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This schedule applies t®epartment of Labor & Industries

Scope ofecordsretention schedule

This records retention schedudithorizes the destruction/transfer dhe public records ofhe Department of Labor & Industries, which is dedicated to the safety,
KSIfGK FTYyR &aSOdz2NAGEe 2F 21 aKAy3Iiz2yQa odH YATEfA2Y 62N SINEGS § X3 LI RKYSAf yLA&S (S
g 2 NJ 8rireatidh system; provides medical and limited wag@acement coverage to workers who suffer jabated injuries and iliness; creates rules and
SYF2NOSYSyid LINRPAINIYa (2 KStLI Syadz2NB g2 NJ S MEorklIhdB ard_limited® and kat éonsiinfeS are proeled? &
from unsound building practice3he schedulés to be used in conjunctiowith the State GovernmentGeneralRecords Retention SchedulBGGRRSwvhich
authorizes the destruction/transfer gfublicrecords common to all state agencies.

Disposition of public records

Public records coverelly records series within this records retention schedule (regardless of format) must be retained for the minimum reteribdnape
specified in this dtedule. Washington State Archives strongly recommends the disposition of public records at the end of their minimum ne¢eiatibfor the
efficient and effective management of state resources.

Publt records designated @s! NJ @arddndniRetentionf must not be destroyed. Records designatediéshival(Appraisal Requireéd)must be appraised

by the Washington State Archives before dispositRuiblic records must not be destroyed if they are subject to ongoing or reasonably antidifgtgbn. Such
publicrecord¥dza it oS YIylF 3SR Ay | O0O2NRIyOS gA0K GKS | 3SyOeQa LRt A Otheyare subjet LIN
to an existing public reeds request in accordance witthapter 42.56 RCWSch public recordy’ dza & 6S YIFylF 3SR Ay | O02NRI yOS
procedures for public records requests.

Revocation of previously issued records retention schedules
All previoudy issued records retention schedules to thepartment of Labo& Industriesare revoked TheDepartment of Labor & Industrieaust ensure that
the retention and disposition of public records is in accordance with current, approved records retention schedules.

Authority
This records retention schedule was approved bySteteRecords Committee in accordance with RCW 403D4bn Augustl7, 2017
Signature on File - Signature on File Signature on File
For the State Auditor: For the Attorney General: For theOffice of Financial Management The State Archivist:
Cindy Evans Gwen Stamey Steve Excell
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REVISION HISTORY

Version Date of Approval Extent of Revision
1.0 March 14, 2012 Consolidation of all existingjsposition authorities (with some minor revisiors)d four new records series
1.1 September 5, 2012 | Minor revision.
1.2 December 4, 2013 | Minor revisions to the Industrial Hygiene Laboratory and Lab Analysis section.

Minor revisions to the All Offices; Industrial Hygiene Laboratory and Lab Analysis; Special Compliance Serv

13 September 3, 2014 Customer Service ProgragrRegional Service Locations; and Legacy sections.
Addition of a new Structured Settlement section and minor revisions to the Consultation Program and Eleval
14 December 3, 2014 :
Program sections.
1.5 June29, 2016 Minor revision tothe DOSH; Technical Servicesction
1.6 December 7, 2016 | Minor revisions to the SpectglCompliance ServicesApprenticeship section.
1.7 Augustl7, 2017 Minor revisions and formatting corrections throughout the schedule.

For assistance and advice in applying this records retention schedule,
please contacthe Department of Labor &dustrie2 wS O2 NRa h T T A C
or Washington State Archives at:

recordsmanagement@sos.wa.qovV
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1. ALL OFFICES

This section covers records relatingpi@gram area advisory boards and committee meetirigutes and files which include external stakeholders; program
area continuing education courses, and confidential medical records

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DIEEBEII\ITTISII\IAA&\'T?ON DESIGNATION
NUMBER (DAN]}

91-04-47807 | Collection Account Files Retainfor 12 years after final NONARCHIVAL

Rev. 5 Provides documentation of all employers, contractors, and citations and infractions i action has been taken on ESSENTIAL
with outstanding fees. The records are deemed finaled uncollectible, unresolved, or | account OPR
revoked, and the colleirin process has been activated. then

The records may includbut are not limited to: Destroy.

