives for appraisal and

selective retention.
Public Disclosure Report, Agency Copy GS 19004 Retain for 4 years after end of NON-ARCHIVAL
Report to the Public Disclosure Commission on lobbying by agency personnel. May Rev.0 legislative session NON-ESSENTIAL

include the L-5 Report or a similar document serving the same purpose and information
gathered to create the report.

Note: The Public Disclosure Commission retains the primary copy of Public Disclosure
Reports for 10 years.

then
Destroy.
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1.7 RISK MANAGEMENT

The activity of identifying and migrating risks to the state government agency including disaster preparedness.

DISPOSITION
DESCRIPTION OF RECORDS AUTHORITY DI:::)ISE:\'II:II-(I)CI)\INAI:ZNI':)C)N DESIGNATION
NUMBER (DAN)
Accidents/Incidents — No Claim Filed (Under Age 18) GS 18007 Retain for 3 years after NON-ARCHIVAL
Records relating to accidents/incidents involving individual(s) younger than age 18, and Rev.0 individual reaches age 18 NON-ESSENTIAL
where claims for damages are not filed. Includes, but is not limited to, reports and then OPR
investigations. Destroy.
Excludes accidents and incidents involving hazardous materials.
Accidents/Incidents — No Claim Filed (Age 18 and Older) GS 18008 Retain for 3 years after date of NON-ARCHIVAL
Records relating to accidentsfincidents involving individual(s):ages18 and.eldér, and Rev.0 incident NON-ESSENTIAL
where claims for damagesrare not filed. Includes, but is not limited to, reports and then OPR
investigations. Destroy.
Excludes accidents and incidents involving hazardous materials.
Disaster Preparedness and Recovery Plans GS 14010 Retain until superseded NON-ARCHIVAL
Records relating to the protection and reestablishment of the agency in the case of a Rev. 1 then ESSENTIAL
disaster. Destroy. OFM
Safety Drills/Disaster Recovery Exercise GS 25002 Retain for 6 years after date of NON-ARCHIVAL
Documentation of agency safety drills and disaster recovery exercises. Rev.0 drill or exercise NON-ESSENTIAL
then
Destroy.
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1.8 TRAINING

The activity of providing training and/or education to outside parties such as other state employees, contractors, customers, or the public.
See HUMAN RESOURCES MANAGEMENT - Staff Development for additional record series relating to the training of agency employees.

DISPOSITION
DESCRIPTION OF RECORDS AUTHORITY DI::CT)E'I\'TTI:)?\‘NA'::':FON DESIGNATION
NUMBER (DAN)

Conferences and Seminars, Agency GS 22005 Retain for 3 years after end of NON-ARCHIVAL
A record of information used to organize and conduct conferences, seminars and Rev. 0 event NON-ESSENTIAL
similar events. May include preparation material, registration and confirmation then
records, flyers and/or brochures, presentation material and other related Destroy.
documentation.
Note: This series is relevant to.conferences that the agency presents, not conferences
attended by employees outside ofthe agency, nor does it include training where a
certificate is provided. Thisseries doesnotdinclude fiscal records,er.conferences,\which
are grant or contract funded.
Course Information Records GS 22001 Retain until superseded or NON-ARCHIVAL
Memoranda, flyers, announcements, catalogs, and other records related to specific Rev. 0 obsolete NON-ESSENTIAL
training courses including information on course content, program registration, then
instructor, credits and hours. Destroy.
Course Registration Processing Records GS 22002 Retain for 3 years after NON-ARCHIVAL
Applications and enrollment records. May include data forms, course applications, Rev.0 application for course NON-ESSENTIAL
supervisor and training officer authorizations and rosters of registrants. then

Destroy.
Training and Development Files (State Employees, Contractors and Customers) GS 22004 Retain for 1 year after NON-ARCHIVAL
A record of presentation or course material developed and gathered for use in training Rev.0 administrative purpose served NON-ESSENTIAL
for state employees, contractors and customers. May include reference material, then
outlines, handouts, notes, evaluations, overheads, videos, computerized presentations Destroy.
and related documentation.
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1.8 TRAINING

The activity of providing training and/or education to outside parties such as other state employees, contractors, customers, or the public.
See HUMAN RESOURCES MANAGEMENT - Staff Development for additional record series relating to the training of agency employees.

DISPOSITION
DESCRIPTION OF RECORDS AUTHORITY DI::CT)E'I\'TT:)?“NA’::':FON DESIGNATION
NUMBER (DAN)
Training Files, General Public GS 05007 Retain until superseded or NON-ARCHIVAL
Information used to conduct training and orientation sessions, or to provide Rev.0 obsolete NON-ESSENTIAL
information to an agency's public customers. May include training announcements, then
registration information, reference material, outlines, handouts, notes, evaluations, Destroy.
videos, presentation materialfand trainings givenrtorspecial clientrand stakeholder
groups.

Note: This series does not cover any training that maintains|or results in the'issuance of
a required certificate or license:
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2. ASSET MANAGEMENT

The function of managing the state government agency’s physical assets (facilities, land, equipment, vehicles, supplies, etc.) Includes asset acquisition,

maintenance, inventory, and disposal.

2.1 FACILITIES MANAGEMENT

The activity of managing the operation and maintenance of buildings and other facilities owned or leased by agencies of the State of Washington.
Includes documentation relating to capital projects, fixed asset management, buildings and grounds maintenance, and space planning and allocation.

The State Records Committee recommends keeping campus-wide records in a central location because buildings and facilities often work in concert or

affect one another.

DISPOSITION
DESCRIPTION ©F RECORDS AUTHORITY DI:::)I;II\'II:II-IOONNA‘:;:)ON DESIGNATION
NUMBER (DAN)
Construction Documentation, General Administration Capital Projects GS 21010 Retain for 6 years after NON-ARCHIVAL
Agency copies of documents for.new censtruction or additions/remodels to existing Rev. 1 completed and accepted POSSIBLY ESSENTIAL
facilities when the work is completed by the Department of General Administration. then OPR
May include correspondence, project meeting minutes, approval, program review Destroy.
and/or comments, plans, drawings, permits, Environmental Impact Statements (EIS),
specifications, contracts, test results, reports, modification proposals, change orders,
allotment and payment records and related documentation.
Note: General Administration Engineering and Architecture Services retains the primary
copy of this series. For circuit networks see GS 14031 Network Circuit Files.
Construction Documentation, Non-General Administration Capital Projects GS 21011 Retain for 6 years after ARCHIVAL
Agency copies of documents for new construction or additions/remodels to existing Rev. 0 disposition of building (Appraisal Required)
facilities when the work is not completed by the Department of General Administration. then POSSIBLY ESSENTIAL
May include correspondence, project meeting minutes, approval, program review Transfer to Washington State OPR
and/or comments, plans, drawings, permits, Environmental Impact Statements (EIS), Archives for appraisal and
specifications, contracts, test results, reports, modification proposals, change orders, selective retention.
allotment and payment records and supporting documentation.
Note: For circuit networks see GS 14031 Network Circuit Files.
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2.1 FACILITIES MANAGEMENT

The activity of managing the operation and maintenance of buildings and other facilities owned or leased by agencies of the State of Washington.
Includes documentation relating to capital projects, fixed asset management, buildings and grounds maintenance, and space planning and allocation.

The State Records Committee recommends keeping campus-wide records in a central location because buildings and facilities often work in concert or

affect one another.

DISPOSITION
DESCRIPTION OF RECORDS AUTHORITY DI::CT)E::_TLONNAAC'_:%N DESIGNATION
NUMBER (DAN)

Facility Maintenance and Routine Repairs GS 21002 Retain for 6 years after NON-ARCHIVAL
Agency records documenting maintenance and minor repair work, work requests, and Rev. 0 completion of work NON-ESSENTIAL
records of work completed: then

Destroy.
Fixed Assets Files GS 21001 Retain for 6 years after NON-ARCHIVAL
Agency copies of records doeumenting thefpurchase and ownership of major items of Rev.0 dispositionmofiasset POSSIBLY ESSENTIAL
equipment. May include purchase orders for fixed assets, vouchers, inventory then
documents, surplus property disposition records, and other records relating to the Destroy.
purchase, ownership and disposition of fixed assets.
Note: This series does not apply to land ownership records. See GS 24 Real Property
Management.
Major Repair and Replacement Records, Building and Equipment GS 21008 Retain for 6 years after NON-ARCHIVAL
Records documenting repairs and/or replacement of structural or major equipment Rev.0 disposition of building or NON-ESSENTIAL
items. May include documentation on the repair or replacement of HVAC systems, equipment
electrical or plumbing systems, roofs, walls, floors and other structural elements, then
architectural or engineering drawings, equipment documentation, work orders, fiscal Destroy.
documents, inspection reports, final acceptance documents, and related records.
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2.1 FACILITIES MANAGEMENT

The activity of managing the operation and maintenance of buildings and other facilities owned or leased by agencies of the State of Washington.
Includes documentation relating to capital projects, fixed asset management, buildings and grounds maintenance, and space planning and allocation.

The State Records Committee recommends keeping campus-wide records in a central location because buildings and facilities often work in concert or

affect one another.

DISPOSITION
DESCRIPTION OF RECORDS AUTHORITY DI?:;E::_TLONNAAC'_:I[:)N DESIGNATION
NUMBER (DAN)
Operations and Inspection Records, Physical Plant Systems GS 21007 Retain for 6 years after NON-ARCHIVAL
Records documenting operations and inspections for facility, grounds and utility Rev. 0 disposition of asset NON-ESSENTIAL
systems. Systems include butare notllimitedsto HVAGHwaterpelectricalrandmmechanical then
systems, landscaping features and underground utilities. Records include but'are not Destroy.
limited to meter readings, inspection reports and fuel'consumption records.
Reference Copies of Drawingswand FilespMaintenance and Operations, Physical Plant GS 21003 Retain for 3 years after NON-ARCHIVAL
Agency copies of architectural drawings, engineering plans and fixed equipment Rev.0 superseded POSSIBLY ESSENTIAL
manuals used for reference in building maintenance and operation. then
Note: Primary copies of these records should be kept pursuant to GS 21010 Construction Destroy.
Documentation, General Administration, Capital Projects or GS 21011 Construction
Documentation, Non-General Administration Capital Projects.
Space Allocation Planning Files GS 21006 Retain for 4 years after NON-ARCHIVAL
Agency space allocation plans and related documentation including copies of requests, Rev. 0 completion of action NON-ESSENTIAL
space and cost estimates, justifications, specifications, building and floor plan layout then
drawings and supporting documentation. Destroy.
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2.2 INFORMATION SERVICES
Documentation of computer services, computer system management, and computer network management.
DISPOSITION
DESCRIPTION OF RECORDS AUTHORITY DI::;E:?[TI:)?“NA‘::T%N DESIGNATION
NUMBER (DAN)

Audit Trail Files GS 14020 Retain for 3 backup cycles NON-ARCHIVAL
Data generated during the creation of a master file or database, used to validate a Rev.0 then NON-ESSENTIAL
master file or database during a processing cycle. Destroy.
Computer Run Scheduling Records GS 14015 Retain for 30 days after date of NON-ARCHIVAL
Records used to schedule computer runs, including daily schedules, run reports, run Rev.0 document NON-ESSENTIAL
requests, and other records documenting the successfubhcompletion of arun. then

Destroy.
Computer Usage Files GS 14013 Retain for 6 months after date NON-ARCHIVAL
Electronic files or automated logs created to monitor computer system usage. May Rev.0 of document NON-ESSENTIAL
include log-in field system usage files, charge-back files, data entry logs, and records of then
individual computer program usage. Destroy.
Data Documentation GS 14003 Retain for 1 year after NON-ARCHIVAL
Records created during system development or modification and used to access, Rev. 0 disposition of data POSSIBLY ESSENTIAL
retrieve, or manipulate data. May include data element dictionaries, file layouts, code then
books and other related materials. Destroy.
Data or Database Dictionary Reports GS 14025 | Retain until superseded NON-ARCHIVAL
Periodic printouts from a data or database dictionary system, including data element Rev. 0 then NON-ESSENTIAL
attribute reports, database schema, and related records used for reference purposes. Destroy.
Data Processing Operating Procedures GS 14007 Retain for 1 year after NON-ARCHIVAL
Records of procedures for data entry, computer equipment operation, production Rev.0 superseded or discontinued POSSIBLY ESSENTIAL
control, tape library, system backup, and other aspects of data processing operation. then

Destroy.
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2.2 INFORMATION SERVICES
Documentation of computer services, computer system management, and computer network management.
DISPOSITION
DESCRIPTION OF RECORDS AUTHORITY DI:::)E:\"I'-II-(I'J?\JNAI.\CT'::Z)N DESIGNATION
NUMBER (DAN)
Data Processing Unit's Copies of Output Reports GS 14021 Retain until acceptance by NON-ARCHIVAL
Copies of output reports produced for clients. Rev.0 client NON-ESSENTIAL
then
Destroy.
Destruction (Scratch) Reports GS 14024 Retain for 1 year or when NON-ARCHIVAL
Records documenting the déstruictiofof electronicfilesistored on'a tapelibrary. Rev. 0 Superseded NON-ESSENTIAL
then
Destroy.
Extracted Data Files, Summary GS 14022 Retain until'data is 'distributed NON-ARCHIVAL
Summary or aggregate data from a master file or database created solely to distribute Rev.0 then NON-ESSENTIAL
data to individuals or program units for reference and use, but not altered or Destroy.
augmented to support program specific needs.
Finding Aids, Indexes and Tracking Systems GS 14023 Retain until the disposition of NON-ARCHIVAL
Electronic indexes, lists, registers and other finding aids used to provide access to hard Rev.0 indexed data POSSIBLY ESSENTIAL
copy or electronic records. then
Note: Finding aids, indexes or tracking systems developed for archival records must be Destroy.
transferred to the State Archives along with the historical record.
Information Technology Assistance Requests GS 14029 Retain for 1 year after date of NON-ARCHIVAL
Documentation of all requests for technical assistance including help desk requests, and Rev.0 document NON-ESSENTIAL
the responses to those requests, as well as information on the use of computer then
equipment for program delivery, security and other purposes. Destroy.
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2.2 INFORMATION SERVICES
Documentation of computer services, computer system management, and computer network management.
DISPOSITION
DESCRIPTION OF RECORDS AUTHORITY DI::(T)E:\_':I:)?“NA‘::T_:::)N DESIGNATION
NUMBER (DAN)
Input Documents GS 14016 Retain until data input and any NON-ARCHIVAL
Copies of records or copies of forms designed and used solely for data input and Rev.0 necessary verification NON-ESSENTIAL
control, when original records have been retained. then
Destroy.
Network Circuit Files GS 14031 Retain until circuit is no longer NON-ARCHIVAL
Automated or paper records'containiig information"eRmetWork éircuits tsediby an Rev. 0 in use NON-ESSENTIAL
agency, including circuit number, vendor, cost per month), type of connection, software, then
contact person, and other relevant information. |[Records used to plan/and implement a Destroy.
network and documentation,of.data communication service,.installation or repair
including work orders, correspondence, memoranda, work schedules, and copies of
building and circuit diagrams and copies of related fiscal records.
Note: For Construction Records see GS 21010 Construction Documentation, General
Administration Capital Projects or GS 21011 Construction Documentation, Non-General
Administration Capital Projects.
Network Usage Files GS 14032 Retain until scheduled NON-ARCHIVAL
Electronic files or automated logs created to monitor the use of the agency's network Rev.0 review/audit NON-ESSENTIAL
by its customers or network/internet usage by its employees, including but not limited or
to, log-in records, security logs, and system usage files. until 3 backup cycles
then
Destroy.
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2.2 INFORMATION SERVICES
Documentation of computer services, computer system management, and computer network management.
DISPOSITION
DESCRIPTION OF RECORDS AUTHORITY DI::;E:\_'J:;“NAQT%N DESIGNATION
NUMBER (DAN)
Network Usage Summary GS 14033 Retain for 1 year after date of NON-ARCHIVAL
Summary reports and other records created to document computer usage for reporting Rev.0 document NON-ESSENTIAL
or other purposes. then
Destroy.
Operating System/Hardware Conversion Plan GS 14009 Retain for 6 months after plan NON-ARCHIVAL
Records relating to the replacement 6f equipment'ercomputeroperatingsystems: Rev. 0 implementation complete POSSIBLY ESSENTIAL
then
Destroy.
Portfolio Management Documentation, Agency Copy GS 14036 Retain until'superseded NON-ARCHIVAL
Required by Department of Information Services Board, the Department of Information Rev.0 then NON-ESSENTIAL
Services and the Office of Financial Management, the portfolio details agency Destroy.
investment, acquisition and use of information technology. Updated annually, the
portfolio is used in executive decision-making and evaluation of relationships between
information technology investments, agency strategies and programs, and the budget.
Note: The primary record copy is retained by the Department of Information Services for
a longer period of time.
Program Listing and Source Code GS 14004 Retain for 1 year after 2 update NON-ARCHIVAL
Source code that is compiled to generate the machine language instructions used to Rev. 0 cycles after code is modified or ESSENTIAL
operate an automated information system. replaced 1 year after
discontinuance of system
then
Destroy.
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2.2 INFORMATION SERVICES

Documentation of computer services, computer system management, and computer network management.

DISPOSITION
DESCRIPTION OF RECORDS AUTHORITY DI::(T)E:\_':I:)?“NA‘::T_:::)N DESIGNATION
NUMBER (DAN)

Project Planning and Documentation, Information Technology GS 14037 Retain for 6 years after NON-ARCHIVAL
Documentation of projects. May include program management plans, information Rev.0 termination of project NON-ESSENTIAL
technology proposal documentation, meeting documentation, project planning, then
assessment, conversion, test planning and results, implementation, contingency plans, Destroy.
and certification records.
Site and Equipment Support Files GS 14026 Retain for1'year after NON-ARCHIVAL
Records documenting suppert and maintenance services provided to specific.data Rev. 0 dispasition of equipment NON-ESSENTIAL
processing equipment or installations, including site visit reports, program and then
equipment service reports, service histories’and related cornrespondence and memas. Destroy.
Software Review Files GS 14028 Retain until software is no NON-ARCHIVAL
Records related to the review and recommendation of software for agency use, Rev.0 longer in use NON-ESSENTIAL
including vendor information, manuals, software reviews, and related material. then

Destroy.
Summary Computer Usage Report GS 14014 Retain for 6 months after date NON-ARCHIVAL
Summary reports and other paper records created to document computer usage for Rev.0 of document NON-ESSENTIAL
reporting or cost recovery purposes. then

Destroy.
System and Backup Files GS 14011 Retain until after 3 backup NON-ARCHIVAL
Copies of system files and databases, application software, logs, directories and other Rev. 0 cycles ESSENTIAL
records needed to restore a system and its data in the event of system or data loss. then
May include records of the location and status of back-up copies. Destroy.
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2.2 INFORMATION SERVICES

Documentation of computer services, computer system management, and computer network management.

DISPOSITION
DESCRIPTION OF RECORDS AUTHORITY DI::(T)E:\_':I:)?“NA‘::T_:::)N DESIGNATION
NUMBER (DAN)

System Documentation GS 14008 Retain until hardware or NON-ARCHIVAL
Records documenting the use, operation and maintenance of an agency's automated Rev.0 software is discontinued POSSIBLY ESSENTIAL
information system, including but not limited to user manuals, system requirements for but, not before data is
software, hardware and the operating system, hardware configurations and equipment migrated to a new system
control systems. then

Destroy.
System Specifications GS 14002 Retain for 1 year after NON-ARCHIVAL
Manufacturer and/or user and operational documentation describing system Rev.0 dispasition or transfer of system | POSSIBLY ESSENTIAL
operations, including, but not limited to; system documentatientecords, user guides, data to a new system
system flowcharts, and input/output specifications. then

Destroy.
System Users Access Files GS 14012 Retain for 2 years after NON-ARCHIVAL
Electronic or textual records created to control or monitor an individual's access to a Rev. 0 termination of user account POSSIBLY ESSENTIAL
system and its data. Created for security purposes, including, but not limited to, user then
account records and access authorization files. Destroy.
Systems and Applications Development GS 14001 | Retain for 1 year after NON-ARCHIVAL
Records created and used to develop, redesign or modify an automated system or Rev. 0 disposition or transfer of system | POSSIBLY ESSENTIAL
application, including, but not limited to, user requirements, status reports and data to a new operating
correspondence. environment

then
Destroy.
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2.2 INFORMATION SERVICES
Documentation of computer services, computer system management, and computer network management.
DISPOSITION
DESCRIPTION OF RECORDS AUTHORITY DI::;E:?[TI:)?“NA‘::T%N DESIGNATION
NUMBER (DAN)
Technical Program Documentation GS 14005 Retain for 1 year after NON-ARCHIVAL
Documentation of program code, flowchart, maintenance log, system change notices, Rev. 0 authorized retention of the data ESSENTIAL
and other records documenting functions of and modification to computer programs. then
Destroy.
Test Data Base Files GS 14006 Retain until no longer needed, NON-ARCHIVAL
Routine or benchmark dataSetsjrelated docimentation, andtestresults'constructéd or Rev. 0 butinot before'accéptance of NON-ESSENTIAL
used to test or develop a system. test results
then
Destroy.
Valid Transaction Files GS 14018 Retain until after 3 backup NON-ARCHIVAL
Records used to update and/or document a transaction in a database or master file, Rev. 0 cycles NON-ESSENTIAL
including, but not limited to, valid transaction files, DBMS files and similar records. then
These records are not retained to document a program unit action or for audit Destroy.
purposes.
Work or Intermediate Files GS 14017 Retain until completion of NON-ARCHIVAL
Records used to facilitate the processing of a specific job or run, or used to create, Rev.0 transaction NON-ESSENTIAL
update, modify, transfer, manipulate or sort data within an automated system when all then
transactions are captured in a master file, valid transaction file or database, in cases Destroy.
where the file is not required to provide an audit trail.
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2.2 INFORMATION SERVICES

Documentation of computer services, computer system management, and computer network management.