Suspension packets;

Legal documents;

Proof of service;

Final notice and order of assessment;
DirectorCompromise;

Warrants filed with Superior Court;
Foreign judgments;

Notes;

Copy of original infraction or citatipand,
Personal liability assessments and documentation/packet with vujitend proof
of service.

Excludes records covered Audits and Invgtigations (DAN 989-51335)
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DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DIFSQIEQESII\IJI(?I\II\IAACI:\]TI?ON DESIGNATION
NUMBER (DAN)
12-03-68230 | L&l Program Area Continuing Education Course Material Retainfor 6 years after: NONARCHIVAL
Rev. 0 Provides documentation of all L&l program area continuing education course materig 1 Course expiredyr NON%SPSRENHAL
program areas have different approval processes for their course material and may n f Curriculum Review
require the same documents braintained as another program. Courses may expire a Committee Decision
various times, such as two or three years. Made, or
Includes, but is not limited to: 1 Course Completion
1 Applications; Date,or
1 Fees paid: 1 Calendar Year,
1 Course outlines whichever is applicable
T Instructor qualifications then
1 Class rosters; Destroy:
1 Course material approved or disapproved,;
T Course material created specifically by the program area;
9 Proof of attendance.
92-12-51666 | Medical Records (Confidential) Retainuntil orders final and NONARCHIVAL
Rev. 2 Copies of patient medical records reviewed during peer reviews, audits, or other blnd_lng, investigation or NONE;'\SAENTIAL
SOrfdz2 GA2yad t SNJ w/ 2 pmdbocdmMmnomy s W¢ { auditcomplete
representative, shall destroy all copies of patient medical records in their possession| then
coml) SGA2Yy 2F GKS FdzZRAGIEZ Ay@SadAiadaliarzy Destroy.
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2. DIRECTORZFFICE OFFICE NUMBER 100

This section covers records relatingthe Annual Workers Memorial Service, the Ombudsman Office, and the agency Wellness Program.

See theState Government General Records Retention Schisdiddditionalexecutive managementcords serieslong with recordselating toLegislative
Relations, Communications, and Mail Services.

DISPOSITION
AUTHORITY DESCRIPTION EECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
09-01-61902 | Workers Memorial Service Files Retainfor 6 years afterend ARCHIVAL
Rev.0 Provides documentation of the Workers Memorial Service, held once a year in the sg ©f calendar year mﬁgﬁ'ggé&”ﬁ&
to honor individuals who werkilled on the job in Washington State then OPR
Includes, but is not limited to: Transferto Washington State
q Invitations selective retention.
1 Posters
1 Copiesof e-mail correspondence
1 Agendas
1 Gopies of handouts and/or presentations
1 Pictures
1 DVDs d service.
Note:Records will not include any personal identifiable information, such as claim file
information, home addresses, telephone numbers, etc.
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21 OMBUDSMAN®FFICE OFFICE NUMBER 106

The activity relating to the Sdlfisurance Ombudsmans Office.

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DIEIE;ES,I\IJI(?I\II\IAACII\]TI?ON DESIGNATION
NUMBER (DAN]
10-12-62347 | OmbudsmartFiles Retainfor 1 year afterend of | NONARCHIVAL
Rev.0 The Ombudsman Office is an advocate for injured workers ofrelfed employers per | fiscal year NONESSENTIAL

chapter51.14RCW They offer and provide information on industrial insurance to their| then OFM

clients and identify, investigatend facilitate resolution of industriahsurance complaints| pestroy,
from injured employees.