DISPOSITION
DESCRIPTION OF RECORDS AUTHORITY DI::(T)E:\_':I:;‘NA‘::'::%N DESIGNATION
NUMBER (DAN)

Year 2000 Project Files GS 14035 Retain for 6 years after ARCHIVAL
Documentation of Year 2000 compliance projects. May include program management Rev. 0 termination of project and/or (Appraisal Required)
plans, meeting documentation, project planning, assessment, conversion, test planning contract NON-ESSENTIAL
and results, implementation contingency plans, and certification records. then

Transfer to Washington State

Archives for.appraisal.and

selective retention.
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2.3 REAL PROPERTY MANAGEMENT

The activity relating to the acquisition, management, and disposition of agency-owned real property (land). Includes appraisals, contracts, deeds, title

reports, water rights, and other related documents.

A durable copy (microfilm, paper, or electronic as approved by the State Archivist) of any record that is still active after having been in existence for 50
years must be provided to the State Archives in order to preserve the information for posterity.

DISPOSITION
DESCRIPTION OF RECORDS AUTHORITY DI::;E'I“TTIS:\‘NA/::'::LN DESIGNATION
NUMBER (DAN)

Condemnations of Land GS 24006 Retain for 6 years after ARCHIVAL
Documentation of condemnation actions either by state agencies or affecting state Rev.0 disposition of parcel (Appraisal Required)
agencies. then ESSENTIAL

Transfer to Washington State

Archives forappraisal and

selective retention!
Land Acquisition Documentation GS 24004 Retain for 6 years after ARCHIVAL
Documentation of the process for planning and acquiring particular parcels of land. Rev. 0 disposition of parcel (Appraisal Required)
May include planning reports, boundary descriptions and adjustments, photographs, then POSSIBLY ESSENTIAL
studies, correspondence, and other related documentation. Transfer to Washington State

Archives for appraisal and

selective retention.
Land Appraisals GS 24001 Retain for 6 years after date of NON-ARCHIVAL
Contracts and reports on the appraisal of land for monetary value. Rev. 0 document ESSENTIAL

then
Destroy.
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2.3 REAL PROPERTY MANAGEMENT

The activity relating to the acquisition, management, and disposition of agency-owned real property (land). Includes appraisals, contracts, deeds, title

reports, water rights, and other related documents.

A durable copy (microfilm, paper, or electronic as approved by the State Archivist) of any record that is still active after having been in existence for 50
years must be provided to the State Archives in order to preserve the information for posterity.

DISPOSITION

DESCRIPTION OF RECORDS AUTHORITY DI::(T)E:\_:_T:)?\INAAC':E)N DESIGNATION
NUMBER (DAN)
Land Sales and Conveyance Documentation GS 24009 Retain for 6 years after ARCHIVAL
Records pertaining to the sale of state land. Rev. 0 disposition of parcel (Appraisal Required)
then ESSENTIAL
Transfer to Washington State
Archives ferappraisal and
selective retention!
Land Title Documents GS 24008 Retain for 6 years after ARCHIVAL
Documentation of the conveyance of land titles to the state. May include title searches, Rev. 0 disposition of parcel (Appraisal Required)
deeds, patents, clear lists and supporting documentation. then ESSENTIAL
Transfer to Washington State
Archives for appraisal and
selective retention.
Lands Escheated to the State GS 24005 Retain for 6 years after ARCHIVAL
Records pertaining to the conveyance of lands escheated to the state for management Rev. 0 disposition of parcel (Appraisal Required)
then ESSENTIAL

or disposal.

Transfer to Washington State
Archives for appraisal and
selective retention.
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2.3 REAL PROPERTY MANAGEMENT

The activity relating to the acquisition, management, and disposition of agency-owned real property (land). Includes appraisals, contracts, deeds, title

reports, water rights, and other related documents.

A durable copy (microfilm, paper, or electronic as approved by the State Archivist) of any record that is still active after having been in existence for 50
years must be provided to the State Archives in order to preserve the information for posterity.

DISPOSITION

DESCRIPTION OF RECORDS AUTHORITY DI::;E:\_:_TL?\INAAC'::;N DESIGNATION
NUMBER (DAN)
Lands Inventory GS 24003 Retain for 6 years after NON-ARCHIVAL
Inventories of land owned by state agencies. May include summary information of each Rev. 0 superseded ESSENTIAL
parcel. then
Destroy.
Water Rights Acquired by the State GS 24007 Retain for 6 years after ARCHIVAL
Records of actions documentingthe acquisition of water rights,on,state land. Rev. 0 disposition,of parcel (Appraisal Required)
then ESSENTIAL
Transfer to Washington State
Archives for appraisal and
selective retention.
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2.4 SECURITY
The activity of protecting the state government agency’s physical goods and resources against danger, loss or threat.
DISPOSITION
DESCRIPTION OF RECORDS AUTHORITY DI::;E'I\‘TT:)?\‘NA/::':%N DESIGNATION
NUMBER (DAN)
Building Access Documentation GS 25001 Retain for 6 years after NON-ARCHIVAL
Documentation of individual security identification and building access privileges. May Rev.0 termination of access NON-ESSENTIAL
include requests and authorizations for the issuance of identification badges and key then
cards to employees, contractors, and volunteers. Destroy.
Security Recordings GS 25003 Retain for 30 days after date of NON-ARCHIVAL
Security recordings of agen€y fa€ilities and grounds. May include both video and digital Rev.0 recording NON-ESSENTIAL
recordings. then
Note: As with all public records, security recordings must be retained until final Destroy;
resolution of the case if they‘aré'requestedior used in litigation:
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2.5 SUPPLY, EQUIPMENT AND VEHICLE MANAGEMENT

The activity of managing state-owned or leased equipment, supplies, and motor vehicles. Does not include real property (land) records.

DISPOSITION
DESCRIPTION OF RECORDS AUTHORITY DI::;E:\‘TT:)?\‘NA/::':%N DESIGNATION
NUMBER (DAN)

Capital Assets Management System, Statewide or Agency GS 16008 Retain for 6 years after NON-ARCHIVAL
Statewide or agency systems to maintain agency inventories of land, buildings, Rev. 1 superseded NON-ESSENTIAL
furniture, equipment and other capital assets. May be used for input into the statewide then OPR
reporting system. Destroy.
Includes:

e Asset tracking and depreciationscheddles;

e Running inventory control documents that describe each piece of agency-owned

or leased equipment and furniture;

e Data Input Sheet,

e Reports (Asset, Added, Changes, Purge, Summary of Monthly File Activity).
Disposition Records, Asset GS 16003 Retain for 6 years after date of NON-ARCHIVAL
Agency copies of records that track the disposition of property. May include request for Rev.0 document NON-ESSENTIAL
disposal of property, receipts, copies of disposition reports, Disposed Property Report then
and records of property that has been sent to state surplus. Destroy.
Equipment Maintenance and Repair Records GS 16006 Retain for 3 years after NON-ARCHIVAL
Records documenting services and repairs to agency equipment, excluding motor Rev.0 disposition of item NON-ESSENTIAL
vehicles. May include maintenance and repair orders, copies of fiscal documents such then
as requisitions, purchase orders and vouchers, warranties, manuals and related Destroy.
materials.
Note: This series does not include structural or major equipment items. See GS 21008,
Major Repair and Replacement Records, Building and Equipment. See GS 16007 - Motor
Vehicle Maintenance, Repair and Disposition Records for motor vehicles.

2. ASSET Page 42 of 118
MANAGEMENT




Washington State Archives
Office of the Secretary of State

State Government General Records Retention Schedule (SGGRRS)
Version 5.1 (August 2011)

2.5 SUPPLY, EQUIPMENT AND VEHICLE MANAGEMENT

The activity of managing state-owned or leased equipment, supplies, and motor vehicles. Does not include real property (land) records.

DISPOSITION
DESCRIPTION OF RECORDS AUTHORITY DI::;E'I“TTIL?\‘NA/::'::LN DESIGNATION
NUMBER (DAN)

Inventories, Supplies, Commodities And Parts GS 16004 Retain for 6 years after date of NON-ARCHIVAL
Running inventories used to manage stocks of expendable materials such as office Rev.0 document NON-ESSENTIAL
supplies, parts and other expendable supplies, describing the materials and indicating then
current stock balances. Destroy.
Motor Vehicle Maintenance, Repair and Disposition Records GS 16007 Retain for 6 years after NON-ARCHIVAL
Records documenting servi€e, répairsand dispositionefimdtervehiclesassighed toor Rev.0 dispositioR"efvehidle NON-ESSENTIAL
owned by an agency. May.include maintenance orders and logs, copies of fiscal then
documents such as requisitions, purchase orders, vouchers, warranties, manuals, and Destroy.
related materials.
Motor Vehicle Title GS 16009 Retain until after sale or NON-ARCHIVAL
Record of legal ownership of state-owned vehicles. Rev.0 disposition of vehicle NON-ESSENTIAL
Note: At sale, title is transferred to new owner. At disposal, title is transferred to then
Department of Licensing. Transfer to new owner or

Department of Licensing.
Supplies, Commodities and Parts Disbursement Records GS 16005 Retain for 6 years after date of NON-ARCHIVAL
Records documenting the disbursement of office supplies, commodities, parts and Rev.0 document NON-ESSENTIAL
other expendable materials. then

Destroy.
Vehicle Accident Report Form, Agency Copy GS 16010 Retain for 3 years after date of NON-ARCHIVAL
The Office of Financial Management requires that one copy of the Vehicle Accident Rev.0 document NON-ESSENTIAL
Report Form (State Form 137) be sent to the reporting agency's Safety and/or Risk then
Management Office within two working days following an accident involving a state Destroy.
Motor Pool vehicle.
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2.5 SUPPLY, EQUIPMENT AND VEHICLE MANAGEMENT

The activity of managing state-owned or leased equipment, supplies, and motor vehicles. Does not include real property (land) records.

DISPOSITION

DESCRIPTION OF RECORDS AUTHORITY DI::;E'I“TTIL?\‘NA/::'::LN DESIGNATION
NUMBER (DAN)
Vehicle Log and Usage Report GS 07003 Retain for 3 years after date of NON-ARCHIVAL
Reports and logs of vehicle usage by state agencies. Rev. 0 document NON-ESSENTIAL

then
Destroy.
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2.6 TELECOMMUNICATIONS

The activity of documenting the administration of telecommunications services provided to state agencies.
See also FINANCIAL MANAGEMENT - Fiscal and Accounting Records for additional record series relating to fiscal and accounting activities.

DISPOSITION
DESCRIPTION OF RECORDS AUTHORITY oI ?:;E'I\;T:DONNA‘?::)ON DESIGNATION
NUMBER (DAN)

Reports and Information, Telecommunications GS 08005 Retain for 1 year after end of NON-ARCHIVAL
Telecommunications-related reports and information. May include toll-free reports and Rev.0 fiscal year NON-ESSENTIAL
usage information, voicemail and telephone calling information reports, individual then

telephone calling information requests, and automated call distribution (ACD) data. Destroy.

SCAN Account Detail Report GS 08004 Retain for 6 years after date of NON-ARCHIVAL
Listings of telephone activityaby.each SCAN account. _Shows hamesof accounttholder Rev. 0 document: NON-ESSENTIAL
number called, distance, time spent, and SCAN charges. The "Official Copy"'tay be the then

agency's copy of the billing orithe employee-signed copy. Destroy.

SCAN System Authorization Requests GS 08002 Retain for 6 months after NON-ARCHIVAL
Requests by state agencies for assignment, changes in assignment, changes in Rev. 0 request approved or denied NON-ESSENTIAL
authorization levels, or cancellation of SCAN access. May include related then

correspondence and memorandum in addition to the SCAN requests. Destroy.

Services and Order Requests, Telecommunications GS 08001 Retain for 1 year after request NON-ARCHIVAL
Requests by state agencies for telephone service, installation or repairs, and responses Rev. 0 approved or denied NON-ESSENTIAL
to the requests. May include requests for voicemail, network and data circuit services then

and other telecommunications services. Destroy.
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3. FINANCIAL MANAGEMENT

The function of managing the state government agency’s financial resources, obligations and monetary infrastructure.

3.1 AUDITS, INVESTIGATIONS AND EXAMINATIONS
The activity of documenting internal audits and investigations, and State Auditor examinations of state agency programs and fiscal activities.
DISPOSITION
DESCRIPTION OF RECORDS AUTHORITY DI:::)Z::’TE)CI)\INAIZZI'\II':)ON DESIGNATION
NUMBER (DAN)

Audit Documentation and Working Papers GS 04001 Retain for 6 years after audit NON-ARCHIVAL
Audit documentation, including support for findings, conclusions, and Rev.0 report date NON-ESSENTIAL
recommendations. May also include correspondence, memos, drafts, preliminary then
findings, notes, and other aterials used in preparing internal or external audits, Destroy.
investigations or examinations:
Note: This series does not'apply to State Auditor’s Office audlits.
External Audit, Final Audit or Examination Report GS 04005 Retain for 6 years after audit ARCHIVAL
Final reports of customer audits, compliance audits, performance audits, external audits Rev.0 report date (Appraisal Required)
or examinations performed by or for a state agency. then NON-ESSENTIAL
Note: Agency retains primary record copy. This series does not include State Auditor’s Transfer to Washington State
Office audits. Archives for appraisal and

selective retention.
Internal Audit, Final Audit or Examination Report GS 04002 Retain for 6 years after audit ARCHIVAL
Final reports of internal audits, investigations or examinations. Rev. 0 report date (Appraisal Required)

. . NON-ESSENTIAL

Note: Agency retains primary record copy. then

Transfer to Washington State

Archives for appraisal and

selective retention.
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3.1 AUDITS, INVESTIGATIONS AND EXAMINATIONS

The activity of documenting internal audits and investigations, and State Auditor examinations of state agency programs and fiscal activities.

DISPOSITION
DESCRIPTION OF RECORDS AUTHORITY DI:::)E::’T(I)CI)\INAI::I'\II':)C)N DESIGNATION
NUMBER (DAN)

State Auditor’s Office Audit Results, Agency Copy GS 04006 Retain for 3 years after exit NON-ARCHIVAL
Documentation of state agency audits conducted by the State Auditor’s Office. May Rev.0 conference date NON-ESSENTIAL
include final reports of audits and examinations performed by the State Auditor’s then
Office, Management Letters, Exit ltems, and other documentation provided at the final Destroy.
exit conference.
Note: State Auditor’s Officearetains primary recordwcopy:
State Auditor’s Office Whistleblower Investigative Reports, Agency Copy. GS,04004 Retain for,3,years after date of NON-ARCHIVAL
Agency copies of State Auditor’s Office reports of allegations of fraud or violations;of Rev. 0 report NON-ESSENTIAL
state laws or regulations as‘amesult of aaWhistleblower complaintfiled under Chapter then
42.40 RCW. Destroy.
Note: State Auditor’s Office retains primary record copy.
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3.2 BANKING

The activity of transacting monetary exchanges with a financial institution.

DISPOSITION
DESCRIPTION OF RECORDS AUTHORITY DI::(T)E'I\'TT:)?\‘NA’Z':%N DESIGNATION
NUMBER (DAN)

Banking — Accounts and Transactions GS 01013 Retain for 6 years after end of NON-ARCHIVAL
Records relating to the agency’s banking activities and documenting its banking Rev. 1 fiscal year NON-ESSENTIAL
transactions. then OPR
Includes, but is not limited to: Destroy.
e Deposits and withdrawals (including Electronic Funds Transfers (EFT),
International Money Transfers (IMT)pAutomated Clearing'House(ACH), etes);
e Statements (bank, dividend, investment, etc.) and reconciliations;
e Records documenting the'status of and adjustments to accounts;
e Checks and warrants,issued by the.agency (if returned,by,bank);
e Checks returned by the bank due to non-sufficient funds (NSF).
Excludes deposited items covered by GS 01068.

Excludes master depository contracts covered by GS 01050.

Banking — Deposited Items GS 01068 Retain for 14 days after date of NON-ARCHIVAL
Negotiable instruments received by the agency and deposited to the bank in a different Rev.0 deposit NON-ESSENTIAL
format.. then OPR
Includes, but is not limited to: Destroy.
e Original paper checks/warrants imaged using Remote Deposit Capture (RDC) or
Imaged Cash Letter (ICL), or returned by the bank after redemption;
e Images of checks/warrants created in lieu of depositing the original item (such
as Imaged Cash Letter (ICL)).

Excludes checks returned to agency (due to non-sufficient funds) covered by GS 01013.
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FISCAL AND ACCOUNTING RECORDS

The function of managing the primary record — regardless of media. Copies used for specific legal, fiscal, or administrative purposes may be either
retained using the retention for the primary copy or scheduled separately if a different retention is required. Copies of these documents preserved only

for reference or informational purposes may be discarded when no longer needed.

DISPOSITION
DESCRIPTION OF RECORDS AUTHORITY DI::;E::TL%NA‘Z':%N DESIGNATION
NUMBER (DAN)

Accounts Payable GS 01007 Retain for 6 years after date of NON-ARCHIVAL
Documents all invoices for items disbursed during each month by general account code, Rev.0 document NON-ESSENTIAL
to provide posting data to thesgeneralledgen(GS:01009). Documents adjustments to then
accounts. Includes supporting documents. Destroy.
Accounts Receivable GS 01016 Retain for 6 years after date of NON-ARCHIVAL
Documentation of charges andgbilling precess for goods and/erservices rendered. Rev. 0 document ESSENTIAL
Documents adjustments to accounts. May include “determination of fees” then
documentation, work orders or service requests (may be in the form of field orders or Destroy.
invoice vouchers) logs of goods and/or services provided, receipts, billing statements
and related documents.
Allotment Records, Revenue and Expenditure GS 01043 Retain for 6 years after end of NON-ARCHIVAL
Records revenue and expenditure allotments. Includes allotment submittals and backup Rev.0 biennium POSSIBLY ESSENTIAL
documentation. then

Destroy.
Asset Depreciation Reports GS 16002 Retain for 6 years after NON-ARCHIVAL
Calculated value of the depreciation value of state-owned assets. May include Rev. 0 superseded NON-ESSENTIAL
Depreciation Ledger, General Ledger Interface, Depreciation by Cost Center, and related then
documentation. Destroy.
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3.3 FISCAL AND ACCOUNTING RECORDS

The function of managing the primary record — regardless of media. Copies used for specific legal, fiscal, or administrative purposes may be either
retained using the retention for the primary copy or scheduled separately if a different retention is required. Copies of these documents preserved only

for reference or informational purposes may be discarded when no longer needed.

DISPOSITION
DESCRIPTION OF RECORDS AUTHORITY DI::;E:\:L%NA‘:':%N DESIGNATION
NUMBER (DAN)

Budget Preparation Working Files GS 01040 Retain for 6 years after end of NON-ARCHIVAL
Documentation of agency development of biennial budget proposals. May include Rev.0 biennium NON-ESSENTIAL
correspondence, reports, memes, drafts, statisties;;agency budget.request.and then
supporting documentation. Destroy.
Cash Receipt Records GS 01010 Retain for 6 years after date of NON-ARCHIVAL
A record of agency cash receiptsd May include daily cash listingzelectronic funds Rev. 0 docliment NON-ESSENTIAL
transfer (EFTs), transfers, credit card payments, and cash register tape. then

Destroy.
Credit Card Records GS 01017 Retain for 6 years after date of NON-ARCHIVAL
Includes all documentation of the use of credit cards issued to agencies or employees, Rev.0 document POSSIBLY ESSENTIAL
such as receipts, records related to online ordering, purchase card log and activity log. then

Destroy.
Disbursement Reporting System Report — DRS GS 02009 Retain for 90 days after date of NON-ARCHIVAL
Automatic and agency-requested reports (for subscribing agencies) of vendor history Rev. 0 document NON-ESSENTIAL

information, including disbursements and the Office of Minority and Women’s Business
Enterprise’s information.

then
Destroy.
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3.3 FISCAL AND ACCOUNTING RECORDS
The function of managing the primary record — regardless of media. Copies used for specific legal, fiscal, or administrative purposes may be either
retained using the retention for the primary copy or scheduled separately if a different retention is required. Copies of these documents preserved only
for reference or informational purposes may be discarded when no longer needed.

DISPOSITION
DESCRIPTION OF RECORDS AUTHORITY DI::;E:\:L%NA‘::':E)N DESIGNATION
NUMBER (DAN)

Financial Reporting Working Documents, Fiscal Year End GS 02020 Retain for 6 years after end of NON-ARCHIVAL
Working documents used for analysis of certain financial balance interrelationships and Rev.0 the fiscal year NON-ESSENTIAL
other financial information..May include: then

e CAF - Financial Balances and Other Information; Destroy.

e FED — Federal Revenues and, Expenditures;

e REC - Receivable/Payable Relationship;

e PAY — Payable/Receivable Relationship.
Financial Reports, Fiscal Year End, Agency Copy GS 01067 Retain for 6 years after the end NON-ARCHIVAL
Reports summarizing fiscal year accounting activity. Rev.0 of fiscal year NON-ESSENTIAL
Note: The Office of Financial Management retains the primary record copy of reports then
generated by AFRS and Enterprise Reporting Destroy.
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3.3 FISCAL AND ACCOUNTING RECORDS
The function of managing the primary record — regardless of media. Copies used for specific legal, fiscal, or administrative purposes may be either
retained using the retention for the primary copy or scheduled separately if a different retention is required. Copies of these documents preserved only
for reference or informational purposes may be discarded when no longer needed.

DISPOSITION
DESCRIPTION OF RECORDS AUTHORITY DI::(T)E:\E&NA‘;':%N DESIGNATION
NUMBER (DAN)

Financial Reports, Quarterly, Monthly & Daily, Agency Copy GS 02005 Retain for 6 years after date of NON-ARCHIVAL
Detail and summary financial and statistical information reports created on a quarterly, Rev.0 report NON-ESSENTIAL
monthly, daily, or in-process.basis. then
May include: Destroy.

e Monthly Approved Allotment and Revenue Reports;

e Monthly Financial Statement Reperts;

e Monthly Combined Approved and Adjusted Allotment Reports;

e Monthly Treasurer Accounting System Reports;

e Monthly Working Papers Reports;

e Monthly General Ledger Trial Balances;

e Quarterly Petty Cash Report.

Note: the Office of Financial Management maintains designated AFRS Monthly Reports
for 6 years. Agencies using non-AFRS systems should schedule their records on agency
unique schedules. Copies not used for reconciliation can be destroyed when
administrative purpose has been served.

General Ledger Trial Balance GS 01009 Retain for 6 years after date of NON-ARCHIVAL
A record of prescribed general ledger accounts documenting agency receipts, Rev.0 the document POSSIBLY ESSENTIAL
expenditures and balances, by source and fund. May include reconciliation reports. then
Note: Applies only to General Ledger Trial Balances not generated by Enterprise Destroy.
Reporting.
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FISCAL AND ACCOUNTING RECORDS

The function of managing the primary record — regardless of media. Copies used for specific legal, fiscal, or administrative purposes may be either
retained using the retention for the primary copy or scheduled separately if a different retention is required. Copies of these documents preserved only

for reference or informational purposes may be discarded when no longer needed.

DISPOSITION
DESCRIPTION OF RECORDS AUTHORITY DI::;E::TL%NA‘::':%N DESIGNATION
NUMBER (DAN)
Internal Revenue Service (IRS) Reporting Forms GS 01019 Retain for 4 years after date of NON-ARCHIVAL
Any IRS-required documents used by state agencies to report vendor payments to the Rev.0 document NON-ESSENTIAL
IRS. May include forms 109851099, 5498, W-2G, er.similar-use.forms. then
Note: For IRS Form W-9 see GS 01066 Vendor Payment Information. Destroy.
Journal Vouchers GS 01006 Retain for 6 years after datg of NON-ARCHIVAL
Documentation for enteringljoufnal voueh@r transactions interanraccounting system: Rev.0 document POSSIBLY ESSENTIAL
then

Destroy.
Management Reporting System — MRS GS 02008 Retain for 90 days after date of NON-ARCHIVAL
Supplemental, ad hoc, analytical information on the status of allotments, Rev.0 document NON-ESSENTIAL
disbursements, accruals, encumbrances, and variances at varying levels for various time then
frames. Destroy.
Notes, Legislative GS 01065 Retain for 6 years after the end NON-ARCHIVAL
Summary and detail agency reports, narrative, and graphics for final Omnibus, Rev.0 of biennium NON-ESSENTIAL

Supplemental, Transportation, and Capital budgets enacted by the Legislature.

Note: The Legislative Evaluation and Accountability Program (LEAP) Committee holds
the primary and archival copy of the Legislative Budget Notes.

then
Destroy.
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3.3 FISCAL AND ACCOUNTING RECORDS
The function of managing the primary record — regardless of media. Copies used for specific legal, fiscal, or administrative purposes may be either
retained using the retention for the primary copy or scheduled separately if a different retention is required. Copies of these documents preserved only
for reference or informational purposes may be discarded when no longer needed.

DISPOSITION
DESCRIPTION OF RECORDS AUTHORITY DI::;i::TL%NA‘L::':%N DESIGNATION
NUMBER (DAN)
Policies and Procedures, Fiscal GS 01014 Retain for 6 years after NON-ARCHIVAL
Memoranda, rules, orders, directives, procedural instructions, regulations, bulletins, Rev. 0 superseded ESSENTIAL
notices, instructions issued by:©FM and the StateAuditor, and.any-other then
documentation which is directive'in nature or explains policies and pracedures relating Destroy.
to the fiscal administration of‘afyagency.
Public Works Requisition GS 01012 Retain for 6 years after work NON-ARCHIVAL
A record of all requisitions for public works projects processed by the Engineering and Rev.0 completed NON-ESSENTIAL
Architecture Division of the Department of General Administration. then
Note: This series does not apply to General Administration Department copy. Destroy.
Revenue Reports GS 01011 Retain for 6 years after date of NON-ARCHIVAL
A monthly summary of revenue recorded from interagency agreements, contracts, and Rev.0 document POSSIBLY ESSENTIAL
other sources. then
Destroy.
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3.3 FISCAL AND ACCOUNTING RECORDS
The function of managing the primary record — regardless of media. Copies used for specific legal, fiscal, or administrative purposes may be either
retained using the retention for the primary copy or scheduled separately if a different retention is required. Copies of these documents preserved only
for reference or informational purposes may be discarded when no longer needed.

DISPOSITION
DESCRIPTION OF RECORDS AUTHORITY DI::;E::TL%NA‘::':%N DESIGNATION
NUMBER (DAN)

Tax-Exempt Bonds GS 01069 Retain for 6 years after final NON-ARCHIVAL
Records documenting all resources received and expended by the agency for bond- Rev.0 bond payment NON-ESSENTIAL
funded projects. then OPR
Includes, but is not limited to: Destroy.

e Documents supporting purchase/acquisition/construction price and

disposition/sales price;
o |If capital asset constructed by agency, includes cancelled (voided) checks and
credit card slips, project cost record, etc.;

e Project cost/expenditure tracking record (staff time, etc.);

e Registers (numerical listing of checks/warrants, etc.);

e Trust indenture, loan agreements, bond counsel opinions, etc.;

e Transcripts of bond issuance documents.
Travel GS 07001 Retain for 6 years after end of NON-ARCHIVAL
Records documenting travel undertaken by employees and non-employees. Includes Rev. 1 fiscal year NON-ESSENTIAL
travel authorization, arrangement, travel receipt documentation, and reimbursement of then OPR
expenses (including advance payments). Destroy.
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3.3 FISCAL AND ACCOUNTING RECORDS

The function of managing the primary record — regardless of media. Copies used for specific legal, fiscal, or administrative purposes may be either
retained using the retention for the primary copy or scheduled separately if a different retention is required. Copies of these documents preserved only

for reference or informational purposes may be discarded when no longer needed.

DESCRIPTION OF RECORDS

DISPOSITION
AUTHORITY
NUMBER (DAN)

RETENTION AND
DISPOSITION ACTION

DESIGNATION

Vendor Payments Files

Documentation of agency disbursements. May include all documentation related to
purchases by agencies, including vougher distribution.registers;vendorremittance
advisories, document transmittals'and certification reports,/encumbrahnce requests and
other documentation which provides a record of payments to'vendors and@ther
agencies for goods and services.

May include:
e Purchase Order Files;
e Field Order Files;
e Purchase Requisition Files;
e Invoice Voucher Files;
e Printing Requisition Files;
e Copy Center Request Files;
e Travel Expense Payment Files;
e Inter-Agency Billing Files;
e Encumbrances and Liquidation Records.

GS 01004
Rev. 0

Retain for 6 years after date of
document

then
Destroy.

NON-ARCHIVAL
POSSIBLY ESSENTIAL
(Some items in this
series may be Essential)

Vendor Payment Information
Documentation may include IRS Form W-9, Vendor Registration Form, and Electronic
Funds Transfer Authorization Form.

GS 01066
Rev. 0

Retain for 6 years after final
payment

then
Destroy.

NON-ARCHIVAL
NON-ESSENTIAL
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3.3 FISCAL AND ACCOUNTING RECORDS
The function of managing the primary record — regardless of media. Copies used for specific legal, fiscal, or administrative purposes may be either
retained using the retention for the primary copy or scheduled separately if a different retention is required. Copies of these documents preserved only
for reference or informational purposes may be discarded when no longer needed.

DISPOSITION
DESCRIPTION OF RECORDS AUTHORITY DI::;i::TL%NA‘L::':%N DESIGNATION
NUMBER (DAN)

Warrant Register GS 01001 Retain for 6 year after date of NON-ARCHIVAL
A record of fiscal transactions concerning disbursement vouchers drawn against the Rev.0 document NON-ESSENTIAL
State Treasurer and the account classification,of each.transaction-May.include detail then
and summary records. Destroy.
Note: This series does not apply to,State Treasurer’s copies.
Warrant Register, Claims GS 01003 Reétain for'6wyears afterpayment NON-ARCHIVAL
A record of disbursements relating to claims or refunds which require case or claim data Rev.0 made NON-ESSENTIAL
identification. then
Note: If a federal records retention requirement differs from that which is specified by Destroy.
this series, keep the records for whichever retention period is longer.

3. FINANCIAL Page 57 of 118

MANAGEMENT



Washington State Archives
Office of the Secretary of State

State Government General Records Retention Schedule (SGGRRS)
Version 5.1 (August 2011)

GRANTS MANAGEMENT

The function relating to the administration of grants either issues by the state or received by state agencies. Records include grant applications, grantor
and grantee correspondence and official responses, grant contacts, fiscal records, reports, administrative correspondence, grant products, and other

related records.

DISPOSITION
DESCRIPTION OF RECORDS AUTHORITY DI::;Z:\_:_TL?\INAAC':E)N DESIGNATION
NUMBER (DAN)

Agency Grant Program Files GS 23003 Retain for 6 years after NON-ARCHIVAL
Documentation of grant programs administered by granting agencies. May include Rev.0 administrative purpose served NON-ESSENTIAL
fiscal reports, correspondence, audit reports and related documentation. then

Destroy.
Deliverables GS 23005 Retain for 6 years after final ARCHIVAL
File copies, including but not limited to reports, studies, surveys, educationahmaterials Rev. 0 termination of grant or (Appraisal Required)
and promotional materials; regardless of média, that have been,developed orproduced agreement NON-ESSENTIAL
as part of a grant or grant agreement. then

Transfer to Washington State

Archives for appraisal and

selective retention.
Grants Applications, Denied GS 23002 Retain for 1 year after grant NON-ARCHIVAL
Documentation of grants in which the application has been denied. May include Rev.0 application denied NON-ESSENTIAL
applications, grant evaluation summaries, working papers, letters of denial, and other then
related documentation. Destroy.
Grants Issued by the State GS 23001 Retain for 6 years after end of NON-ARCHIVAL
Documentation may include grant announcement parameters, grant applications, grant Rev.0 grant period POSSIBLY ESSENTIAL
evaluation summaries, notification of grant awards, grant project status, fiscal reports, then
correspondence related to grant monitoring, audit reports, progress and compliance Destroy.
reports prepared and submitted by the grantee and related documentation.
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3.4 GRANTS MANAGEMENT
The function relating to the administration of grants either issues by the state or received by state agencies. Records include grant applications, grantor
and grantee correspondence and official responses, grant contacts, fiscal records, reports, administrative correspondence, grant products, and other
related records.

DISPOSITION
DESCRIPTION OF RECORDS AUTHORITY DI::(T)E:\_:_T:)?\INAAC':E)N DESIGNATION
NUMBER (DAN)

Grants Received by State Agencies GS 23004 Retain for 6 years after end of NON-ARCHIVAL
Documentation of grant projects and funds received and expended by state agencies. Rev.0 grant period POSSIBLY ESSENTIAL
May include copies of Requests for Proposals (RFPs), applications, notifications of grant then
awards, fiscal reports and supperting.documentation,.reports.and.correspondence Destroy.
related to grant monitoring, audit'reports, status reports, compliance reports, grants
modifications requests, progressyreports and final reports.
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4. HUMAN RESOURCE MANAGEMENT

The function of managing the state government agency’s workforce.

4.1 ATTENDANCE AND LEAVE

The activity of documenting and authorizing employee attendance and leave.

DISPOSITION
DESCRIPTION OF RECORDS AUTHORITY DI::;E:\;:L?\‘NAIEI_\:_:)ON DESIGNATION
NUMBER (DAN)
Attendance and Leave Records GS 03030 Retain for 6 years after end of NON-ARCHIVAL
A record of the attendance of state employees including: Rev. 0 fiscal year NON-ESSENTIAL
e Annual leave; then
e Sick leave; Destroy.
e Compensatory time;
e Exchange time;
e QOvertime;
e Personal holidays;
e Other records pertaining to attendance.
Family Medical Leave and Shared Leave GS 03034 Retain for 7 years after NON-ARCHIVAL
Documentation of the use of family medical leave and the receipt and return of shared Rev. 0 termination of employment NON-ESSENTIAL
leave. May include: then
e Donation info; Destroy.
e Career shared leave.
Time Keeping/Time And Effort GS 03035 Retain for 10 years after NON-ARCHIVAL
Documentation of federal requirements for quarterly/semi-monthly reports of Rev. 0 administrative purpose served ESSENTIAL
employee time when federal dollars are expended. then
Destroy.
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4.2 BENEFITS
The activity of compensating employees via means other than salaries and wages.
DISPOSITION
DESCRIPTION OF RECORDS AUTHORITY DI:::)E:\'II:II-(I)CI)\INAI:ZNI':)C)N DESIGNATION
NUMBER (DAN)
Commute Trip Reduction Documentation GS 03037 Retain for 6 years after end of NON-ARCHIVAL
Agency Commute Trip Reduction program administration documentation, including: Rev.0 fiscal year NON-ESSENTIAL
e Bonus voucher certification forms; then OPR
e Registration forms; Destroy.
e Incentives;
e Parking tracking files;
e Other records pertaining to the program.
Employee Recognition/Appreciation'Ceremonies or Awards GS 03021 Retain for 2 years after date of NON-ARCHIVAL
A record of agency- or division=Wwide employee recognition efferts'and'events to Rev.0 document NON-ESSENTIAL
include: then
e Meeting minutes; Destroy.
e Plans;
e Awards;
e Location;
e Details of events;
e Copies of expenditure records.
Note: For Brainstorm or TIP records, See GS 09012 Brainstorm/Team Incentive Program
(TIP) Documentation.
Tuition Reimbursement GS 03013 Retain for 6 years after NON-ARCHIVAL
Provides a record of courses taken by employees for which tuition reimbursement was Rev.0 completion of course NON-ESSENTIAL
requested by the employee. May include Tuition Reimbursement Request Form and then
related documents. Destroy.
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4.2 BENEFITS

The activity of compensating employees via means other than salaries and wages.

DISPOSITION
DESCRIPTION OF RECORDS AUTHORITY DI:::)E::’T(I)CI)\INAI::I'\II':%N DESIGNATION
NUMBER (DAN)
Voluntary Employee’s Beneficiary Association (VEBA) Documentation GS 03045 Retain for 6 years until NON-ARCHIVAL
Documentation of an agency participation in VEBA (medical expense plan), which may Rev.0 superseded NON-ESSENTIAL
include lists of eligible employees, ballots and vote tally of employees who are eligible then
to retire in a given calendar year and correspondence. Destroy.
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4.3 EQUITY
The activity of ensuring fairness and equal opportunities for all employees.
DISPOSITION
DESCRIPTION OF RECORDS AUTHORITY DI::;E:\‘TT:)?“NAQ'::LN DESIGNATION
NUMBER (DAN)

Affirmative Action Plans, Goals and Reports GS 20002 Retain for 6 years after ARCHIVAL
Agency affirmative action/equal opportunity plans, goals and reports including Rev.0 calendar year (Appraisal Required)
workforce reports and personnel utilization analysis reports showing progress on then NON-ESSENTIAL
affirmative action goals. Transfer to Washington State

Archives for appraisal and

selectivegretention;
Reasonable Accommodation,Files GS 03011 Retain for 7 years after NON-ARCHIVAL
Documentation of employee requests for an/agency’s provision of reasonable Rev.0 termination of employment NON-ESSENTIAL
accommodations for employeeswith special needs. then

Destroy.
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4.4 INDUSTRIAL INSURANCE

The activity relating to the coverage of medical expenses and salary compensation for work related injuries and illnesses.

DISPOSITION
DESCRIPTION OF RECORDS AUTHORITY RETENTION AND DESIGNATION

NUMBER (DAN) DISPOSITION ACTION

Injury Claims GS 03015 Retain for 7 years after claim NON-ARCHIVAL
Claims by employees (and volunteers) injured on the job. Rev. 1 settled NON-ESSENTIAL
May include: then OPR

e Agency copy of L&I claim forms; Destroy.

e Accident report;

e Reports from doctors;

e Agency responsibility ferms;
e Related documentation.

Note: This series does not apply‘to the L& €opy of injury claims'files! This series‘does
not include copies of L&I claim forms kept in GS 03039 Employee Medical and Safety

Files.
Injury Claims, Eye Injuries GS 03016 | Retain for 10 years after claim NON-ARCHIVAL
Claims by employees with eye injuries on the job. Rev. 0 settled NON-ESSENTIAL
May include: then OPR

e Agency copy of L&l claim forms; Destroy.

e Accident report;

e Reports from doctors;

e Agency responsibility forms;
e Related documentation.

Note: This series does not apply to the L&I copy of injury claims files. This series does
not include copies of L&I claim forms kept in GS 03039 Employee Medical and Safety

Files.
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4.5 LABOR RELATIONS

The activity of responding managing relationships dealing with the negotiation of labor.

DISPOSITION
DESCRIPTION OF RECORDS AUTHORITY DI::;E:\‘TT:)?\‘NA/::':%N DESIGNATION
NUMBER (DAN)
Labor Union Contracts GS 09015 Retain for 6 years after contract NON-ARCHIVAL
Records of contract negotiation proceedings, contracts, related correspondence, Rev. 0 superseded or terminated ESSENTIAL
amendments, etc. then
Destroy.

Labor Union Relations Files GS 09014 Retain for 2 years after date of NON-ARCHIVAL
All documentation related £#6 Taber union administrativébusiness. May include Rev. 0 document NON-ESSENTIAL
correspondence, meeting files.and minutes, and related documentation. then
Note: For files regarding grievances see GS 03003 Grievance Files. Destroy.
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4.6 MISCONDUCT/DISCIPLINE/GRIEVANCES

The activity of investigating and responding to employee misconduct, grievances and disciplinary matters.

DISPOSITION

DESCRIPTION OF RECORDS AUTHORITY DI::(T)E'I“TTIS:\‘NA/E'::LN DESIGNATION
NUMBER (DAN)

Affirmative Action Complaint Files GS 20004 Retain for 6 years after NON-ARCHIVAL
Agency copies of complaints submitted by job applicants and agency employees, and Rev. 0 resolution of case NON-ESSENTIAL
the resolution of complaints related to affirmative action/equal opportunity issues. then
May include: Destroy.

e Complaints;

e Agency Responses and'Decisions;

e Related Correspondence;

e Filings;

e Records of Appeals.
Complaints, Harassment and Discrimination GS 03038 Retain for 6 years after NON-ARCHIVAL
Documentation of complaints by state employees regarding work place discrimination Rev.0 resolution of case NON-ESSENTIAL
or harassment. then

Destroy.
Grievance Files GS 03003 Retain for 6 years after NON-ARCHIVAL
A record of complaints and grievances by state employees regarding work place issues Rev. 1 resolution of case NON-ESSENTIAL
but not including discrimination or sexual harassment. then OPR
Destroy.

Personnel Action Appeals GS 03004 Retain for 2 years after final NON-ARCHIVAL
Records pertaining to employee appeals against the agency by state employees. May Rev. 0 determination NON-ESSENTIAL

include appeals, responses, legal actions, correspondence and related documentation.
Note: This series does not apply to the records of the Personnel Resources Board.

then
Destroy.

OPR
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4.6 MISCONDUCT/DISCIPLINE/GRIEVANCES

The activity of investigating and responding to employee misconduct, grievances and disciplinary matters.

DISPOSITION
DESCRIPTION OF RECORDS AUTHORITY DI::;E:\‘TT:)?“NA/::'::LN DESIGNATION
NUMBER (DAN)
Personnel Complaints, Exonerated, Non-Represented Employees GS 03006 Retain until exoneration NON-ARCHIVAL
Personnel complaints filed against or by non-represented state employees in which the Rev.0 then NON-ESSENTIAL
complaint proved to be unsubstantiated. Destroy.
Note: Info regarding employee misconduct that is determined to be false and in all
situations where the employee has been fully exonerated of wrongdoing shall be
promptly destroyed unless thevemployee requestsithatithe infosbewretainedponit is
related to pending legal action orlegal action is expected to result. (See RCW
42.06.450) This series does notinelude complaints'related to discrimination or
harassment. See GS 03038 Complaints, Harassment and Discrimination.
Personnel Complaints, Exonerated, Represented Employees GS 03043 Retain for 3 years after final NON-ARCHIVAL
Personnel complaints filed against or by represented state employees in which the Rev.0 determination NON-ESSENTIAL

complaint proved to be unsubstantiated.