All communication is cordéred privileged and confidential and disclosure is prohibited
per RCW 51.14.370. Documentation may include but is not limited to: authorization f
correspondence, notes, and copies of medical files. Statistical data is maintained for
annual reportingpurposes to the Governor. The records series used for the annual re
isDANGS 15008.

Only Ombudsman files in which the investigation is closed, or the informational respa
is complete, will be destroyed.
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3. RISK MANAGEMENT AND INTERNAL SAKEHRCE NUMBER 220

This section covers records relating to insurance, Federal Emergency Management files, ergonomics, Occupational Sadtty AdmhiHistration 300 files,
and job hazard analysis.

See theState Government General Records Retention Schisdtiddditional records series relating to risk management, vehicle management, and security.

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DIQEBESII\ITTISDI\,J\I:CI:\IT?ON DESIGNATION
NUMBER (DAN]
09-05-62022 | ErgonomicAssessments for Agency Business Areas Retainfor 6 years after NONARCHIVAL
Rev.0 Provides documentation of ergonomic assessments for specific business areas comy Superseded NON%SPSRENT'AL
upon request. Documentation includes but is not limited to assessment review and fit  then
recommendations. Destroy.
09-05-62021 | Ergonomic Consultations for Agency Staff Retainfor 6 years after NONARCHIVAL
Rev.0 Provides documentation of ergonomic consultatiame for all agency staff. employee either transfers, NON%SPSRENT'AL
Consultations are done on request by either the ergonomic coordinator or a trained g retires, or leaves state
Documentation may include but is not limited to: completed consultation form, final | Service
recommendations and correspondence. then
Destroy.
09-05-62024 | Job Hazard Analysis Files Retainfor 3 years after NONARCHIVAL
Rev.0 Providesdocumentation of job hazard analyses done for each division or unit in the | Superseded NONE;'\SAENT'AL
agency. The analysis is an overview of possible employee hazards for a particular jol then
or section. This reporting process is done approximately every three years. Destroy.
3. RISK MANAGEMEN
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DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DIFS{IEQESII\IJIC?I\II\IAACII\ITI?ON DESIGNATION
NUMBER (DAN]
99-11-59344 | Risk Management, Federal Emergency Management (FEMA) Files Retainfor 3 years afterfinal NONARCHIVAL
Rev.l Provides documentation of L&laims, following disasters, against FEMA and claims | Payment received NON(E;’\SAENT'AL
resolution. then
Note: 44CFR Part 206 states that documentation grant recipients must maintain financial| Destroy.
program records for thregears following final payment for FEMA auditing purposes.
99-11-59343 | Risk Management Insurance Files Retainfor 2 years aftempolicy | NONARCHIVAL
Rev.1 Providesdocumentation of insurance information, such as coverage summaries and ¢ renewal date NON(E;RSAENT'AL
of billing invoices. then
Note: The Department of Enterprise Services Risk Management Office maintains copies | Destroy.
original insurage policies and manages all insurance claims. L&l have no originals and al
responsible for initiating or reapplying for the policy.
3. RISK MANAGEMEN
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4. ADMINISTRATIVE SERVICES DIVISOBINICE NUMBER 900

This section covers records relating to the administrative duties of managing a state agency.

See theStateGovernment General Records Retention Schdédubalditional records series relating to facilities management, contracts and purchasing records,

forms management, public disclosure, publishing, records management, and financial management.

41 RESEARCH AND DMFERVICE®DMINISTRATIONOFFICE NUMBER 953

The activityrelating to program specific studies.