Note: Some Collective Bargaining Agreements require complaints to be removed from
an employee’s file upon exoneration, although the agency is not required to dispose of
the records at that time. This retention schedule establishes the retention period for
such records by the agency. If the Collective Bargaining Agreement covering the
agency’s employees provides for a different retention period than this schedule, the
agency should request approval of a unique schedule for those records.

In regards to harassment or discrimination complaints by represented employees, use
this records series if the Collective Bargaining Agreement applies to those types of
complaints. If harassment or discrimination complaints are not covered by the
Collective Bargaining Agreement, use GS 03038.

then
Destroy.
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4.6 MISCONDUCT/DISCIPLINE/GRIEVANCES

The activity of investigating and responding to employee misconduct, grievances and disciplinary matters.

DISPOSITION
DESCRIPTION OF RECORDS AUTHORITY DI::;E:\‘TT:)?“NA/::'::LN DESIGNATION
NUMBER (DAN)
Personnel Complaints, Upheld, Non-Represented Employees GS 03005 Retain for 6 years after final NON-ARCHIVAL
Personnel complaints filed against or by non-represented state employees. May Rev.0 determination NON-ESSENTIAL
include documentation, filing forms, backup info, recommendations, resolutions, and then
related memoranda and correspondence. Destroy.
Note: This series does not include complaints related to discrimination or harassment.
See GS 03038 Complaints, Harassment and Discrimination.
Personnel Complaints, Upheld, Represented Employees GS.03044 Retain for.6.years after final NON-ARCHIVAL
Personnel complaints filed;againstioriby represented state employees! Mayiinclude Rev. 0 determination NON-ESSENTIAL
documentation, filing formstbackup infermation, recommendations, resolutions, and then
related memoranda and correspondence. Destroy.
Note: If the Collective Bargaining Agreement covering the agency’s employees provides
for a different retention period for these records, the agency should request approval of
a unique schedule for those records.
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4.7 OCCUPATIONAL HEALTH AND SAFETY
The activity of creating and maintaining a safe and healthy work environment for employees.
DISPOSITION
DESCRIPTION OF RECORDS AUTHORITY DI::;E:“TTIL?\‘NA/E'::LN DESIGNATION
NUMBER (DAN)
Employee Medical and Sdafety Files GS 03039 Retain for 30 years after NON-ARCHIVAL
Rev.0 termination of employment NON-ESSENTIAL

Documentation may include:

Employee copy of medical documents of diagnosis;

Prognosis, treatment and accommodation for employee injuries and illnesses;
Return to work plans;

Medical tests, medical'examinations, medical procedures/results, and réports
from doctors, including,agency copy of{L&I claims/forms and related
documentation.

This series includes Medical'SurveillancejExposure, and Audiology history record,
employee/supervisor/reviewer investigation of Accident/Incident forms, and Accident
Review Board Case Summaries.

Note: For more information on requirements for retaining employee medical records
see WAC 296-802-20005 and RCW 49.17.220.

then
Destroy.
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4.8 PAYROLL

The activity relating to the monetary compensation of employees on a periodic basis.

DISPOSITION
DESCRIPTION OF RECORDS AUTHORITY DI::;I-)'SE:\"I'T(I)OI\INAQZNI':)C)N DESIGNATION
NUMBER (DAN)
Distribution of Payroll and Related Costs GS 01062 Retain for 6 years after date of NON-ARCHIVAL
A detailed distribution account of the payroll costs for each agency employee. Rev.0 document NON-ESSENTIAL
then
Destroy.
Payroll Files GS 03031 Retain for 7 years after NON-ARCHIVAL
Series may include: Rev. 0 termination of employment ESSENTIAL
e Documentation of employee pay status; then
e Misc., payroll deductions; Destroy.
e Internal revenue info, insurance plans;
e Other documentation concerning employee payroll.
Note: In the event of an employee transfer, current miscellaneous deductions and forms
for insurance, etc., are forwarded to the gaining agency. The remainder of the file is
kept by the originating office.
Payroll Files, Retirement Verification GS 03032 Retain for 60 years after NON-ARCHIVAL
Salary and employment dates retained for the purpose of retirement verification. Rev. 0 termination of employment ESSENTIAL
Records should show monthly salary earned and hours worked. then
Destroy.
Payroll Register GS 01060 Retain for 60 years after the NON-ARCHIVAL
Central, certified record of agency payroll, payroll deductions, and the net pay of each Rev. 0 date of document ESSENTIAL
agency employee. (This document can be used to assist in providing retirement then
verification if adequate time worked data is on the payroll registers.) Destroy.
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4.8 PAYROLL

The activity relating to the monetary compensation of employees on a periodic basis.

DISPOSITION

DESCRIPTION OF RECORDS AUTHORITY DI::CT)I;:\]I::-(I)(I)\INA’::"\II':)C)N DESIGNATION
NUMBER (DAN)
Payroll Register, Deductions GS 01061 Retain for 6 years after the date NON-ARCHIVAL
Central record of the accounting of funds withheld or deducted from each employee’s Rev.0 of document NON-ESSENTIAL
payroll to satisfy deductions. May include misc. payroll deductions. then
Destroy.
Payroll Register, Year-to-Date GS 01063 Retain for 6 years from the date NON-ARCHIVAL
Accumulative summary of payrellexpénses for eachagency employeel Rev. 0 ofidocument NON-ESSENTIAL
then
Destroy.
Payroll Reports GS 03033 Retain for 6 years after report NON-ARCHIVAL
Various payroll reports used by the personnel/payroll offices to verify actions. May Rev. 0 received and verified NON-ESSENTIAL
include: then
e Payroll certification signed by agency head or designee and all documents that Destroy.

reflect personnel actions;
e Internal revenue reports;
e L&l quarterly reports;
e Savings bonds;
e Sign-ups and deposits;
e Garnishments;
e \Warrant cancellations;
e Electronic fund transfers;
e Year-to-date cost reports;
e Various miscellaneous deductions.
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4.8 PAYROLL

The activity relating to the monetary compensation of employees on a periodic basis.

DISPOSITION
DESCRIPTION OF RECORDS AUTHORITY DI::(;ISE:\"I::-(II)CI)\INA'::"\II':)C)N DESIGNATION
NUMBER (DAN)
Wage, Quarterly Report of GS 01064 | Retain for 6 years after date of NON-ARCHIVAL
A report of the total personnel costs of each agency, detailing the status of each Rev.0 document NON-ESSENTIAL
employee, pay range, and total wages paid to date. then
Destroy.
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4.9 PERFORMANCE MANAGEMENT

The activity of assessing and directing employee progress toward performance goals.

DISPOSITION
DESCRIPTION OF RECORDS AUTHORITY DI::;E::_TLONNA/Z':E)N DESIGNATION
NUMBER (DAN)

Employee Information File — Supervisor’s Copy GS 03024 Retain until completion of NON-ARCHIVAL
Documentation gathered by an employee’s supervisor in preparation for each Rev.0 evaluation NON-ESSENTIAL
employee’s performance evaluation. May include: then

e Notes regarding training and employee development; Destroy.

e Performance notes;

e Job assignments;

e Other related documentation.
Note: If this file contains any secondary copies of documentation found in thexofficial
Personnel Record Folder, GS:03001 theysmay be discarded whengtheir administrative
purpose has been served.
Employee Performance Evaluations GS 03002 Retain for 3 years after NON-ARCHIVAL
Evaluations of state employee work performance, prepared by his or her supervisor on Rev.0 completion of next evaluation NON-ESSENTIAL
a regular schedule. then

Destroy.
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4.10 PERSONNEL

The activity of documenting an individual’s employment with the state government agency. Includes volunteers.

DISPOSITION
DESCRIPTION OF RECORDS AUTHORITY DI::C-I;E:\'JI'T(I'.)ONNAAC"\II':)ON DESIGNATION
NUMBER (DAN)

Personnel Record Folders, Non-Retired Employees GS 03001 Retain for 60 years after NON-ARCHIVAL
Documentation related to an employee’s state employment history including position Rev. 0 termination of employment ESSENTIAL
held, Position Eligibility Worksheet, Retirement Status Worksheet, Student Waiver of then
Retirement Plan or any agency documentation pertinent to the eligibility of the position Destroy.
or the individual employee for a retirement plan.
Note: This series does not incltde,complaints)ireprimands, disciplindry actionsyor
evaluations. Agencies havediscretion to decide whether alljpersonnel records'are kept
in one file and subject to the retention required by G5 03001, or kept in separate files to
facilitate destruction of thase records'that.are not required to.be retained as long." See
GS 03042 for retention of personnel records that do not relate to retirement.
Personnel Record Folders, Retired Employees GS 03041 Retain for 25 years after date of NON-ARCHIVAL
Documentation related to an employee’s state employment history including position Rev.0 retirement ESSENTIAL
held, Position Eligibility Worksheet, Retirement Status Worksheet, Student Waiver of then
Retirement Plan or any agency documentation pertinent to the eligibility of the position Destroy.
or the individual employee for a retirement plan.
Note: This series does not include complaints, reprimands, disciplinary actions or
evaluations.
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4.10 PERSONNEL

The activity of documenting an individual’s employment with the state government agency. Includes volunteers.

DISPOSITION
DESCRIPTION OF RECORDS AUTHORITY DI::;E:\'II::LONNAACI'\:'I%N DESIGNATION
NUMBER (DAN)
Personnel Records GS 03042 Retain for 10 years after NON-ARCHIVAL
Documentation related to an employee’s state employment history. May include Rev.0 termination of employment NON-ESSENTIAL
employees’ application, resume, assignment(s), telecommunicating agreements, then
employee profiles, justification documentation, promotions, reclassifications and other Destroy.
related employment information.
Note: This series does not include,documentationypertinent tostheseligibilitysofithe
position or the individual for a retirement plan, which has a significantly longer retention
period. This series recognizes that.some agencies segregate personnel records into
separate folders and allows\those agencies to avoid retaining these records forthe
longer retention period required for retirement related records. See GS 03001 and
03041.
Reports, Personnel GS 03009 Retain for 6 years after NON-ARCHIVAL
Various reports generated by the Department of Personnel (DOP) and made available to Rev.0 superseded NON-ESSENTIAL
state agencies. The reports document employee info such as position changes, activity then
summary, affirmative action, position costs, seniority dates, under-fill, over-fill, Destroy.

termination, employee positions and status, new hire, non-permanent tracking, multi-
fill, and similar topics.

Note: Effective July 1, 2006, all reports generated by the DOP can now be generated
through the Human Resources Management System (HRMS) by each agency, instead of
being provided by DOP. All reports previously provided by DOP should be kept under GS
03009 until their retention has been met. All reports generated from HRMS can be
discarded under GS 50. If the agency determines that the reports printed have an
administrative, legal or fiscal value the agency should then request approval of a unique

schedule for those records.
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4.10 PERSONNEL

The activity of documenting an individual’s employment with the state government agency. Includes volunteers.

DISPOSITION
DESCRIPTION OF RECORDS AUTHORITY DI::;E:\'II'-:I)ONNAACI'\‘I'I%N DESIGNATION
NUMBER (DAN)
Volunteer Files GS 03017 Retain for 6 years after calendar NON-ARCHIVAL
Applications, agreements, and other information pertaining to volunteers. Rev. 1 year ESSENTIAL
Excludes L&I claims covered by GS 03015. then OPR
Destroy.
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4.11 POLICIES AND PROCEDURES

The activity of creating systematic approaches to operations and processes.

DISPOSITION
DESCRIPTION OF RECORDS AUTHORITY DI::;E::T:)%NA’::':%N DESIGNATION
NUMBER (DAN)
Policy, Rules and Regulations for Employees, Agency GS 03020 Retain for 6 years after NON-ARCHIVAL
Policy, rules and regulations adopted by state agencies to govern the behavior of their Rev. 0 superseded NON-ESSENTIAL
employees then
Destroy.
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4.12 POSITION DEVELOPMENT/STAFF STRUCTURE

The activity of structuring and organizing human resources.

DISPOSITION
DESCRIPTION OF RECORDS AUTHORITY DI::;E::_TLONNA/Z':E)N DESIGNATION
NUMBER (DAN)
Job Specifications GS 03008 Retain until superseded NON-ARCHIVAL
Descriptions of job classifications which apply to positions held by the employees of a Rev.0 then NON-ESSENTIAL
state agency. Destroy.
Note: This series does not apply to DOP master files.
Position Files GS 03010 Retain until position abolished NON-ARCHIVAL
History of each position within the agency. May include vac¢ancies, reallocations, Rev.0 or révised NON-ESSENTIAL
training plan, selective certification documentation, classificatiensquestionnaire and then
related documentation. Destroy.
Reduction In Force Files, Agency GS 03019 Retain until after conclusion of NON-ARCHIVAL
Documentation of reduction in force actions by state agencies. May include Rev.0 any pending action NON-ESSENTIAL
documentation of the process and its implementation, agency decisions, reports, then
correspondence, organizational charts, meeting minutes, administrative notes and Destroy.
other documentation related to a reduction in force action.
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4.13 RECRUITMENT/HIRING

The activity of screening, selecting and employing individuals. Includes volunteers.

DISPOSITION
DESCRIPTION OF RECORDS AUTHORITY DI::;E'I\'TT:)?\‘NA’::':%N DESIGNATION
NUMBER (DAN)
Applications/Resumes Received — Not Interviewed GS 03022 Retain for 6 months after date of NON-ESSENTIAL
Any request for job consideration, solicited or unsolicited, not interviewed. Rev. 0 document NON-ARCHIVAL
then
Destroy.
Employment Eligibility Verification Documents/I-9 Forms GS 03036 Retain until after date of hire NON-ARCHIVAL
Documents used to verify employment eligibility withinithe{United States. May include: Rev. 0 plus3 years or termination,of NON-ESSENTIAL
e Federal I-9 forms; employment plus 1year,
e Passport copies; whichever is later
e Copies of valid driver'silicense; then
e Copies of certificate of naturalization and supporting documentation. Destroy.
See 8 CFR 274a.2.
Exit Interview, Personnel GS 03040 Retain for 6 years after calendar NON-ARCHIVAL
Documentation of info gained during an exit interview with a terminating employee. Rev. 0 year NON-ESSENTIAL
then
Destroy.
Recruitment, Employee GS 03012 Retain for 3 years after position NON-ARCHIVAL
Documentation of the entire process used in recruiting and hiring new employees. May Rev.0 filled NON-ESSENTIAL
include background checks or criminal history records requests. then
Destroy.
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4.14 STAFF DEVELOPMENT

The activity of enhancing employees’ competencies and skills through programs and training.
See AGENCY MANAGEMENT - Training for record series relating to training of non-agency staff.

DISPOSITION
DESCRIPTION OF RECORDS AUTHORITY DI::(T)E'I“TT:)?\‘NA’::':%N DESIGNATION
NUMBER (DAN)

On-The-Job-Training Files GS 03023 Retain for 6 years after training NON-ARCHIVAL
Provides a record of a trainee’s dates of service, training plan, evaluation reports, Rev. 0 terminated ESSENTIAL
correspondence, ADA requirements, and other related documentation. then

Destroy.
Training, Employee/Clock Hour Credits GS 03007 Retain for 7 years after NON-ARCHIVAL
Various forms, sign-up sheets,and reports documenting/courses attended by state Rev. 0 termination of employment NON-ESSENTIAL
employees. then

Destroy.
Training History Files, Employee GS 22003 Retain for 7 years after NON-ARCHIVAL
Records of an employee’s training history, including employee’s name and identifying Rev.0 termination of employment NON-ESSENTIAL
info, courses registered for and completed along with completion dates. May be then
maintained as a separate record in the agency personnel office or within the individual Destroy.
employee personnel files.
Note: See also GS 03007 Training, Employee/Clock Hour Credits.
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5. INFORMATION MANAGEMENT

The function of managing the state government agency’s information, including forms and publishing, mail services, public disclosure, and records management.

5.1 FORMS MANAGEMENT

The activity of drafting, producing, and managing the state agency’s forms.
See FINANCIAL MANAGEMENT for financial records relating to forms.

DISPOSITION
DESCRIPTION OF RECORDS AUTHORITY DI?SE?:_TLONNAAC':I%N DESIGNATION
NUMBER (DAN)
Forms — Accountable GS 12004 Retain for 6 years after end of NON-ARCHIVAL
Unused, pre-numbered forms.such as.checks,.receipts,.invoices, meal tickets and Rev. 0 the fiscal year NON-ESSENTIAL
licenses. then OFM
Destroy.
Forms — Development GS 12001 Retain until no longer needed for NON-ARCHIVAL
Records relating to the design, creation, and revision of agency-created forms. Rev. 1 agency business NON-ESSENTIAL
. .. OFM
Includes, but is not limited to: then
e Job descriptions/specifications/design records; Destroy.
e Sample job products/proofs/samples.
Form — Inventory Files GS 12003 Retain until superseded or NON-ARCHIVAL
Inventories of stocks of forms on hand. Rev. 0 obsolete NON-ESSENTIAL
then OFM
Destroy.
Forms — Master Set GS 12005 | Retain until use of form ceases NON-ARCHIVAL
Master set of all forms created by the agency. Also includes source materials (.pdfs, Rev.0 then ESSENTIAL
OFM

camera-ready masters, original photographs/images, etc.)

Destroy.
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5.2 LIBRARY SERVICES

The activity of circulating a collection of materials. Includes public, school, and internal agency libraries.
See FINANCIAL MANAGEMENT - Accounting for financial records relating to library services.

DISPOSITION
DESCRIPTION OF RECORDS AUTHORITY DI::(.;E:\'JI'.:-(I)ONNAAC"\:'E)N DESIGNATION
NUMBER (DAN)
Catalog GS 15021 Retain until no longer needed for NON-ARCHIVAL
Records describing the library information sources owned by the agency. Rev. 0 agency business ESSENTIAL
then OFM
Destroy.
Circulation GS 15022 Retain until no longer needed for NON-ARCHIVAL
Records relating to the borréwing, lending, and returning of itemssin thelibrary’s Rev. 0 agency business NON-ESSENTIAL
collection. then OFM
Includes, but is not limited to: Destroy.
e [tem circulation history;
e User/patron records (applications for membership, borrower registration,
e parent/guardian permissions).
Excludes interlibrary loans covered by GS 15023 or GS 15025.
Collection Control — General Records documenting the physical control of the library’s GS 15023 Retain for 6 years after end of the NON-ARCHIVAL
collection. Rev. 0 fiscal year ESSENTIAL
Includes, but is not limited to: then OPR
e Accession and deaccession (discard) of items; Destroy.
e Interlibrary loans;
e Shelf list/inventory of holdings.
e Excludes special collections covered by GS 15025.
Note: Agreements relating to bequests are covered by GS 01050.

5. INFORMATION Page 82 of 118
MANAGEMENT



Washington State Archives
Office of the Secretary of State

State Government General Records Retention Schedule (SGGRRS)
Version 5.1 (August 2011)

5.2 LIBRARY SERVICES

The activity of circulating a collection of materials. Includes public, school, and internal agency libraries.
See FINANCIAL MANAGEMENT - Accounting for financial records relating to library services.

DISPOSITION
DESCRIPTION OF RECORDS AUTHORITY DI::(-;E:\'JI::-(I)ONNAAC"\I"E)N DESIGNATION
NUMBER (DAN)
Collection Control — Special Collections GS 15024 Retain until special collection ARCHIVAL
Records documenting the physical control of the library’s special collections (archival, Rev. 0 items no longer needed for (Appraisal Required)
manuscript, rare books, etc.). agency business ESSENTIAL
. . PR
Includes, but is not limited to: then 0
e Accession and deaccgssioni(dis€ard) oflitens; Transfer tosWashingtomState
o Interlibrary loans; Archives for appraisal and
e Shelf list/inventory of holdings. selective retention.
Note: Agreements relating to'bequests aré covered by GS 01050.
Special Collections GS 15025 Retain until no longer needed for ARCHIVAL
Items in the library’s special collections, including, but not limited to: Rev. 0 agency business (Appraisal Required)
e Archival collections; then NON-ESSENTIAL
e Manuscripts; Transfer to Washington State OPR
e Rare books. Archives for appraisal and
selective retention.
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5.3 MAIL SERVICES

The activity of managing the circulation of printed information. Includes incoming and outgoing, internal and external mail processes.

DISPOSITION
DESCRIPTION OF RECORDS AUTHORITY ol ::;iﬁTLONNA'L\C'::;N DESIGNATION
NUMBER (DAN)
Mail Delivery and Receipt GS 13003 | Retain for 6 years after end of NON-ARCHIVAL
Records documenting the agency’s incoming and outgoing physical mail (letters, Rev. 1 the fiscal year NON-ESSENTIAL
packages, etc.). then OPR
Includes, but is not limited to: Destroy.

e Certified/registered/insured mail logs and return receipts;

e Postage meter logs/reports;

e Private ground delivery registers/receipts (UPS, Federal Express, etc.);

e Signed pick-up and deliveryireceipts;

e United States Postal'Service (USPS) forms (certificate of bulk mailing, etc.).

Note: Contracts/agreements/permits relating to mailing services and equipment are
covered by GS 01050.
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5.4 PUBLIC DISCLOSURE

The activity relating to the agency’s contact with the general public, the media, the legal community, and others regarding state agency policies,
activities, and actions. Includes information releases, public information, office files, requests for information, and requests for records under the terms of

the Public Records Act.
DISPOSITION
DESCRIPTION OF RECORDS AUTHORITY DI::;E::_TLONNA/Z':E)N DESIGNATION
NUMBER (DAN)

Public Disclosure/Records Requests GS 05001 Retain for 6 years after public NON-ARCHIVAL
Records relating to requests from the general public for access to the agency’s public Rev. 1 records request fulfilled NON-ESSENTIAL
records in accordance with chapter 42.56 RCW. then OPR
Includes, but is not limited 6% Destroy.

¢ Internal and external correspondence relating to the request;

e Records documenting the public records provided to the requestor (copies or lists

of the records provided,.etc.);
e Records documenting the public records (or portions) withheld (exemption logs,
copies of portions redacted, etc.);

e Records documenting administrative reviews relating to the request;

e Public disclosure requests and appeals.
Excludes the records that are the subject of the public records request (which must be
retained in accordance with the applicable records series).
Requests for Information, General GS 05002 Retain for 1 year after response NON-ARCHIVAL
Letters, memos, telephone logs, copies of responses, and related records documenting Rev.0 to request completed NON-ESSENTIAL
requests for information from the public, the media, and other agencies. then
Note: This series does not include requests filed under the provisions of chapter 42.56 Destroy.
RCW.

5. INFORMATION Page 85 of 118
MANAGEMENT



Washington State Archives
Office of the Secretary of State

State Government General Records Retention Schedule (SGGRRS)

Version 5.1 (August 2011)

5.5 PUBLISHING

The activity of drafting, producing, and managing the state agency’s publications. Includes web-based publishing.

See FINANCIAL MANAGEMENT for financial records relating to publications.

DISPOSITION

DESCRIPTION OF RECORDS AUTHORITY oI ;f;iﬂgoNNAAc'#:)N DESIGNATION
NUMBER (DAN)
Master Printing Job Documentation GS 15001 Retain for 3 years after date of NON-ARCHIVAL
A record of all work done by the printing and reproductive office. Rev.0 document NON-ESSENTIAL
then OFM
Destroy.
Online Content Managemeént GS 15010 Retain for 1 year after online NON-ARCHIVAL
Records documenting the pablishing of the agency’s online (internet and.intranet) Rev..0 content removed NON-ESSENTIAL
content. then OFM
Includes, but is not limited to? Destroy.
e Requests/approvals to upload/update/remove content;
e Confirmation of content upload/update/removal;
e Point-in-time record of webpage/site (screenshot, snapshot, site map).
Note: All published content consists of individual records which have their own separate
retention requirements. Each of these records must be retained for the current
approved minimum retention period(s) according to their applicable records series.
Photographs, Graphics and Visual Resources GS 15007 Retain until administrative ARCHIVAL
Photographs, slides, and other graphic materials used in publications, stored in the Rev. 1 purpose served (Appraisal Required)

form of prints, negatives, transparencies, digital images, or other formats. Includes

then

NON-ESSENTIAL

camera-ready masters and all source materials. Transfer to Washington State OFM
Archives for appraisal and
selective retention.
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5.5 PUBLISHING

The activity of drafting, producing, and managing the state agency’s publications. Includes web-based publishing.
See FINANCIAL MANAGEMENT for financial records relating to publications.

DISPOSITION
DESCRIPTION OF RECORDS AUTHORITY oI :'f;iﬂTLONNAAC'#:)N DESIGNATION
NUMBER (DAN)

Publication and Duplication Service Job Files GS 15005 Retain for 6 year after date of NON-ARCHIVAL
Records of publication and duplication services provided by outside vendors or by Rev. 1 document NON-ESSENTIAL
agency copy services. May include copy requests, production activity logs, copy then OFM
machine activity logs, orders, job descriptions and specifications, publications design Destroy.
records, sample job productsyestimates, materialiordersheetpproofs, samples,
completed job reports, summary'of costs, and related records.
Excludes printing master and source materials covered by GS 15007.
Publications — Development GS 15009 Retain until'nolongerneeded for NON-ARCHIVAL
Records relating to the design, creation, and revision of agency-created publications. Rev. 1 agency business NON-ESSENTIAL
Includes, but is not limited to: then OFM

e Job descriptions/specifications/design records; Destroy.

e Sample job products/proofs/samples.
Excludes printing master and source materials covered by GS 15007.
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5.5 PUBLISHING

The activity of drafting, producing, and managing the state agency’s publications. Includes web-based publishing.

See FINANCIAL MANAGEMENT for financial records relating to publications.

DISPOSITION

DESCRIPTION OF RECORDS AUTHORITY oI ::;imé)oNNAAc':z)N DESIGNATION
NUMBER (DAN)
Publications GS 15008 Upon publication, transfer one ARCHIVAL
Publications created by the state agency and intended for distribution to state Rev. 1 copy to Washington State (Permanent Retention)

government, the public, or the legislature.

Publications include, but are not limited to:
e Annual reports and otherreports, manuals, brochures;
Newsletters, magazines,journals, periodicals;
e Maps, plans, charts;
e Audio/video recordingsmand films/preSentations.

Excludes all other copies of publications which are covered by GS 50005.
Excludes source materials covered by GS 15007.

Note: Agencies are required to transfer copies of state publications to the Washington
State Library in accordance with RCW 40.06.030.

Archives for permanent
retention.

NON-ESSENTIAL
OFM
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5.6 RECORDS CONVERSION
The activity of converting the agency’s public records from one form (source records) to another (converted records) through the processes of imaging
(digitization or microfilm preservation) or data migration (digital or magnetic).
As per WAC 434-662-040, electronic records must be retained in electronic format. For information on microfilm standards or obtaining approval for
early destruction of source documents after imaging, please contact Washington State Archives.

DISPOSITION

DESCRIPTION OF RECORDS AUTHORITY DI:ﬁ;Eﬂ_TLONNA/Z':z)N DESIGNATION
NUMBER (DAN)
Conversion Process — Archival Records GS 11011 Retain until the converted ARCHIVAL
Records documenting the process of converting the agency’s Archival public records Rev. 1 Archival records are transferred (Appraisal Required)
from one form to another where,notjeaptured insthesmetadatasofithe converted tosWashington:StatesArchives NON-ESSENTIAL
records. then OFM

Transfer to Washington State
Archives for appraisal and
selective retention.

Includes, but is not limited to:
e Migration of digital records (mappingsSchemas, testing repeorts, etc.);
e Digitization of paper-based records (tests, inspection results, etc.);
e Microfilming of digital and/or paper-based records (arrangement of originals,
guide sheets, etc.);
e Transfer of magnetic recordings.

Note: The source records are covered by GS 11014 or GS 11011.
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5.6 RECORDS CONVERSION

The activity of converting the agency’s public records from one form (source records) to another (converted records) through the processes of imaging
(digitization or microfilm preservation) or data migration (digital or magnetic).
As per WAC 434-662-040, electronic records must be retained in electronic format. For information on microfilm standards or obtaining approval for
early destruction of source documents after imaging, please contact Washington State Archives.

DISPOSITION
DESCRIPTION OF RECORDS AUTHORITY DISIE(T)E::'TIE)ONNAACI'::)ON DESIGNATION
NUMBER (DAN)
Conversion Process — Non-Archival Records GS 11013 Retain until the converted Non- NON-ARCHIVAL
Records documenting the process of converting the agency’s Non-Archival public Rev.0 Archival records have been NON-ESSENTIAL
records from one form to anether where not.captured.in the.metadata.of .the destroyed.inaccordance.with a OFM
converted records. current approved records
Includes, but is not limited to: retention schedule
e Migration of digital records'(mapping.schemas, testingreports, etc.); then
e Digitization of paper-based records (tests, inspection results, etc.); Destroy.
¢ Microfilming of digital and/or paper-based records (arrangement of originals,
guide sheets, etc.);
e Transfer of magnetic recordings.
Note: The source records are covered by GS 11014 or GS 11012.
Source Records — Imaged (Archival) GS 11014 Retain until verification of ARCHIVAL
Archival source records which have been imaged using either of the following Rev.0 successful conversion (Appraisal Required)
processes: then NON-ESSENTIAL
e Digitized in accordance with a valid approval by Washington State Archives in Transfer to Washington State OFM
accordance with WAC 434-663; or, Archives for appraisal and
e Microfilmed in accordance with Washington State Standards for the Production selective retention.
and Use of Microfilm.
And, provided that the converted records are retained in accordance with a current
approved records retention schedule.
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5.6 RECORDS CONVERSION

The activity of converting the agency’s public records from one form (source records) to another (converted records) through the processes of imaging
(digitization or microfilm preservation) or data migration (digital or magnetic).

As per WAC 434-662-040, electronic records must be retained in electronic format. For information on microfilm standards or obtaining approval for
early destruction of source documents after imaging, please contact Washington State Archives.

DISPOSITION
DESCRIPTION OF RECORDS AUTHORITY DI:E(T):\:_TILONNAAC'_\:_:LN DESIGNATION
NUMBER (DAN)
Source Records — Imaged (Non-Archival) GS 11012 Retain until verification of NON-ARCHIVAL
Non-Archival source records which have been imaged using either of the following Rev. 1 successful conversion NON-ESSENTIAL
processes: then OFM
e Digitized in accordance with'a valid approval by Washington State Archives in Destroy.
accordance with WAC 434=663; or,
e Microfilmed in accordance with Washihgton State Standards for the Praduction
and Use of Microfilm
And, provided that the converted records are retained in accordance with a current
approved records retention schedule.
Source Records — Migrated GS 11015 Retain until verification of NON-ARCHIVAL
Non-paper-based source records which have been migrated to another non-paper- Rev.0 successful conversion NON-ESSENTIAL
based format such as: then OFM
e Digital records which are migrated to another digital format; Destroy.
e Magnetic records (VHS, cassette tapes, reel to reel, 8-track tapes, etc.) which are
migrated to another magnetic or a digital format
And, provided that the converted records are retained in accordance with a current
approved records retention schedule.
Excludes paper- and film-based source records covered by GS 11014 or GS 11012.
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5.7 RECORDS MANAGEMENT

The activity of systematically controlling the lifecycle of the state government agency’s public records (creation or receipt, use, maintenance, and

disposition).
DISPOSITION
DESCRIPTION OF RECORDS AUTHORITY DI:PE;E'I:_TILONNAAQE)N DESIGNATION
NUMBER (DAN)
Conservation (Archival) GS 11016 Retain until the Archival records ARCHIVAL
Conservation treatment records documenting repair to public records designated as Rev. 0 are transferred to Washington (Appraisal Required)
Archival. State Archives NON-ESSENTIAL
then OFM
Transfer to.\Washington.State
Archives/for appraisal and
selective| retention.
Conservation (Non-Archival) GS 11017 Retain until.the,Non-Archival NON-ARCHIVAL
Conservation treatment records documenting repair to public records designated as Rev.0 records have been destroyed in NON-ESSENTIAL
Non-Archival. accordance with a current OFM
approved records retention
schedule
then
Destroy.
Destruction of Public Records GS 11005 Retain for the life of the agency. NON-ARCHIVAL
Records relating to the destruction of the agency’s public records. Rev. 1 ESSENTIAL
Includes, but is not limited to: OFM
e Destruction logs;
o Affidavits;
e Agency authorizations;
e Certificates/Notices of destruction.
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5.7 RECORDS MANAGEMENT

The activity of systematically controlling the lifecycle of the state government agency’s public records (creation or receipt, use, maintenance, and

disposition).
DISPOSITION
DESCRIPTION OF RECORDS AUTHORITY DI::(T)E::_TLONNAAQ:)ON DESIGNATION
NUMBER (DAN)
Records Control GS 11009 Retain until no longer needed for NON-ARCHIVAL
Records relating to the physical and intellectual control of the agency’s records, Rev. 1 agency business NON-ESSENTIAL
including, but not limited to: then OFM
e Essential records lists; Destroy.

e Files classification schemes/guidelines;
e [nventories;
e Records center transmittals/retrievals;
e Master indexes, lists, registers, tracking systems, databases, and other finding
aids used to access public records designated as Non-Archival.
Excludes records documenting the transfer of legal custody covered by GS 11001.
Excludes records documenting the destruction of public records covered by GS 11005.

Note: Master indexes, lists, registers, tracking systems, databases and other finding aids
for public records designated as Archival should be retained with the records and
transferred to Washington State Archives.
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5.7 RECORDS MANAGEMENT

The activity of systematically controlling the lifecycle of the state government agency’s public records (creation or receipt, use, maintenance, and

disposition).
DISPOSITION
DESCRIPTION OF RECORDS AUTHORITY DI:PE;E'I:_TILONNAAQE)N DESIGNATION
NUMBER (DAN)
Retention and Disposition Authorization GS 11003 Retain until no longer needed for NON-ARCHIVAL
Records relating to the retention of the agency’s records in accordance with chapter Rev. 1 agency business NON-ESSENTIAL
40.14 RCW, including, but not limited to: then OFM
e Internal working guides abstracted from approved records retention schedules; Destroy.
e Application for Early Destruction of Source Pecuments;afterigitization, (DAD)son
Electronic Imaging Systems'(EIS) application, provided that the original is retained
by the Washington State Archives;
e Agency’s copies of records retention schedules approved by the State Records
Committee in accordance with Chapter 40.14 RCW, provided that the original is
retained by the State Records Committee.
Transfer of Legal Custody GS 11001 Retain for the life of the agency. NON-ARCHIVAL
Records relating to the transfer of the agency’s legal custody of its public records under Rev. 1 ESSENTIAL
one of the following circumstances: OFM
e Transfer of Archival records to Washington State Archives;
e Lawful transfer to another government entity (other state agency, local
government agency, etc.).
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6. RECORDS WITH MINIMAL RETENTION VALUE

This section covers records created or received by the agency which are typically of short-term, temporary informational use.

DISPOSITION

DESCRIPTION OF RECORDS AUTHORITY DI::;E::TL%NA‘:':E)N DESIGNATION
NUMBER (DAN)

Agency Information — Routine GS 50002 | Retain until no longer needed NON-ARCHIVAL
Internal and external requests for, and provision of, routine information about the Rev.0 for agency business NON-ESSENTIAL
operations of the agency, such as: then OFM

e Business hours, locations/directions, web/email addresses; Destroy.

e Meeting dates/times.
Agency-Generated Forms@and Publications— Copies GS 50003 Retain until' nolonger needed NON-ARCHIVAL
Blank forms and duplicate eopies of publications, provided|that the agency retainsithe Rev. 0 for agency business NON-ESSENTIAL

primary record in accordance with the current approved minimum retention,period.

Includes, but is not limitedtos:
e Reports, catalogs, brochures, calendars, posters;
e Multi-media presentations (videos, CDs, etc.).
Excludes:
e Publication masters covered by GS 15008;
e Form masters covered by GS 12005;
e Accountable forms (unused, pre-numbered checks, receipts, meal tickets,
licenses, etc.) covered by GS 12004.

then
Destroy.

OFM
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DISPOSITION
DESCRIPTION OF RECORDS AUTHORITY DI::;E:\_'J:)CLNA'::T_:)ON DESIGNATION
NUMBER (DAN)

General Information — External GS 50004 Retain until no longer needed NON-ARCHIVAL
Information received from other agencies, commercial firms, or private institutions, Rev. 0 for agency business NON-ESSENTIAL
which requires no action and is no longer needed for agency business purposes. then OFM
Includes, but is not limited to: Destroy.

e Catalogs, reports, multi-media presentations (videos, CDs, etc.);

¢ Informational copies, notices, bulletins, newsletters, announcements;

e Unsolicited information (junk mail, spam, advertisements, etc.).
Secondary (Duplicate) Copies GS 50005 Retain until no longer needed NON-ARCHIVAL
Copies of records (created or received), provided that the agency retains the primary Rev.0 for agency business NON-ESSENTIAL
record in accordance with theweurrent approved minimum retention periods: then OFM
Includes, but is not limited.to: Destroy.

e Data extracts and printouts from agency information systems.
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DISPOSITION
DESCRIPTION OF RECORDS AUTHORITY DI::;E:\_'J:)?“NA'::':_:)ON DESIGNATION
NUMBER (DAN)
Transitory Records GS 50001 Retain until no longer needed NON-ARCHIVAL
Public records that only document information of temporary, short-term value, and Rev. 1 for agency business NON-ESSENTIAL

provided that the records are: then OFM
e Not needed as evidence of a business transaction; and, Destroy.
e Not covered by a more specific records series.
Includes, but is not limited to:
e Miscellaneous notices or memoranda which do not relate to the functional
responsibility of the agency (notices of community affairs, employee meetings,
holidays, etc.);
e Preliminary drafts ofletters, memoranda, reports, workssheets, spreadsheets)
presentations, andiinformal notes, etc., which do not represent significant basic
steps in the preparationof recordidocument(s);
e Routing slips used to direct the distribution of documents;
e Shorthand notes, stenotype tapes, and mechanical records, after they have been
transcribed into typewritten or printed form on paper or microfilm;
e Telephone messages (including voicemail, digital voice messages, etc.);
e Letters of transmittal which do not add any information to the transmitted
materials.
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GLOSSARY

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

Archival (Appraisal Required)
Public records which may possess enduring legal and/or historic value and must be appraised by the Washington State Archives on an individual basis.
Public records will be evaluated, sampled, and weeded according to archival principles by archivists from Washington State Archives (WSA). Records not selected for
retention by WSA may be disposed of after appraisal.

Archival (Permanent Retention)
Public records which possessienduring legal and/or historic value and must not'be destroyed. Local government agencies must either transfer these records to
Washington State Archives or retain and preserve these records according to archival best practices until such time as they are transferred to Washington State
Archives (WSA).
WSA will not sample, ‘weed,<or otherwise dispose of records.fitting| the records Seriesidescription.designated as “Archival,(Permanént Retention”) other than the
removal of duplicates. Master indexes, lists, registers, tracking systems, databases and other finding aids for public records designated as Archival should be
retained with the records and transferred to Washington State Archives.

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

Disposition Authority Number (DAN)
Control numbers systematically assigned to records series or records retention schedules when they are approved by the State Records Committee.

Essential Records/Possibly Essential
Public records that state government agencies must have in order to maintain or resume business continuity following a disaster. While the retention
requirements for essential records may range from very short-term to archival, these records are necessary for an agency to resume its core functions following
a disaster.
Security backups of these public records should be created and may be deposited with Washington State Archives in accordance with chapter 40.10 RCW. Copies of

master indexes, lists, registers, tracking systems, databases and other finding aids should also be transferred with the records.
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Migration
The periodic transfer of data from one electronic system to another in order to ensure continued integrity and accessibility of data despite changes over time in

hardware, software, and storage media.

Non-Archival
Public records which do not possess sufficient historic value to be designated as “Archival”’. Agencies must retain these records for the minimum retention

period specified by the appropriate, current records retention schedule.
Agencies should destroy these records after their minimum retention period expires, provided that the records are not required for litigation, public records requests,

or other purposes required by law.

Non-Essential Records
Public records which aremot,required in orderforan agencystorresumevitsycore functions following a disaster, as described inichapter 40.10 RCW.

Obsolete
Public records which are no longer relevant to current program or primary functional responsibilities of a department or office.

Office of Record
The group, department, or office within an agency responsible for maintaining a primary record from creation (or receipt) through disposition.

OFM (Office Files and Memoranda)
Public records which have been designated as “Office Files and Memoranda” for the purposes of RCW 40.14.010.

RCW 40.14.010 — Definition and classification of public records.

(2) “Office files and memoranda include such records as correspondence, exhibits, drawings, maps, completed forms, or documents not above defined and classified
as official public records; duplicate copies of official public records filed with any agency of the state of Washington; documents and reports made for the internal
administration of the office to which they pertain but not required by law to be filed or kept with such agency; and other documents or records as determined by the

records committee to be office files and memoranda.”
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OPR (Official Public Records)
Public records which have been designated as “Official Public Records” for the purposes of RCW 40.14.010.
RCW 40.14.010 — Definition and classification of public records.
(1) “Official public records shall include all original vouchers, receipts, and other documents necessary to isolate and prove the validity of every transaction relating
to the receipt, use, and disposition of all public property and public income from all sources whatsoever; all agreements and contracts to which the state of
Washington or any agency thereof may be a party; all fidelity, surety, and performance bonds; all claims filed against the state of Washington or any agency
thereof; all records or documents required by law to be filed with or kept by any agency of the state of Washington; ... and all other documents or records
determined by the records committee... to be official public records.”

Primary Records
The original record (whether created or received by the agency) which serves as the official record, and must be retained in accordance with a current approved

records retention schedule.

Public Records
RCW 40.14.010 — Definition and classification of public records.
“.. The term "public records® shall include any=paper, correspondence, completed form, bound record book, photograph, film, sound recording, map drawing,
machine-readable material, compact disc meeting current industry ISO ‘specifications, or other document/ regardless of physical form or characteristics, and
including such copies thereof, that have been made by or received by any agency of the state of Washington in connection with the transaction of public business...”