See the State Government General Records Retention Schedule for additional records series relating to general ageretyoadminist

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DIEEEEII\I'I:IIIOOI\II\I:C'\IT?ON DESIGNATION
NUMBER (DAN]
98-01-58223 | Research and Data Services (RDS) Study Documentation Retainfor 15years afterend ARCHIVAL
Rev.2 Provides documentation on program specific studies related to projects and pilots to | Of study (Appraisal Required
. . . . . . . NONESSENTIAL
improve agency operations. The information compiled contains research and analysi{ then OPR
projects/pilots and is used for future studies conducted by RDS. Records may imalud¢ Tyansferto Washington State
are not limited to: data files from administrative data and surveys, codes used to con{ archives fomppraisal and
data analysis, documentation of data elements, data gathered relating to practices of| se|ectiveretention.
other statesas they relate to agency operations (fact findinggs of poject events,
timelines, draft reports with tracked changes and stakeholder comments, and final
reports.
4. ADMINISTRATIVE
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4.2 RESEARCH AND DATA SERVICES ADMINISTRRIOREM\U OF LABOR AND STATISTICS (BLS) INFORMAT
OFFICE NUMBER 953

The activityrelating to data on injury, iliness and fatalities gathered through a cooperative effort between the federal Burehorobtatistics and

L&l
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DISEEEII\I'I:IIIOOI\II\I:C'\IT?ON DESIGNATION
NUMBER (DAN)
74-09-06926 | Bureau of Labor Statistics Survey File Retainfor 3 monthsafter NONARCHIVAL
Rev.6 Provides documentation of injuri@nd/or illnesses in workplaces as reported by release of case and NONESSENTIAL
employers. demographic data (annually OFM
Note: Confidential. in November)
then
Destroy.
08-08-61812 | Census of Fatal Occupational Injuries (CFOI) Files Retainfor 1 year afterend of | NONARCHIVAL
Rev.l Provides documentation of Washington workplace fatalities. collection calendayear NONE;'\SAENT'AL
Note: Confidential per the signed agreements betwleghand the US Department of Labor then
Occupational Safety and Health Statistics Program Cooperative Agreement under sectio] Destroy.
the Washington State Department of Health agreement under sections V and VI.
08-06-61790 | Occupational Safety and Health Statistics (OSHA) Progga@ooperative Agreement Retainfor 3 years afterend ARCHIVAL
Rev.0 Agreement between L&I and the US Department of Labor fop#récipation in the of federal fiscal year (Appraisal Required
. . . . NONESSENTIAL
Survey of Occupational Injuries and llinesses and Census of Fatal Occupational Injul  then OPR
program. Transferto Washington State
Archives for appraisal and
selective retention.

4. ADMINISTRATIVE
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5. INSURANCE SERVICESIDION; OFFICE NUMBER 501

This section covers records relatingatctuaries, Industrial Insurance claims, claims training;I8slfrance, Crime Victims, Employer Services, Health Service
Analysis, and Safety and Health Assessment and Research for Prevention.

See theState Governnmat General Records Retention Schefloledditional records series relating egal services and executive level records regarding policy,
studies, quality performance and improvement, interpretive and policy statements

5.1 ACTUARIAL SERVIGEXFICE NUMBES02
The activityrelating to the actuarial and financial functions of the State Fund, recommending premium rates for industrial insuranacge cove
establishing liabilities for industrial insurance benefits and expenses, and measuring and analyziieg indroperational performance
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS Dlzgggll\gi)ol\lj\lﬁcl:\lT?ON DESIGNATION
NUMBER (DAN]
11-04-62438 | Annual Rate Documentation Retainfor 5 years afterend ARCHIVAL
Rev. Provi mentation an velpemium rates. of quarter (Appraisal Required
ev.0 ovides documentation and data to develpmium rates o NONESSENTIAL
. OFM
Transferto Washington State
Archives for appraisal and
selective retention.
99-09-59293 | Class Experience By Subclass Retainfor 5 years after end NONARCHIVAL
Rev. 1 Provides documentation for exposure and loss incurred by subclass for theéive of of calendar year NONE)IS:;ENT'AL
experience used by ratemaking. then
Destroy.
99-09-59294 | Experience Rate Plan Retainfor 10 years after end| NONARCHIVAL
Rev. 1 Provides documentation on experience rating by size of firm and size of experience | Of calendar year NON%S:QENT'AL
modification factors. then
Destroy.
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5.1 ACTUARIAL SERVIGEXFFICE NUMBES02
The activityrelating to the actuarial and financial functions of the State Fund, recommending premium rates for industrial insuranace cove
establishing liabilities for industrial insurance benefits and expenses, and measuring and analyziieg indroperational performance