Records Series
A group of records, performing a specific function, which is used as a unit, filed as a unit, and may be transferred or destroyed as a unit. A records series may

consist of a single type of form or a number of different types of documents that are filed together to document a specific function.

Secondary Records
Copies (or duplicates) of the agency’s primary records used for specific legal, fiscal, or administrative purposes.
Secondary records exist for convenience of reference, or for informational purposes, and may be discarded when no longer needed for agency business in accordance

with GS 50005.
Security Microfilm
Silver duplicate or first-generation microfilm which is stored at Washington State Archives under strictly-controlled environmental conditions and serves as an

emergency/disaster back-up, in accordance with chapter 40.10 RCW.
Washington State Archives provides security microfilm storage and inspection services to local government agencies.

State Records Committee
The committee established by RCW 40.14.050 to review and approve disposition of state government records.
Its three members include the State Archivist and one representative each from the Offices of the Attorney General, State Auditor, and Financial Management.
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GS 01040.....coiiiiiiiiiiiiiiiiciee, 50 GS03015....ciiiiiiiiiiiieereee, 64 GS 05001 ....ccciiiiiiiiiiiiiciicie, 85 GS 09020.....cciiviviiiiiiiiiiicieees 20
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GS13003....cciiiiiiiiiiiiiiii 84 GS 14033............... L. L 33 GSA8007 ... 24 GSI24007 ...ccocvveeeeee e 40
GS14001...ccciviviiiiiiiiiiiiiiiiiieeeee, 35 GS 14035t 37 GS 18008.....cevveiereriieieieeeeeeeeereeerenens 24 GS 24008.....cceveveeeeeeeeeeeeeeeeeeeeeeeeeees 39
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1098, 1999, 5498 IRS fOrMS ..evvveeereenrneeninninnennnnns 53
A
access (security)
buildings/facilities.............i e eeereeeiietecreeeieein A1
information systems/data ...........ileecid et 35
accession/discard (libraries) S....deronsibens.. 82,83
accidents/iNCIdeNtS.....cueceeveeveeeereecree e 24
EMPIOYEES ..uvveeeiieeetiee ettt e 64
investigations (employee) .......cccccevveeecieeecnnennn. 69
MOtOr VENICIES ....oeeeeveieieeecee e 43
accommodations
reasonable (employee).......ccccvevveevreecneennne. 63, 69
travel (eMPlOYEe) ...cccveevei e 55
accountable forms ........occceverieeincce e, 81
accounts payable/receivable .........cccccoeevveienneennnene 49
acquisition/purchasing
AULhOIItIeS oo, 8
credit cards (ageNnCy) ...ceeecvveevciieeeeie e 50
equipmMENt/sUpPPlies.......ccveveereecreeceecreceecteeere e, 9
land parcels......cccccveeeeciee e 38, 39
ONliNE OFdErS.. ..ot 50
VeNndor PAYMENTS.....ccccveeeecieeerreeecreeeeeeee e 56
Water rights .....cooceiriiiiice e 40

INDEX: SUBJECTS

ADA ..., see Americans with Disabilities Act
administrative plans/working files..........cccocevueneene 16
advertising and promotion ........c.cceccevriienieeniieeneenne 5

conferences/seminars ......cccovceeeeveeeeeeceeee s, 25

grant funded deliverables.............cccoeeeernerannnnn. 58
advice

1< ==Y USRS 21

Provision Of .......coovcieeeeiie e 11, 18
affirmative action

complaints .fteeeeeeeibe e e 66

plans/goals/reportsd........ . mmmnn: v .. sesswmsmmmmss: - 63

reports from Department.of Personnel (DOP) ... 75
AFRS/Enterprise Reporting ... s, ... oo 51,52
agency

history files .....cuvveeeeiee e 11

publications/forms ........ccccceevveeveeecieeecneenne. 88, 95

rules

development and enactment.........ccecuverneee. 14
statements/interpretations .........c.cccceeveenneee. 12

agendas

general office meetings

policy setting meetings.........ccoceeeevvveeecveeeccnnenn.
copies in subject files
project teams (significant/historical projects).... 20

agreements (and contracts).......cccceeeeeeeeecreeecneennnen. 8
allotment/revenue reports.......cccoeveeereeereeeenns 52
allotments (revenue/expenditure) .......ccccoeeeveeneenee. 49
Americans with Disabilities Act (ADA)
employee training requirements...........ccccccu...... 80
reasonable accommodations .........ccceeeeerieennnenn. 63

analysis of financial balance.............ccccoeeeeierennnen. 51
annual
€VAIUGLIONS oot 73
[EAVE ..ttt 60
appeals
affirmative action/equal opportunity................. 66
personnel action.......c.ccceeieiieiniiiiiensceeeee 66
public disclosure ..........ccoveeeiiieeecececceee e, 85
applications
course registrationSh......ccccceeeeveccvvveeeeeeseciineeenn. 25
employee suggestions .........ccocvveeeecvveeeecneeesnenn, 18
employment ..........eeiver e 79
BrantS ..o 58, 59
information systems/software
development.....cccoecciiieeiieicceee e, 35
USEE ACCESS wevreeeeeunrrreeeeeeesinereeeeesesaanrereeeesaaan 35
VOIUNTEET vttt 76
appointment calendars
EXECULIVE. .o eeetee ettt e e 10
NON-EXECULIVE ...eeiruiriiiiiiieeeiieee e 16
appointments (boards/committees).........cccevveuene 10
appraisal/appraisal required................... see Glossary
appraisals (Iand).......ccoeereerenieneneee e 38
appreciation ceremonies (employee)..................... 61
appropriate use
COMPULErS/Programs......cccoeeeeveeeveesiveenrveeneeennens 30
NETWOIK USAEE ...cccevieeeiieeeeeiiee et evee e 33
architectural drawings
construction/remodels.........ccceevvevveeenreeeeennen. 27
major repairs/replacements.........ccccceeereerveennnnne. 28
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reference Copies .....covvvvvvierivciee e 29
archival...ooceee e see Glossary
collections (libraries) .....ccceeeeeeveeeeeecreeeeeireeeennen. 83
records (transfer).......cccoveeeeeveeeeeiee e 94
ASSELS ittt 27
depreciation........ccceveeriieeniienee e 42,49
purchase/disposition ...........ccceeeeveeecieenveenveennenn 28
attendance and leave .......ccccvvvevieenieenie e 60
coONTerences/SEMINArS ..ocovveeeeeereeereeeeeereeseeeeees 25
TraiNiNG COUMSES ...uvvviriieriiriiiieeee e esireeee e ee e 80
Attorney General
CASE TIlES wevireieei e 21
0piNions/correspondence ... . .eovsmseeereeress 21
audio/visual recordings
agency publications ... et 38
(o [Ty o (¥ ot o T KPR WURRUUURN o N SURRY 92
digitized ......ooveevveeeeeee L 90, 91
format conversion ......ccccoeeveeeeeeeeee e, 89, 90
general information (from external sources) ..... 96
hiStOry files ....ccvveeeeiee e 11
MIGFated ...eovuiieiieeiii e 91
policy setting meetings......c.ccceeevevierieeinieennenne 12
public trainings .......ccceeeiieeiciieeeeee e 26
publications (agency-generated)..........ccccuuu...... 95
security/surveillance........coceeeeevieeeceeccreeccieenne, 41
o TN ol =Tole] o SO 91
speeches (EXECULIVE) ..cccueeveeeeeeeeiee et 14
training/development .........ccccceeeeveeieecneenenen. 25
audiology (employee injury/illness).........cccveue.e. 69
audit trail files (IT) .cccvereeee e, 30
AUAIES evieeiiiee e e 46
EXEEINAlLciiiiiiiiieriee e 46
FINAINGS v 46
grant Programs ....coceeeeeereieicie s 58, 59
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iNternal ... 46
NON-FISCAl ...uviiiiiiiee e 16
State AUItOr.....ccuveeeeiieceeee e 47
automated
call distribution data (ACD).....ccceeevveveeeecireecnneen. 45
clearing house (ACH) ......cccooveeiviieeenciiee e 48
information systems (source code) ................... 33
tasks (electronic info systems) .......ccccceeeevvveennenne 30
awards (EMPIOYEE) ....c.ovievueeriieieeieneeieeie e 61
B
background checks........c.... b e, 79
backupfiles,.......commmmmtan. .o s D e 34
balanced scorecard ... ....qmeeeeccieiiaben bt 13
bankieontracts L............ 0ok ...t L . 8
DANKING .. 48
benchmark data sets.......ccceevveiiiiiieiinieeciec e, 36
benefits (personnel)......cccceceeiveencievieccee e, 61
bids (from vendors).......ccccccecveeeeiiieeeciee e, 7
bills (legislation) .........ccccuiieeciiiiecieeeeeee e, 23

boards/committees (appointments/terminations) 10
bonds

SAVINES wvvveeeeieriirireeeeeeriereeeeeeesssrereesessssssrsnneesens 71
tax exXempt.....cooooviiiiiiiii 55
(V2T o [o ] ST 8
bonus voucher certification ........cccccvvveevceercieennnen. 61
brainstorm/team incentive program (TIP).............. 16
brochures (agency publications)............ccc........ 88, 95
budget preparation working files ..........cccccveeenneen. 50
buildings
construction/remodels........ccccvvveereveeeeiiiieinenee. 27
inventories/depreciation...........ccceeeeereeeveeneeeneenn. 42

maintenance/operations.........ccceeeveeevveennen. 28, 29

security (access/surveillance) .......cccccceeeveecnenene 41
business hours/addresses.........ccccevvveevvveeeeeeresiinens 95
Cc
calendars

agency publications........cccceeeveiieiiciee e, 88, 95

EXECULIVE....eeeeiiiiiieeetee e 10

NON-EXECULIVE ....eeieiiiieiiiiee e 16
camera-ready (publications)........cccceeceveiereenennennne. 86
camera-ready artwork ........ccocceevvveeniiienieeneenne 81, 88
capital assets management system .........cccceeeueennee. 42
capital.construction projects ........cccceeeevveeeeciveeennnen. 27
case files (legal)..........cteeeeeeciiiiieeee e, 21,22
cashpreceipts/register tapes..........coeevveeveeveereenneenn. 50
catalogs

agency publications ........ccocceeveerieiineenneene 88, 95

library collections ........ccccceevveeniiinieniciieeees 82
CDs/DVDs/videos............ see audio/visual recordings
certificates

bulk Mailing ..c..veeeeieecee e, 84

destruction (public records) .....cccccovvreveiveennnenn. 92

Naturalization......ccccevveevieiiiieneeec e 79
certified mail (logs/return receipts)......c.ccceeveenennee. 84
charity fundraising .........ccccevvvveeeviiieecce e 5
ol o 1Yol S (o =T o Lo 11 4] [ 48
chemicals (hazardous) .......ccccceeeveevcieenieesieesreeen. 19
CIFCUIt FIlES.uievieiiieeiee st 32
circulation (libraries) ......ccccceccveeecciee e, 82
citizenship/immigration documents....................... 79
claims

employee iNjuries .......ccccccveeeecieeecceeee e, 64, 69
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for damages....cccccceeeevcee e, 21, 22
Warrant registers .....ccccvvvevvveeeeesierieeee e 57
client service agreements.........ccoceeviieriieeniieniennenn. 8
clock hour creditsS......cooveeveeeniieneeneeeeeee e 80
collections (library) ....cccceevveeeceriieeciee e 82,83
commissions (appointments/terminations) ........... 10
communications
EXECULIVE. ceiiieiieiieee et
non-executive...........
community relations.........
commute trip reduction....
€comMpPensatory tiMe......occveveiireieeec e
complaints
employee/personnel ......feeeeeidennions 66, 67, 68
policies/procedures ...l vocheseveeeenes 17
WhistlebloWer ........coovveeedheeenindidhs b b 47
compliance audits................... L 46
computer
run scheduling .....cccvvveviiee e 30

conservation (public records) ......ccccccecvieeeeiieiennenn. 92
construction
buildings/facilities.......c.ccocvvevvieevieeeiieecee e 27
tax-exempt bond records .......cccceeevciiieeeciee e, 55
contractors
building access (SeCurity)......cccceveeriveeceeenivennnnnn 41
COMrESPONAENCE ...ceeuveieiieriie ettt 18
training/development ........ccceeveeiveeeeieiveeeneeenns 25
CONEFACTES . 8
CoONAeMNAtION .oovvieiieeie et 38

construction
1aDOr UNION .evvveieiiceeiieec e
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land appraisals.....cccccceevecieeiiiieeeriec e 38
FEVENUE FEPOItS..ccvviiiiiiiiiiiiiiiieeecee e, 54
conversion (records) ......ccceeecceeeeeciveeeecveeeennen. 89,90
conversion plan (IT) coeeeeceeeeiee e e, 33
conveyancing (land sales) ......ccccceecveeevieeeeccineeenen, 39
copies
affirmative action complaints.........ccccceeevveeenneee. 66
agency-generated forms/publications ............... 95
asset disposition tracking ..........ccccceeveeeneene )
Attorney General case files/opinions .21
brainstorm/team incentive (TIP) ................. ... 16
construction documentation........ccceeceevieeiiieenane 27
o o3 = ToToTUE o Lo o oo e p—— 32
drawings (building) for maintenance.................. 29
financialrepontssett.......... . ... L. . . 52
fiscal records.........oothuuee e flerrererenenbens badeeeennns 42,43
fixedrasset purchase/ownershiprecordsmmmm. 28
grant-related (RFPS).......cccevvveevieeiieesieecreeiee e 59
informational (external) .......ccceveeviieeiircciieenen, 96
legal documents .................... .22
legislative bills........c.ccccevveennneen. .23
network circuit diagrams (IT) .32
output reports (data processing)......c.cccoveeeueennee. 31
passport (employment verification).................... 79
public disclosure requests .......c..ccceveerieereeennen. 85
secondary/duplicate........cccoecvvererieeeienieneiens 96
space allocation/requests.......c..cccuveeeeernveeereeenne. 29
0] o J =Tt ] L= 15
system restore files (IT) ...ccooeeevcieeeeciieeeceee e, 34
whistleblower reports (from State Auditor)....... 47
copy center request files.......ccocvvvecieeivciieeecciee e, 56

copying/duplicating (print job documentation) 86, 87
correspondence
Attorney General.......cccoveeeiieiieiiieeneceeeeeee 21

EXECUTLIVE. ..t 11
=L (=T | SR 17
NON-EXECULIVE ...eeerurieeiiieeeeriere e e eieee e 18
1o =4 =11 ¢ IO U TN 18
councils (appointments/terminations) ................... 10
courses
AgeNCy organized.......cccceeeeeeeeciiiieee s 25, 26
employee training.......cccoceeeeeeeciiiieee e, 61, 80
court orders
Attorney General case files.......ccccecveeeecierennnen. 21
interpretations......cccvvveeeii e 12
served on agency (non-litigant)........cccccoveeuenee. 22
studies/plans{Fesulting) .........ccevvevreevreeeeeeenreens 14
creation of forms/publications ......................... 81, 87
crediticard payments/neceipts.......cccoveeveeeerreennene. 50
criminal history (background checks) ..........cc......... 79
custody(public FEEOFS)...........coeeeieeeeiieeeeieee e, 94
customer
QUAILS toteeeie e
network usage monitoring
training/information..........ccoeveverenenenennnn,

D

DAD (Early Destruction of Source Documents after

Digitization) ..cccveeveeeeirieeieecee e
data documentation/dictionaries
data processing

OULPUL rEPOITS covvviviieieieierereeeeeeeeeeeeeeeeeee e rereeeeees 31

o] foTol<Te [¥] ¢ Y-S 30
databases

audit trail files.....cveveveriiiiiee e, 30

DACKUP oo 34
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dictionary reports .....ccccceecveeevcieeeeciee e, 30
input documents (COPIES) ..ecvvrrrerrcrereirireeeiieenn. 32
USEr aCCeSS (SECUMTY)..cueerireerreerreerieesreeeive e 35
Ay fileS oo 20
deductions
ChartieS voviiee e 5
PAYIO .o 70,71
deeds (land titles/ownership)........cccceeeveeeervrecreennne. 39
deliverables (grant projects) .....ccccceceeevveeeeccvveeennen. 58
delivery (Mail) o.ccveeeveeiieeeeeee e, 84
Department of
General Administration (GA) ......cccceevveeenenne 27,54
Information Services/Board, ... ..cosmevveeeneress 33
Labor & Industries (L&I)...keuueccccilitiiiiieneee. 64,71
Licensing (DOL) ...cccuveeeeuveee e bt 43
Personnel (DOP) ......oeeeeeedBhevrieeeeiidedeeibiedeciiee i 75
deposits (banking)..................omm Lt 48
depreciation (assets)
buildings/equipment/land.........ccccoeeeeerieennenne 42
(=] oTo] o £SO T N 49
design (agency forms/publications).................. 81,87
destruction of
electronic files/tapes ......cccvveeevveecreeeiveecveeceeenne. 31
public records .......ccoceeeiieeeiiiiiciee e 92,94
development
biennial budget proposals.......ccccccovveveiieeeineennn. 50
EMPIOYEE ....viieeeeeee e 73,80
FOrMIS e 81
office/program/event.........cccocvvveceveeeeceeneeeenns 11
position/staff structure ........cccceeveevveeeerecreeennn. 78
PUblications .......coevviiiiirier e 87
rules/regulations (WAC) .......ccceeeveeevieeevrenveenennn 14
SYSEEM (IT) e 30, 35, 36
TrainiNG/COUISE ..ocuvviiieeeiee ettt 25
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digital voice messages/voicemail...........cccceveruennene 97
digitization of records.......ccceeeverrvieeinnennn. 89, 90, 91
directives (papers of executive direction) .............. 12
disaster preparedness
PIANS e 24
safety drills.......oocveeeeccieiceee e, 24
system backup ......coevecieiieiie e, 34
disbursement reporting system (DRS) ........cccueee... 50
discrimination complaints.......cccceeveerieeenieenane 66, 67
disposal/disposition
equUIPMENt/PropPerty.....ccveecceeeeeeeereeenreeeereeeenen 42
fiIXed @SSELS .vvevrieriiiiieesie e 28
Y o YU TP Ppp—— 39
motor vehicles ........ i bt i e 43
publicirecordspmmmtt........ ... . . 94
tax-exempt bond-fundedgprojects...................... 55
dispositionm... L............ 5. see Glossary
Disposition Authority Number (DAN) ..... see Glossary
distribution liStS ....cccvveeviciieeiiiiiecec e, 20
documentation
automated information system.............cceeeuneee. 35
technical programs (IT)...cccooeeecieeeccieeeeciee e, 36
documents (digitized) .....cccceeevveerciieeeieeeee, 90,91
donated [€aVe ......ccceevviieiiieriece e, 60
drafts
AUAILS conieeeeeeee s 46
biennial budget......ccccvvviiiiiiiiiiie e, 50
bills (legislative) .....cueeveeecieeiiieriee e 23
Preliminary ... 16, 97
drawings/plans
architectural/engineering
construction/remodels......c.coovvvveeeeeeeneeenenne 27
major repairs/replacements ..........cccoecverneenn.. 28
reference CopPies......couvrveeriieeneenieeiieeeiees 29

space allocation ......ccccveveecieei e, 29
drills (safety/disaster) ......ccccoveeeveeecrveeceeeiree e, 24
driver’s liCEeNSe COPY...cuurriiririiererieeeeiee e 79
duplicate (secondary)Copies.....cccccceerevveeeecveeernnnnn. 96
DVDs/CDs/videos............ see audio/visual recordings
E
Early Destruction of Source Documents after

Digitization (DAD) ....ccveeveeerieeeieecieeeveeseveesee s 94
editorials by agency executives ........cccccceevvierennnnen. 14
educational materials (grant deliverables).............. 58
electronic funds transfers (EFT) .......ccceeueene 48,50, 71

autherization formsi.......ccccovcieeeecie e, 56
Electronic Imaging Systems (EIS) ................ 90,91, 94
electroniciinformation systems

Audit trail oo, 30

AUEOMALEd . 33

automated SyStems ......cccovveeeiierieene e 36

automated/scheduled tasks.........cccceeeveuerernneen. 30

development .....ccccooeeciiieeiiiecccieee e, 35, 36

online content .......cccoveeecieee e 86

SOFtWAIE..ei i 34

system documentation........cccccceeivciieeeccinee e, 35

test data. .o iieeiereee e 36

transaction validation.......c.ccceeceeiieiniiiniennnne 36

USEI @CCESS .ceiiiiiiiiiiieieieeieieeeeeee e e e 35
electronic records

CONLIOl e 93

CONVEISION «.ceeeeevviiieeeeeeeeeertiieeeeeeerennneeeeaeeens 89, 90

(o 1T W ¥ ot o) o TSR 92

finding aids/indexes/tracking .......ccccecvveververinnenns 31

forms/publications .........ccccevveeeeeeieccecieceene, 95
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from external soUrces........cccceeevevevcieeeecvee e, 96
(00T F=d =1 [ o PPN 91
online content .....cccccevevviieeercie e 86, 95
retention/dispostion..........cceceeeveeereeeeseeenneenene 94
secondary/duplicate........cccoeceveveneneeceienienn 96
SOUICE FECOIAS .uvvvieeeeeeciiireeeeeeecreeeeeeeeeenenes 90, 91
transfer of legal custody.........ccooeeeviieeeciieeennnee. 94
TFrANSITONY e

eligibility for employment
email
addresses.....c.cceeeuee.
unsolicited/spam
emergency drillS.........oooveee e ummmmmmnne oo ammmeeeeeenneess
employees
accidents/injuries (claims/reponts)......cutvecveeveis 64
exit interviews .......cccco i@ it bbb

recognition/awards
FECIUITMENT...eeiiiiiie e
rules and regulations........ccccceeeeeciereccieee e, 77
SUEEESTIONS ceeviriiiiiieieiiieieeereeeeeeeee e eeereeeeeeeneeens 18
TrAINING e 80
training and development files..........cccceveenneen. 25
training history ......cooveeeiiiieeeeeeeee 80
employment
aAPPlICAtioN .o
ASSIENMENTS cevviiiiiiiiriiiierererrrerreeeere e e e eeeeees
classification questionnaire
Classifications......ceevveeneeeiiece e

INDEX TO:
SUBJECTS

eligibility/verification.........cccceevevveeeeeeireecereeenne,
NISEOIY oo
POSITIONS coiviiiiiiiiiiiii,
ProfileS ..o
PromotioNS ..ccoeeeeieieieieeececerere e
reallocations .......eecveevcieenieiniecse e
reclassifications .......c.cccevveerieinieeniecrec e
FESUIME ..utieeuieeeteeeiteesiteesiteesreeesaeesbeesneesareesaseenes
telecommunicating agreements
training plan
vacancies .........