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DIFS{IEQES,I\IJI(?I\II\IAACII\ITI?ON DESIGNATION
NUMBER (DAN]
84-06-34074 | L&IBasic Forecasts Retainfor 3 years after end ARCHIVAL
Rev.2 | Provides documentation for budget, planning and Industrial Insurance assessment rg Of calendar year (Appraisal Required
then NONESSENTIAL
_ OPR
Transferto Washington State
Archives for appraisal and
selective retention.
84-06-34007 | Overall Loss Reserve2nd Quarter¢ Fiscal Year End Retainfor 20 years after end| NONARCHIVAL
Rev. 2 Provides overall documentation and data to develop yea claims reserves. of fiscal year NON'(EDSPSRENT'AL
then
Destroy.
84-06-34011 | Overall Premium and Base Rates Retainfor 10years afterend ARCHIVAL
Rev.2 Provides documentation of methods and results of calculations in fund level adjustm¢ ©Of calendar year (Appraisal Required
: . . . ) NONESSENTIAL
in premium rates, and parameters and steps used in setting manual rates byistal then OPR
Transferto Washington State
Archives for appraisal and
selective retention.
99-09-59287 | Pure Premium Review Retainfor 5 years after end NONARCHIVAL
Rev. 1 Provides documentation establishing Industrial Insurance and medical aid baseyates ©f calendar year NONgIS:fAENT'AL
class. then
Destroy.
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5.1 ACTUARIAL SERVIGERFFICE NUMBES02

The activityrelating to the actuarial and financial functions of the State Fund, recommending premium rates for industrial insuranace cove
establishing liabilities for industrial insurance benefits and expenses, and measuring and analyziieg indroperational performance

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DIFS{IEQES,I\IJI(?I\II\IAACII\ITI?ON DESIGNATION
NUMBER (DAN]
84-06-34009 | Retrospective Rating Rate Documentation Retainfor 7 years after end NONARCHIVAL
Rev. 2 Providesdocumentation and data to develop quarterly rate tables. of quarter NON%SPSRENT'AL
then
Destroy.
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5.2 CLAIMS ADMINISTRATIQNFFICE NUMBER 510
The activityrelating to receiving and managing all state fund industrial insurance claims.
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DIFSQIEQESII\IJI(?I\II\IAACI:\]TI?ON DESIGNATION
NUMBER (DAN)
07-09-61619 | Industrial InsuranceCompensable (Time Loss) Claim Fij&tate Fund Retainfor 75 years after last| NONARCHIVAL
Rev.1 |52 0dzySyidl A2y LISNIFAYAyYy3d G2 GKS LINEOSZ claimclosure ESSENTIAL
for an industrial insurance injury or illness. Media: Paper copies imaged into approve| then OPR
electronic imaging systen@RION, with some data maintained in the electronic Destroy.
application LINIIS.
07-09-61620 | Industrial Insurance NoiCompensable (Medical Only) Claifiesg State Fund Retainfor 40 years after last| NONARCHIVAL
Rev.1 |520dzYSyidl dA2y LISNIFIAYAy3I (2 GKS LINE OSZ claimclosure ESSENTIAL
for an industrial insurance injury or illness. Media: Paper copies imaged into approve| then OPR
electronic imaging system, ORION, with some data maindaiméhe electronic Destroy:.
application LINILS
09-01-61920 | Opioid Prescription Report Retainfor 2 years after end | NONARCHIVAL
Rev.1 Electronic report which identifies claims thapioid prescriptions have been paid in the of month NONEIS:;ENT'AL
last four months. Unit supervisors and/or claim staff review the report monthly, addin¢ then
comments regarding the status of the claim when necessary. Report is managed b | pestroy,
hLISNF A2y al ylr3aSNRa aSONBUOUINARSaED ¢KAA
purposes.
Note: The electronic copy is the original. All paper copies are considered secondary and
destroyal when no longer needed undeANGS 50005.
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5.2 CLAIMS ADMINISTRATIQNFFICE NUMBER 510
The activityrelating to receiving and managing all state fund industrial insurance claims.
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DIFSQIEQESII\IJI(?I\II\IAAC':\IT?ON DESIGNATION
NUMBER (DAN]
88-03-41809 | Hardcopies of Industrial Insurance Claims Fit&Sompensable/NorCompensable Retainfor 75years aftedast NONARCHIVAL
Rev2 |LyOfdzRSa it R20dzySyida LISNIFAyAy3 G2 (claimeclosure ESSENTIAL
claim filed for an industrial injury or iliness prior to June 1994. then OPR
Destroy.
88-MF41810 | Industrial Insurance Compensable/Nebompensable Claims FileMicrofiche Retainfor 75years aftedast NONARCHIVAL
Rev3 Includes alR2 Odzy Sy i a LISNIFAYAYy3 (G2 GKS LINE O claimclosure ESSENTIAL
claim filed for an industrial injury or iliness prior to June 1994. then OPR
Destroy.
93-11-53227 | Hardcopies of Industrial Insurance Claim FiteSompensabl&Non-Compensable Retainfor 75 years after last| NONARCHIVAL
Rev.1 |LyOf dzRSa Itf R20dzySyida LISNIIFAYyAy3 2 (claimclosure ESSENTIAL
claim filed for an industrial injury or iliness prior to June 1994. then OPR
Destroy.
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5.3 CLAIMS ADMINISTRATIQRLAIMS TRAINING AND COACH/MENTORING; @FHICE NUMBERS 561 AND 5¢
Theactivity relating to developing, communicating and implementing internal pdlicieé JN2 @A RAy 3 Of F aaNR2Y (NI Ay
Adjudicator program and claims managers trainees, the curriculum for the initial and ongoing training of L.&1 stafms issues, and
coaching/mentoring new claims staff

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN! DISPOSITION ACTION
10-06-62224 | Claims Administration Training anApprenticeship Program Records Retainfor 4 yearsafter NONARCHIVAL
Rev.0 Records include all participant documentation throughout then@@th Apprenticeship Jou_rneyman status is ESSENTIAL
program and any other training program established for claims administration staff | achieved OFM
Documentation may include but is not limited to: warkecking documents, feedback then
reports, coach and trainer daily and monthly logs and submittal forms. Destroy.
10-06-62225 | Claims Training and Coach/Mentoring Program Working Files Retainfor 1 year after data NONARCHIVAL
Rev.0 | Records includ&ainer, coach and mentor working files used to document class entered and verified into NONgIS:fAENTIAL
participation of trainees in the2month claims traininggrogram Trainers and electr_onlc format, or
02+ OKk YSYy(i2NB R20dzySyid GKSANI Of I 3ada | submitted tothe WSATC
information into electronic formatThe electronic record is considered the original then

Documentation may include but is not limited whailies and déy logs, critical breakout | pestroy,
lists, related supplemental instruction, feedback sheets, and copies of all records nee
for the Washington State Apprenticeship Training Council (WSATC)

12-03-68234 | Training ProgranmHistory Files Retainfor 25years after ed ARCHIVAL
Rev.0 Provides documentation dhe development and use of instructional and-tre-job of calendar year (A’\Tgrﬁéas' Sng(ll\lu#&jL
material for the training of claims stathcludes lesson plans and designs. then PR