ENCUMDIANCES. .. .iviiieiiiieiecee e
engineering.drawings/plans
constructionfremodels...Lo........ b bt 27
majorrepairs/replacements .. ....... . .. 28
rneference Copies ..o .. e eveeees b e e bideeeeiiee e 29
equallopportunity
compPlaints ....ooecuiiieieeeee e, 66
plans/goals/reports .......ccccoveveveeveeciesceeseecreenee, 63
equipment
disposal/disposition........cccceeeeveerieeniieenire e, 42
installations .34
INVENTOIIES ..eeeiiiiiieeiee e 42
maintenance/repairs/servicing ..........cceeueeueenne. 42
FEPAIN ceeiiiiiieeeitee et s 28
replacement .......covevriieeieeiiee e 28
reQUISITIONS .ooiiiiiii i 9
SUPPOIT fIleS...eeiiiiieeeiee e 34
equity (employment) .....ccceeceeeeciiee e, 63
€SCIrOW ABrEEMENT c.eevvuiiiiiieeiee ettt 8
essential records.......cccoeveverevcieeescieeeens see Glossary
1] R PSSR 93
evaluations
brainstorm/team incentive program (TIP) ......... 16

employee performance ........cccccceeevcvveeeecveeesnneen. 73
employee suggestion program).........ccceeevveeennen. 18
grant applications.......cccceeeveeieccie e, 58
on-the-job-training ......cccccovvvevviieeeriee e, 80
portfolio management (IT) .....ccocceverierieeneennne. 33
training (presented by agency).......cccoceneee. 25,26
event logs (electronic info systems) .........cccceeeenie. 30
events (history files)......ccoceeeiiiieeiii e,
examinations (audits)
exchange time.....cccoccvve v
executive
CaleNdars .....ueeiiieeee 10
communications.(internal/external)................... 11
direction (formal statements) .......cccoceeevveeveenne 12
(o] e [T T PSR 13
speeches/Writings/recordings .........cccceeeveeeneeene 14
SUbJECt files...eiiiiieece e, 15
exercises (safety/disaster) .......cccccveveerveerireenveennen. 24
EXIt INTEIVIEWS...eeeiiiiiieeeiieeeeee e 79
expenditures
AllotMENES...viiiiieee
employee recognition/awards
financial reporting ........cccccoveeeeiiei e,
general ledger.........cooovveeeiiicciiee e,
tax-exempt bonds......cccceeeciiiieciii e,
exposure (EMPIlOYEE) .....ccceeecvveeeeciee e e
external audits ......occeevviiiiiiiiic e,
extracted data sUMMAry.....cccccceeeceeecciee e,
eye injuries (eEMPlOYEEs) .....ccccuerveerierrieriereenieeeeaes
F
facilities
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construction/remodels.......ccoveeeeeeeeeeeeeeeeeeeneen. 27
inspections/operations.........ccceeeveevveeereeenivennenn. 29
maintenance/operations.........c.ccvveeeeervesvennennes 28
security (access/surveillance) ........ccccceevveereeeneens 41
family medical and shared leave (FMLA)................ 60
federal
FOIMIS e 79
revenues and expenditures........ccccceeeeecvvveeeeenn. 51
tiMe KEEPING ...eveeeiie et e 60
field order files.....cceveiiviiriiiiieeeeee e 56
files classification ........cccevceerneenieciiiesee e 93
financial institutions (banks)........cccccevveveviiiencienns 48
financial reporting.......c...oooveeosmmmmmmn. o evegmmeeenns 51,52
Erant Programs .........eevveeedsurererereeiusbereibateenens 58,59
finding aids (public records)...... . .....cul...... 31,93
findings (Qudit) ...ccouveeeiiieeec B 46, 47
fiscal notes (legislation) ...........ommil ...l 23
fiscal year accounting activity ........cccceeveveeeeiieeennnns 51
fixed ASSELS..civuiiiiieiii e 28
fleet (motor vehicles)
accidents/I0gS/USABE ....cveveverieriereneeeeeeeenes 43
disposal/maintenance/repairs/servicing............ 43
title/OWNEership ....ccocveeeceeeiieceee e 43
USAEE 1OZS wuveeeeiiieeeiee e e 44
floor plan drawings .......ccccceeeeiieeecciie e 29
flyers (advertising/promotional).......c.cccceeeevveenneens 25
FMLA ...t see Family Medical and Shared Leave
forms
ACCOUNtABIE w.eeeeeiieeee e, 81
CreatioN..ciii it 87
development/creation.......c.ccoceevveeeeeenreeecneeenne 81
electronic funds transfer authorization.............. 56
Internal Revenue Service (IRS)......ccccccvveeennes 53,56
INVENTONY coviiiiiiiiiicie 81

INDEX TO:
SUBJECTS

master set (agency-created).......coceveevierieneenne. 81
supplies/blank ........ccovererireniinireeee e 95
U.S. Citizenship and Immigration Services (I-9).. 79
vendor registration......ccccocccieeee i 56
fraud allegations (whistleblowers) .........ccccecouneeen. 47
fundraising, charity .......cccccceeevciie e, 5
furniture
inventories/depreciation..........ccceeeveveeeveeeveeneenne 42
G
General Administration (Department of)
gonstruction Projects..... o itbe e deneeeeeeeeeennns 27
generakinformation.(external)ims.. ... ..o .. 96
general ledger L. ... il o et 52
generahoffice (non-executive)isst... ... ... v, 16
general public (training files) .......cccevvveeveeiiienienns 26
Government Management, Accountability and
Performance Program (GMAP)........cccccvevveeniennns 13
grant programs (agency administered) .................. 58
grants (received by the agency)......cccccceveeevcrieeenns 59
graphics (used in publications) .........ccccceeeeviieeennns 86
BIIEVANCES coiiieieiiieeeeeeriireee e e e siiere e e e e e s sbaeneeeeeenas 66
H
harassment complaints........cccceevcveeecceeeccneen. 66, 67
hardware conversion plan ........cccccceeeeieeeccvee e, 33
hazardous materials........cccceceerienneiinienreceeeeeee 19
Help Desk requests .....cueevvvceeeeeicieeeeiee e 31
history
agency/programs/eVents ........ccoceceeeeeeereereeneenns 11

criminal (recruitment) .......ccccoeceeevciee e, 79
employee medical .......ccceecveeiviieeccciie e, 69
employee training......ccccceeceeeeviieeeeciee e 80
item circulation (libraries) ........ccccevvvievveeeeennnnnn. 82
position (human resources)........ccceeeeeecveeeiveennen. 78
state employment (employee) .......cccceueenee 74,75
training (employee) ......ccoecvveeeecieeeeiee e, 80
vendor information ........cccoeceevvieevienien e 50
hold harmless agreements..........ccccceecveeeeiieeeccnieeenne 8
holiday NOtICES......uvvieciiie e 97
I
1-9 fOEMISEE. .- ket veeereeebeteeeeiee st steesteesaee e siaeeeee s 79
identification badges (security) ......ccceevverecverennnen. 41
imagedseash letter(lCL) ............ccceevvvevieeceeeieee, 48
imaging systems (digitization) .......cccceevevvererienen. 90
INCENTIVES ...t 61
incidents......ccccceeeeevciiiieeeeeen, see accidents/incidents
INAEXES ettt s 31
industrial iINSUrANCe......cccceerieeiieeie e 64
information services (IS) .....cccveeevcieeeeciee e, 30
information technology
assistance requestS......oocvvveeveeieeriieeee e, 31
AUt trail oo, 30
automated info system........ccecevrieiniienienneennne, 33
conversion Plans.......ccceccvveeeeeeeeccieeee e, 33
NETWOIK USAEE ..eeivuevieeiiieieeiiiee et erieee e 33
portfolio management ........cccccceceveiiiiieeccieeens 33
project planning/documentation ............c.......... 34
site/equipment SUPPOIt .....cecceeecieeecee e 34
system backup .....cccoeecveiieiiii e, 34
system documentation.........ccccceeeveieeeeniieecennenn. 35
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system specifications.......ccccceveeeeeeviieeccceee e, 35
informational copies......ccccevcvveeiciieecce e, 96
INJUIIES 1ttt 24

employee (medical file) .....c.cccovvevveeceeeirieeieee, 69

industrial (claims/reports) .......ccoceeveevvereerreennenne. 64
input documents (copies of records/forms)........... 32
inspections

buildings and equipment..........cccccovieeciieeennennn. 28

digitized records .......ccccceveveeeeiiiieeecieee e, 89,90

facilities/grounds/utility systems ........c..ccocueee.. 29
insurance

employee benefits......ccccevveeriiinieiniieieeee 70

industrial (workers’ compensation).....es...veevvss 64

waivers (liability).......coooeo e i 8
inter-agency billing ................ . bl 56
interlibrary l0ans..........ccooee e e e e bt 83
intermediate files (IS)...............mm ...t 36
internal audits.....ccoceeviiiniiniii s 46
international money transfers.........cccccceeeecveeenneen. 48
internet/intranet

content management........cccoovvciiiiieiiiiniieneeenn, 86

WED addresSes ... ..uveeeivieiiriiee e 95
inventories

buildings/equipment/land.........c..cccceeeverereeennenn. 42

forms (stock on hand).........ccccceveeiiiieeeciieecnen. 81

JANd et e 40

10 o] [ ol ¢ cYole] o -3 93

SUPPHES/PArtS .cveevecriceeereeerecteeeeeeere e 43
investigations

accidents/inCidents.........coevevevevivieeeeiieeeens 24, 69

AUAIES veveiiiiieeeeeeeeeeeeeeeeeeeeeeeeeee e 46, 47

WhistlebloOWErS.......coovviriiiiiiiic e 47
invoice voucher files .......cccovvvevieinieiniencec e, 56
IT assistance reqUEeSES .....ccovvecvvveereeecciieeee e 31

J

job assignments (employee).......ccoceeeecvieieecnreeeennnen. 73
job specifications
journal vouchers

INDEX TO:
SUBJECTS

journals (agency publications) ........cccecevveeecverennnnen. 88
JUNK Mail/spam .....cceecveeiiiieecee e 96
K
keys/key cards (building/facility security) .............. 41
L
Labor'&‘Industries (Departmentiof)
injury claims (agency copy)....ccccceevieeeciveeeccrnenn. 64
quarterly repPorts ....cccveeecceeeeeceeee e e eeeree e 71
labor unions (contracts/relations) ........ccccceeeeveeneen. 65
land (real property)
acquisition/purchasing .......c.coceeeveeeveevieeveereenneens 38
APPraiSalS..c.ceeieeiiee e 38
condemnation actions........ccceecveeeenciieeesiieee s, 38
AiSPOSAl.ciiiiiiie e 39
disposal/sale.......c.ccovveeeeeiieecieeeeeee e 39
escheated to the State.......cccvcvvvvieevieiiieceene, 39
INVENTOMIES ... 40, 42
title dOCUMENTS..cc.vvvieiiiiii e 39
Water rights ....eeviiiieeie e 40
layoffs (reductions in force)......cccccceeveeervveevvennnnnnns 78
[€aSE ABrEEMENT . .eviiiiiie ittt 8
legal issues/matters......cccoceveecieeceeeeseeseece e, 22
Attorney General advice/opinions/case files ..... 21

legislation (agency request).......cccceeeeevieeecveeecnneen. 23
legislative
budget NOLES......ccccvieeeeie e 53
Evaluation and Accountability Program (LEAP).. 53
FEIAtIONS ...eeiiieieeeee e 23
letters of transmittal.........cooceeviiiiiiininiceee 97
liability WaIVers .......coovvieiieiiieeec e 8
library collections.........ccoceeeveeniienieenieenieeee. 82,83
licensing (motor vehicle).......cccccooveeeeciiiicciieeeee. 43
1o TUTTo F=Y 4o ] o SRR 56
loan agreements
bond projects......cccccvveecciee e 55
==Y 8 1= | S 8
INTErliDrary il et 83
lobbyings(public disclosure) .........cccoevveerieerveennen. 23
logs
accounts receivable ..., 49
copy machine activity .......cccceeeeveeeeciieeecieee e, 87
data entry ..o, 30
destruction (public records) .......ccceccvvveeeiieeennnee. 92
exemption (public disclosure) ........cccceeevveecinenns 85
Mail/POSTAZE....ecvveireereceeeeecre et 84
maintenance orders (vehicles) .......cccccceerieennnenne 43
NEtWOIK USAZE ..eevuvieriieeiieiieeiee et 32
system backup ...c.ccvveeeeieeiiiieeee e, 34
telepPhoNe ... 85
Vehicle USAge ...ccecvveeeciiieecee e 44
long distance telephone authorization................... 45
long-term debt agreements........cccceeecvvvevcieeeccieeene 8
M
machine language instructions.........cccccvveeeeeeeinnns 33
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magazines (agency publications) ........ccccceeeverenneen. 88
magnetic records (audio/video tapes)........ 89, 90, 91
mail (delivery and receipt) .......cccceeeeevveenveenveennnn. 84
maintenance/operations/repairs
buildings/facilities.........ccocevvevenencenereeeenen 28
EQUIPMENT .ottt 42
MOLOr VENICIES ..vveeieiiiieciee e 43
major repair/replacement (building/equipment)... 28
management reporting system (MRS).................... 53
manuals
agency publications ........ccccceeeviieeeeciie e, 88
automated information systems .........c.ccceeuenee. 35
COUIPMENT 1ottt s oo eeeeeeee i3 A2
fixed equipment ..............f 29
MOtor VEehicle.....ooouveeeveeee e bt e 43
policies/procedures .........m . ueeeee oo eehedereeenee i 13
SOFtWArre..ocveevveeeieeveveeeee el L 34
manuscript collections (libraries).......ccccceeeveeerunnenn. 83
maps/plans/charts (agency publications)............... 88
master
depository CoNtract .......ccecveevveeeseieneenieeereeeiees 8
file (transaction validation)........cccccocoevverienenne. 36
file data (extracted) .......cccecveeeecierceciiie e, 31
file validation (audit trail) .......cccceevcviieeecrieeennen. 30
FOIMIS it 81
indexes (public records).......ccoceeeecveeercieeesireeenne 93
print job documentation .........ccceceeveeeiieeeineenn. 86
publications ........ccccceiiicie e 88
Material Safety Data Sheets (MSDS)........c.ccccveennee. 19
mechanical recordings ......ccocccevvvieeeiniieeinieee e, 97
media
articles by agency head/executive level............. 14
newspaper clippings ......cocceeeveeeeccieeceiiee e, 15
Press rel@ases ......occcveeeceeeeecciee e cceeeeeree e 6

INDEX TO:
SUBJECTS

requests for general information .........cccccouee.. 85
medical (employee)
eXPENSE PIANS ...cuveeeeiieeeeee e 62
RISTOrY fil@ . .eeeiiee e, 69
INJUNY ClaimS ..o 64
[EAVE ..eeiitiieiee sttt 60
meetings
appointments (executive calendars) .................. 10
appointments (non-executive calendars)........... 16
dates/times/locations.........ccocoueeeeeeereiiieeeeeineen. 95
employee recognition planning........cccccccveeenneen. 61
general office ..., 19
information technology projects........ mewsssswessss. 34
labor union relations a....fu e i 65
legislation planning...........cccccviieeviereiiiiee s, 23
notices (Staff)........ob oo Bhee et 97
policyssetting................ L L. 12
project planning (construction).......cccccceevveenen.. 27
quality/performance improvement.................... 13
reduction in force .....coovvvveeiveenceeseesec e 78
rule-setting (WAQC) .....ccovcvveeiiieeeeceee e 14
year 2000 (Y2K)..ooove oo 37
Memos (transitory) ....cceeeecceeeciee e 97
messages (voicemail/telephone)........cccccvveeneennen. 97
microfilm
converting paper/digital records.................. 89, 90
SECUNITY weveeeeeeriiiiieee et 100
standards (Washington State) ..........cccceuene. 90, 91
[0 ]F={ - 1 £ o] o FOU O see Glossary
CONVEISION PrOCESS ..uvvvvvvvvvvrvrrrrrererererererernnees 89, 90
SOUICE MECOIMS .eevuveeiiieeieesieenieesteesieeesieeesaee s 91
minors (under age 18)
accidents/iNCIdeNntS......oovveveeiveeeeeeeeeeeeeeeee e, 24
library permissions .......cccccceveeeveeinienneenieeneenne 82

minutes (meeting)

agency request legislation planning................... 23
construction project planning ........cccceeeeveeennneen. 27
CONVENIENCE COPIBS oovvevvrrreeeeeerinrrreeeeeensnenns 15, 20
employee recognition.........cceeceeeveeeieeriieeeneeennne 61
general office....covevieiniiiee 19
labor union relations ........cccoeceeeiicieiiniieciniee, 65
POliCy SETHING.....veiieiiee it 12
project management.....cccccciiiiiiiiiiii, 20
reduction in force .....ovvvvveveiienieeneenieeeen 78
monitoring
COMPULEr USABe...cvvvvrererereeeeeeeeeererenens 30, 32,33, 35
Erant Projects civvvevrieereeeiiiiieeee e eiieeeee s 58, 59
legislation Lol .o ilheieeee 23
motorvehicles
ACCIAENTS . ftlevieii bt 43
disposal/maintenance/repairs/servicing............ 43
title/oWNership .....ccccvveeeieecieccie e 43
USAEE lOBS weveeeiiieeeiee ettt et 44
MSDS (Material Safety Data Sheets)........ccueeen..eee. 19
MUlti-fill POSILION....ceieiiiiieiie e 75
multi-media presentations (videos/CDs/DVDs)
agency publications ........cccevevieiiniieiiiiieennn, 88, 95
from external SOUrCes.........ccevuvevieeneeeiieeceeeae 96
N
naturalization certification........cccceevevieinceiiniennnenn. 79
negotiations (labor union contracts) .........cc........... 65
networking (social).......cccceeevieeeeicieiecciee e, 11, 18
networks
circuits (design & maintenance) .......ccccccveeeuenee. 32
SEIVICE rEQUESTS....cviviriiiiiee it 45
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USAE . iiiiiiiiiiiiiiiieieieieieeeieeeeesesesesesesesesssenennens 32,33
NEW il ceveiiiiiieereee et 75
NEWS rElEASES.....eiviieeiieiieerteerteeee et 6
newsletters

agency publications ........ccceeveiriiiiiienieeneeee, 88

agency/program/office.......cccovvvveninieeieecieninienn, 11

from external SOUrces........ccoeveveivcieencieeiieenieenns 96
newspaper clippings .....cccceecveeeeiiieeecciee e, 15
non-archival .......cccccevevcieeecciieeecee e, see Glossary
non-essential......ccccccveeceeeevcieeeeciee e, see Glossary
non-paper-based records ........cccoceeeeecieeiecieneennen. 91
non-permanent PoSitions .......cccoccveeerviieeiiineeennnee, 75
non-retired employees (personnekrecord)............ 74
notes

fiscal (legislation) .......c...oo. o e eenee e 23

legislative budget............. i it 53

shorthand/stenotype...........0mm. ...l 97
notices (informational) ........cccceeeviieeeciie e, 97
notices of destruction (public records)................... 92
NSF (non-sufficient funds) checks...........cccuevene.... 48
numbered forms (accountable) .........cccoecevrreennnnne 81
(0]
0bSOlete ..o, see Glossary
Office of

Attorney General (AG)......ccceeeeveeeeciieeeeciee e, 21

Financial Management (OFM)........... 33,43,51, 52

State Auditor (SAO) ...ceeeeecveeeeee e 47

State Treasurer (TRE)......cccoeeevciveeeeiieeeeeeeee e 57
office of record ......cccoveveevevivcieeccieees see Glossary
office SUPPHIES c..vveeeeiee e 43
OFM (Office Files and Memoranda)........ see Glossary