Transferto Washington State
Archives for appraisal and
selective retention.
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5.4  CLAIMS ADMINISTRATIQRUALITY ASSURANCBFFICE NUMBER 562

¢CKS FOGAGAGE NBtFdAYy3a (2 O2yRdzOGAY 3 &aSNIBAOS LISNF 2 NI I ¢ldn®, ahddgpesial
internal projects.
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DIFS{IEBEII\IJI(?I\II\IAAC'I\ITI?ON DESIGNATION
NUMBER (DAN]
10-12-62348 | Quality Assurance Claims Review Retainfor 2 years after end NONARCHIVAL
Rev. 0 Provides documentatioof evaluations and speciegview of state fund claim adjudicatiof Of quarter NONESSENTIAL
. = _ . : OFM
records Records include but are not limited to: quality assurance review forms and then
statistical reports Destroy.
10-12-62349 | Quality Assurance ReviewSpecial Projects Retainfor 6 years after NONARCHIVAL
Rev.1l Provides documentationf special internal projects requested by business area or project review is complete NON%IS:%ENT'AL
program managerSubject matter may include but it limited to: reopening of claims, then
occupational disease, and wage calculations Destroy.
Excludes records covered by:
9 State Publications (DAN GS 15008)
1 Studies (Major}; Final Reports (Unpublished) (DAN GS 10016)
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5.5 INTEGRATED CLAIMS SERVICESAL SERVIGESHIRD PARTYSTRUCTURED SETTLEMEDNHFICE NUMBER
936
The activity relating tseeking recovery &t I Y 35a F2NJ I 62NJ] SNR& Ay2dz2NBE OFdzAaASR o6& | (K
GKS SYLX 2SS (KSvyaStg@dSa gKAES Ffaz2z NBOSAGAY3a 22NJSNEQ /2YLISyal
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS Dlgggzll\glool?ngION DESIGNATION
NUMBER (DAN]
97-03-57532 | Legal Documents Concerning Third Party Action Working Files Retainuntil action resolved NONARCHIVAL
Rev.1l Provides documentationf personal injury actions, mediation and court appearance to| then NONESSENTIAL
: ) . ) > _ I . OFM
resolve third party claim$May include but is not limited to: mediation briefs and Destroy:.
attorney/client-privileged communicationg-inal Mediation Disposition is scanned into t
claim file and retained for 75 years undedustrial Insurance Compensable (Time Loss
Claim Fileg StateFund(DAN 0709-61619).
97-03-57530 | Special Assistant Attorney General (SAAG) Lists Retainfor 6 years after end NONARCHIVAL
Rev.1 | Provides documentationf private attorneys assigned SAAG status for third party of calendar year NON'(E;%ENT'AL
litigation. Documentation includes correspondence and SAAG lists sent to the Washii then
10-06-62204 | Third Party Tracking System Retainuntil 6 years after NONARCHIVAL
Rev.0 Provides documentatioof third partyfiles in their various stageblsed as a tracking tool| &ction resolved NONESSENTIAL
. . . . . . OPR
to capture key information about the cases, including fiscal documentation then
Destroy.
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5.5 INTEGRATED CLAIMS SERVICESAL SERVIGESHIRD PARTQYYSTRUCTURED SETTLEMENFICE NUMBER

936
The activity relating tseeking recovery &t I Y 35a F2NJ I 62NJ] SNR& Ay2dz2NBE OFdzAaASR o6& | (K
GKS SYLX 2SS (KSvyaStg@dSa gKAES Ffaz2z NBOSAGAY3a 22NJSNEQ /2YLISyal

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DISE(TJE'I\'TTISJI\TXETION DESIGNATION
NUMBER (DAN]}

14-12-68724 | Structured Settlement Application or Referral Negotiated and Ndagotiated Retainuntil 6 years after NONARCHIVAL
Rev. 0 Provides documentationf Structured Settlement application or referral for negotiated | action resolved NON%SPSRENT'AL
andnon-negotiated agreementdf a contract is negotiated, the Board Settlement then