INDEX TO:
SUBJECTS

online

communications/advice .......ccccovvvvveveeererennns 11,18

content management........ccccevvveieiiieieieieieneneiene, 86

purchasing receipts (credit).......ccccevveeieercieennnenne 50

routine agency information........cccccceeveiniieenneen. 95
operating SYySteMS......ccoovviiiriiieiieee e 33
operations

administrative/routing .........coceeevveeeeiineennn. 16, 19

building/equipment........ccccceveeeireeccreecveenee. 28,42

MOLOr VENICIE..ciiiiiiieeeeeeec e 43

physical plant......cccccoveieiieieeeeee e 29

policies/procedures.......cccovevveeereeceeseenreenreenene 19

Y2 =12 s W 8 1 U — 35
opinions (legal)ee....cccccidees bt b e, 21
OPR (Official Publie;Record).....0m.......! see Glossary
organizational

chartsmmm... Lo L, 15

restructures (reductions in force)........cccceeeuneen. 78
over-fill poSItioN ......cccvevcieeeeiiee e, 75
OVEITIME e eiiee ettt 60
P
papers of executive direction ........cccecveevevierennnnen. 12
parcels (land)

acquisition/purchasing .........cccceeeeeeevieeeeseennens 38

INVENTOMI®S ...eeiiieee ettt 40
parent/guardian permissions (libraries) ................. 82
parking tracking files........cccccovveeiiieeecciee e, 61
parts

disbursement.......ccouveveiniiiiiinee, 43

INVENEOII®S ..eeiiiiiieeieie e 43
PASSPOIt COPIES .eevruiriieiiiieiiieee e 79

patrons/users (libraries) .......ccccooevevevieeciveenveennen, 82
PAY FANEE c oot 72
payable/receivable relationship .........cccccevevveenenee. 51
PAaYyMENtS (VENAO)....ccuiciueeeieecieecieecre e eseeeee s 56
payroll
certification.......ccveeeecer e, 71
costs (distribution)..........cccoveiiiiiiiecciieeeeeeeee, 70
AEPOSIES weeriieeitiiee e 71
FIlES conreeee e 70
BarNiISNMENtS ....ccvvveeeiiee e 71
internal revenue reports .......ccccceeeevveeeecveeeenennenn. 71
FEEISTEIS coiiereee et 70,71
FEPONES ciiiiiiiiiiineret ettt 71
SIGN-UPS..eeiiatereeerieiteberiresrreeesreee s resenne e s 71
performance
AEENCY ..uuueihiternrereresdibhereieiererererererererereeeeeeeeeeeeeeees 13
AUAILS (AZENCY) wevvrreiieeiee et see e 46
evaluations (employees).......cccoceeevcvreeeecveeecnnen. 73
permissions
parent/guardian (libraries) .......ccceeeeeveercreennnnne 82
personal holidays ........cooeeeieeniieeniienieeec e 60
personal service CoNtracts .....cccoccveeeeecveeeerceeeesnceeeenns 8
personnel
action apPPealS.....ccceieecciieeeee e 66
COMPIAINTS wevieeeiiie i 67,68
eXit INTEIVIEWS ...ceeiiiiiiiieee e 79
[ Tole] o ST UUPRRPRRUPRRTP 75
non-retired employees.........cccccoveeeeciveeecreennn. 74
retired employees.......ccceecveeevviieeccceee e, 74
FEPOITS oot 75
petty cash (reports) ....occovveereeveerieeneeneeceeieseens 52
photographs
agency forms/publications .........cccccevveeneene 81, 88
history files .....ccveeeeeieeecee e, 11
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used in publications.......ccccceeceeieicie e,

physical plant systems .......ccccccvevveeeerciee e,
PIAIN TAIK .eeeeieeieee e, 13,
plans
AdMINIStrative......cevvecierieee e,
affirmative action ........cceeveeviiiiiii e,
disaster preparedness .......ccccceeeecciiieieeeeeecnneeenn.
IT CONVEISION coiiiiiiiiiee et
medical expense (employee).......cccccecveeeeciveeenns

space allocation (floor plans).......cccceceeeecvveecneenns

plans (architectural/engineering)
construction/remodels.........ccocvevcveeeveeineeeenenne,
major repairs/replacements ummmm. .....ommseverreenss
reference COPIeS .oovvurinverslorreenieitheesbeteieeiee s
plans/planning
general/routine operationsi..........loebedeeeeneeihe
strategic/agency-wide .........0mmal L
point-in-time (webpage/site)........cccevvvevceerreennenne
policies
COMPIAINTS c.eevieeiiiee e
executive/agency-wide.........ccccevevereveneneenenne
LYot | PP
general/routinue operations........c.cccceeeevveeeneeene
interpretations.....ccvvvviiiiiiii
meetings setting policy.....cccccoveeeeciieieccieeecieeee
papers of executive direction ...........cccccvveeeuneenn.
statementS ..o, 12,
portfolio management (IT).....ccccceeeveevveeceeenieeenenn,
position
ChANEES ..o

INDEX TO:
SUBJECTS

posters (agency publications) .........cccocvveerveenee. 88, 95
posts (social networking) .........ccceeeeerieeecveenne. 11,18
preliminary drafts ........cccceeeeiieiiiiee e, 97
presentation/training materials
conferences/seminars ..cooceeeeeeeveeeeeeeeererennns 25,26
presentations (videos/CDsS/DVDS) ......ccccccvveecveennnen. 95
Press rel@ases.....uuuvuiieieciereriee e e e eeeee e saee e 6
Primary record ......cccoveveeeerveeececeeeeeseeenns see Glossary
printing requisition files........cccccovviininniiinieniens 56
procedures
complaints ....ococviiieieeie e, 17
data processing operating.......ccccecveeeecveeeennenn. 30
executive/agency-wide......cmmn. ... s 13
fiscal....oove it bbb e 54
general/routinesoperations . ... .. ... 19
program correSPONdENEE ..o eeeuveesiabererenneeeesneen. 18
programulistingl.............oh. ...t L. 33
programs (history files) .......cccoeervineininiinieneeen. 11
project files
general/administrative .........cccceevveeeeeeiiveecneeens 16
significant/historical .........coceeeeevcieevieecieecieeee, 20
Y2K/YEar 2000 .......cccveveeereeeerieereereeeeeseeeneeennens 37
project planning (IT)...ceevvveeevieevieecee e 34
promotional events/campaigns.......cccccvevveereeereennenns 5
promotional materials
conferences/seminars .......ccccoeeeeveeecveeeveeerveennne. 25
conferences/seminars training........ccccevveeeveennne. 25
grant funded deliverables.............ccoveeennirenneen. 58
property (disposal/disposition)..........cccceeeveerveennenn. 42
public disclosure
lobbying report to Commission ...........ccceeeeuvnen. 23
FEOUESES i 85
public information office reference files .................. 6
public records ........ccceeveevieeneeniieeeene see Glossary

CONSEIVALION ..evviiieeie e 92
conversion/digitization .........cccceeeveeeiieeninennns 89, 90
(o 11 4 ¥ ot o o [ 92
AIgItiZed .ovveeeee e 90
fINdiNg QIdS ..eoveeeeieiieee e 93
IMABEM . 91
legal cUStOAY ..ccccvieiiiiieee e 94
MABNETIC ...t 91
MIGration ..ooooeviiiiieieee e 90, 91
records center transmittals/receivals................. 93
FEOUESES coiiiiiiieieeeie e 85
retention schedules/disposition authorization .. 94
EraNSTer ... 94
EraNSItOrY it 97
publicaworks requisitions ............cccceeereeseeieeneennen. 54
publications
agency SUPPHES.......oovviiiiiieecee e, 95
CreatioN. . uiiiiiiiiiceccee 87
from outside SOUrCes......ccoveeeciieeevciieeeciee e, 96
master set (agency-created)......c.ccoceveeveerveennennn 88
PrNTING cooeiieeeieeeee e 86, 87
purchasing
ABIEEMENTS . .eiiiiiiiiiiiiieierereree e e e e e e e e erereeees 8
AULhOIIties ..o 8
credit cards (ageNCy) ...cceeveeeeciieeeeiiee e, 50
EAUIPMENT Lovviviiiiiiiiiiiiiererererereeeeee e e e e e eeeeeseeens 9
fiXxed @SSELS ...vviveeiie e 28
land parcels......ccceeceeeeeiieeeceee e 38, 39
ONliNE OFdEersS....cccveeieiieieeieeee e 50
(o] o 1] SRR 56
requisition files .......ccoceerieeiiiniiie e 56
SUPPHES e 9
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Q

quality improvement .......ccccccoeeciiiiiiee e, 13
QUESTIONNAITES ceviiiiiiiiiiiiieieeeeeereeeeeeee e e eee e 20
R

rare book collections (libraries) ........ccoceeeecverennnen.

RCW (Revised Code of Washington)...
interpretations

reading files........ccocoveeeeiieieciieeecie,
real property management.... @i, ... 1W0.......... B
reasonable accommodation (employee) ................ 63
receivable/payable relationship ... ..ot eveenen e 51
recommendations (audits)...5on......... i 46,47
recordings (mechanical)............ccii 97
records series........cccceeeennn. see Glossary, see Glossary
FECIUItMENT ..o 79
reductions in force (employees) ......ccoceeeeeveeecnnnenn.
reference files ..o
public information office .......ccccccvveevcieeicien e,
FefuNdS...ceiieeeee e,

registered mail (logs/return receipts)
registers

PAYTON ettt 70,71

WaAITANTS. ettt e 57
registration (conferences/seminars) ..........cccueuu.... 25
reimbursement

ErAVELL i 55

TUITION ceeee e e 61
remodels (buildings/facilities) .........cccccvevvevverreennen. 27
remote deposit capture (RDC).....ccceevveeveveevrvennenn. 48

rental agreements

INDEX TO:
SUBJECTS

repairs (maintenance)
buildings/facilities

major/replacements ........cccceevveeeeeenveenneeenns 28
MINOT/TOULING eeeveeeeeeeeeereeee e eereeee e e s 28
EQUIPMENT 1ot e e e 42
MOtOr VENICIES ...ceeeeeveeeciiee e 43
reports
accident/incident (no claim)......ccccoeeveveeveeeneennee. 24
agency publications................ ... 88
from external sources............. ... 96
grant funded deliverables ...58
[T 1V o | RN 71
Y=Y Yo Yo Yo Y=Y e — 75
MEVENUE......oheeeeeeees it bl i e 54
successful completion (electronic info systems) 30
(V= == N S AUUPURPP 1 OO0 OO 72
representediemployees
labor union contracts/relations..........cccoceeeunee... 65
request
information

Proposal......cceccieeeeeciee e
qualifications and quotations
requests for information

oL A [=T - | SR 85
requisitions (public Works).........coceevenienienennennen. 54
research materials .......cccccovvieeiniieeenier e, 16
resumes (employment).......cccceeeeiieeecciieecciiee e, 79
retired employees

personnel record folders .........ccoccvvvevcieeeicinennne 74
retirement

eligibility ..ocveeeeeeeeee 74

status worksheet .......ccccovvveiiviiiei e, 74

verification

PAYIOll files ......coocuiiieeciie e, 70

retrievals (records centers).......cccceceeevveecreeecreennenn. 93
return to work (employee) ......ccceevvevveeceeecieeenenn, 69
returned checks/warrants ........ccccoeeeeeveeerereereeenennn 48
revenue
AllotMENTES...eviiiiieee e 49
grants received by agencies........ccccoceeerrierennnen. 59
Revised Code of Washington (RCW)..........cccccuu...... 23

interpretations

RFQQ (Requests for Qualifications and Quotations) 7

risk management .....occccvvvcceeeeceee e 24
roster of registrants .........ceceevieinieeinienneeeeeeeee 25
routine

data SEtS ..l e 36
routimescarrespondence

EXECULIVE. ..ttt bt e 11

BENEIAL..uiiiiccii e 17

NON-EXECULIVE ...eeeruriieiiiieeeiieeeeiree e eieee e 18
routine information (agency operations) ............... 95
FOULING SHPS..cvveeeeiiee e 97

rules (agency)
development/enactment

interpretations.....ccvvviiiiiiiiii .
run reports (electronic info systems).........cc........... 30
S
safety drills......cceeeiieeeeecce e 24
sale (state land).....cccoeeecieeeecciee e, 39
SAVINES BONAS.....cocviiiieiiee e 71
SCAN (account details/authorization)..................... 45
scheduled tasks (electronic info systems) .............. 30
schedules (records retention).......ccccceeeeeeevveecneenne. 94
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scrapbooks (history files) .......cccceeceeivcieeeccier e, 11
Y =10 o I =] o Yo o £ 31
screenshot/snapshot ........ccecveeeecieecee e s 86
secondary (duplicate) Copies ......cceevveerveerrveecreennne 96
security (access/authorization)
buildings/facilities........ccevererenerenineeerennen 41
electronic information systems...........ccccuveeeneee. 35
security microfilm .........cccooeiiiiinieiinns see Glossary
seminars (agency organized) .....ccccoceeevcvveeeeivee e, 25
SeNIiority dates ....ccccccevevciieeecee e 75
servicing
EQUIPMENT it 42
MOLOr VENICIES ..eveeeveeeeeeeeee s ssmmmmmnnc e ez eveee e A3
SF-GEN-PUR 008 .......cooovveeiedhireenees it eecinte e e 7
shared leave......cccooveveeeveeeees e e e 60
shelf list (libraries).........oocoeeereeeniii it bbb 83
shipping (mail) .....ooeevveee L 84
shorthand/stenotype notes.......cccccecvvevveeciveecneenns 97
site supPOrt files .....ccoveevcieeecciie e 34
social NEtWOrKiNg ......cueevecieiircie e 11, 18
software
MANUAIS ceeeieeiiieecee e 34
review fileS.....ccovveviiiiie e 34
FEVIEWS .. eiittee e ettt e e e et e e e e e s e e e e e e 34
source code (information systems) .........ccccueeeneee. 33
source materials (forms)......ccoceeeeveeeicieeeeceeceee, 81
source records
imaged/digitized........cccovevreeeecienreereceenen, 90, 91
MIGrated ....ooviiiiiieiee e 91
space allocation plans.......ccccceevciiiieeee e, 29
spam (unsolicited email)........ccceeeveevieenieeeiieceeenne, 96
special collections (libraries).......ccccceevciieeeccineeennnee. 83
special needs (employees)........cccccveeeeciireeeciieeenen. 63
specifications (SYStems) .....cccccvveeeecieeecciee e 35

INDEX TO:
SUBJECTS

speeches (agency head/executive level) ................ 14
staff Meetings ......coocveeviieeiiiie e 19
standards (microfilm).......ccccceevieiiiiieeeciieeens 89, 90
State Auditor’s Office
audits/whistleblower investigations .................. 47
State Records Committee (LRC).............. see Glossary
statements (bank).......cceeveeecieecieceee e, 48
STATISTICS vt 16
STATULES cooiiiiiiiieiereeeee 23
interpretations..........cccccc e, 12,22
Strategic Plans ..., 14
student waiver (retirement plans)........cccccecuveeenneee. 74
studies
grant funded deliverables............0....oceceneene. 58
majormes.... ..o S . 14
subject files
executivellevel ......... ... L . 15
8ENEIAl...eiiiiiiiiiee e 20
SUDPOENAS ..ceuiieiiieitieitee et 22
suggestions (employees).......ccocveeevueeeeeiiieeeecieee e, 18
SUMIMONS.ciiieriteeeeeeeierreeeeeesesierereeeeesesnnreeeeeeaennns 22
supervisor copy (employee information file).......... 73
supplies
disbursement........ccoceevieiiieineciee e 43
INVENTOMIES c.eeeiiieeieee et 43
FEQUISITIONS weveiieeiieiiiieeee et 9
surveys (qUestionNaIres)......cccvveeeeeerveereeeireeens 16, 20
grant funded deliverables.........cccccoveriiinnennnne 58
system
development/modification (IT) ......cceeveeeee 30, 35
documentation .......ccevceeenieinienien e 35
FIlES e 34
SPECIfiCationS ..cceevieeeciee e 35
L) N 36

T
tax exempt bonds ......oocciiieiiiiiicee e, 55
team incentive program (TIP) .....cccecvveeeviiieeenirieeenns 16
technical
assistance requests......cccvveeeee e, 31
program documentation .........ccceecveeeeciieeennnenn. 36
technology investments.......ccccceeeevieeecieeeenciiee s 33
telecommunications/telephones
authorization requests ........ccocceeveeeneerieeeneenane 45
DIllING .t 45
L0 ettt 85
IMESSAEES teveviiiiiiiiiiiiiieieteeeeeereeereeerereeereeeeeeeeaneeenns 97
FEPOIS (USABE) .vvvvelethereeiiieeecieeeeerre e eeree e evaee e 45
SETVICE Orders/reqUESTS......c..ccveveereenreeireenennnens 45
terminations (employment)
EXITTNTEIVIEWS ..eeiiiiiiiiieiieeee e 79
reductions in fOrce......ccocvvvveeincceee e 78
test data base fileS......ceceevieerieiniiciecc e, 36
tiMe ShEetS ..evviiiiiee e 60
TIP (Team Incentive Program) .......ccccceeevvveeeciveennn. 16
titles (ownership)
JANd et e 39
MOLOr VENICIES ..o 43
toll free usage reports (telephones) ........ccccuveueee.. 45
tracking SYSteMS ...cocuvvviiiiiiiiieeceee e 31
ErAINING ceiiiiee e 25
ANNOUNCEMENTS ..eeiiiiiiiiiiiee e e 25
CatalogS..ci e 25
completion dates......cccceevcieeiiciieeecieee e, 80
course registration.......ccccveveieveieiiieieieieeeeeeeeeeeenn, 80
AteS oo 80
EMPIOYEE ..eeiieeieeeeee e 80
evaluation report.......cceeeeereenieesee e 80
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files (on the job training) .......ccccovvvvcieeeecier e, 80 v Y {=l (=] oo o SRt 72
FIYEIS o 25 waivers (liability, insurance, hold harmless)............. 8
pllan ....... ht ....................................................... :8 valid transaction files ... 36 warrantles ................................................................. 8
SIN-UP ShEELS..ccvuiieiiieieeiieeeeeeeeee e VEBA Documentation..................__ 62 warrants
training courses/materials........cccceeeveenueennenne. 25, 26 vehicles €anCellationS....ocueeeeecier e, 71
trans'actlon vahc(:ljatlon (electronic)....ccceecveeecreenueenns ;3 accidents.. 43 " refllsters Ad ........ Cd ..... W AC ................. 57
transm?ry Irecor S ettt et e aeenaee s disposal/maintenance/repairs/servicing............ 43 a:js |n|gton ministrative Code ( )
tralnsmltta > 97 title/OWNership ....ooceverere v 43 ) eve opme'nt/enactment """""""""""""""""" 13
EIEEIS 1ot e T 44 |ntgrpretatlons ......... s
records CENTEIS ....coviiirierieerieerie et 93 vendors Washington State Archives
travel....cooceeecieeenns tf| ............................................ 22 N 8 r(:co;ds(;cra(nsfer.];l....; .......................................... gg
expense payment files.......ccccecveeviieicecniecceeenne, history.... 50 standards (microfilm) ......cccoceeviiiiienieeiieeeee
Treasurer Accounting System reports .....um...ceevees 52 paymZnts 56 waterrights (statedand).........ccceeeeevivenceivieeceeenne, 40
trL.‘S,t mdem;re (tax-exempt @onds) ... &.......... 3 Zi registration forms....o... b 56 webpage/sﬁz
tuition reimbursement............. . oo hescieeneeos il SOTEEOPY i, S see 3 NGy is BPPEEBRYin S ag?ncya FESS uveeechetereesiteeereesteesaeesreesaeensees 95
VOICEMAIl....eeee it b il b 97 R R A 11,18
U voluntary employee beneficiary 3650ciation ... . 62 : manager’r?ent...' ...... s 86
VOlIUNEEEr fil@S ..eecveeciieceecee e 76 whlstlgblower INVESTIGALIONS ... a7
Lnder-fil bositions - WOTKEFS' COMPENSLION rrreeeeeeeeeeeoeoeooeoees 64 worllz fl:es ................................................................. 36
unions(lazor) -------------------------------------------------- o vouchers workpa’ns...............: ............................................... éz
licited -"I """"" ) I """"""""""""""""""""""" disbUrsemMeNnt.......cveveeeeeciieece s 57 workers comperllsatlon_ """" e
unsolicited mail/email .......cccoeevveeeiiieiieeceeeeeee, 96 journal 53 workforce planning (affirmative action)................. 63
unsuccessful bids/proposals ... 7 OUMAL e working files
usage AdMINIStrative......covveiei e, 16
COMPULET ettt 30,34 w AUAIES vttt 46
motor vehicles/fleet .......cocvviveniriinieniceene, 44 budget preparation .........cceveeveereiseneesesenean 50
network ...... s 32,33 WZ/WZG IRS OIS oo 53 written presentations (agency executives) _____________ 14
prl"gram dEliVery oo i; W= IRS FOFM oo 56
telecommunications .......cceevveeeieriveeccee e WAC (Washington Administrative Code) ”
development/enactment .......ccccceeeveevveeeecreennenns 14
interpretations........cccvvieeiiieriiiieeee e 12 . )
Y2K/Year 2000 project files......ccocceevrevrcvrceereeceennnnn. 37
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