Document (BSD) and the Claims Resolution Structured Settlement Agreement (Cont| pestroy,
are imaged into Orion and maintained in the claim file.
Documents may include, but aneot limited to:
1 Original application;
1 Email referral;
1 Income and Expenses form;
1 Summary Templates that document review of the claim;
1 Settlement Recommendation that supports the presentation for approval or
denial;
Copies ofreports of accident, allowance orders and case reserves from origing
Orion file;
Notes during discussions leading to decision;
Communications to affected parties;
Internal communications to clarify position;
Best interest declaratign
Board setttment documents;
Claims resolution structured settlement agreement;
Beneficiary designation;
Request for withdrawal from structured settlement

=

=4 =4 -4 -8 -8 _a_°a_2
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5.6 INTEGRATED CLAIBERVICES_EGAL SERVIGHZOLICYX OFFICE NUMBER 560
The activity relating tdnistorical recordO NS I G Ay 3> AYLINRGAY3I | YyR dzLJRFGAY3I 22NJSNEQ / 2Y

DISPOSITION
RETENTION AND
AUTHORITY DESCRIPTION OF RECORDS DISPOSITION ACTION DESIGNATION

NUMBER (DAN)]

Retainfor 25years after end ARCHIVAL

10-06-62223 | Policy Program History Files
Rev.l Provides documentation dfistorical records such die creation and updating of policie ©f calendar year (Al\Tglilzasl géqN“T”lfL
and procedures, and projects related to the missiothef Policy program. then OPR

Transferto Washington State
Archives for appraisal and
selective retention.
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5.7 INTEGRATED CLAIMS SERVIRESURN TO WORK PROGRM@CATIONAL DISPUTE RESOLILTOBNICE

NUMBER 513
The activity relatingi 2 NBGBASgAy 3 @201 GA 2y f.TH Nikdiddziakes thefifal dedisBns RasadBrOtinge Ndooinmeénda

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DIEEBET';Q\T‘:QT?ON DESIGNATION
NUMBER (DAN]}

08-03-61780 | Dispute Tracking System Database Retainfor 6 years after end NONARCHIVAL
Rev.0 Electronic Access database tracks every vocational dispute filed by a claimant includ ©f calendar year ESSENTIAL
not limited to: when the dispute was received, the vocational services specialist the then OPR
dispute isassigned to and the final resolution. Destroy.
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5.8 INTEGRATED CLAIMS SERVIRETSURN TO WORK PROGRARIVATE SECTOR REHABILITATION SERVIC

OFFICE NUMBER 514
Theactivity relating to VocationaV S Kl 0 Af AlGl GA2Yy [/ 2dzyaSt2NBR o0xw/ a0 FYyR *w/ aQ I dzRA
Industrial Insurance claims.

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DISEEEII\I'I:IIIOOI\II\I:CI\IT?ON DESIGNATION
NUMBER (DAN]
08-12-61981 | Audit Selection Plas for Vocational Rehabilitation Counselor (VRC) Retainfor 5 years after end NONARCHIVAL
Rev. 0 Provides documentatioregarding why a VRC was audit&tiese records are used as a | ©f calendar year NON(E)IS:E'ENT'AL
risk management tool to determine which VRCs may be audited in the following year| then
Note: These records do not contain audit working papers or audit reports. Destroy.
08-12-61980 | Vocational Rehabilitation Counselor (VRC) and Intern Application Records Retainfor 25years afterend NONARCHIVAL
Rev. 0 Documentation tracks all incoming VRC and Intern applications by recording the datg ©f calendar year NON%SPSRENT'AL

application is received, date sent to Provider Account, provider number, date entered then

electronic system LINIIS, date informational letter sent oytrtavider and logi ID if Destroy.
needed Documentation also includes all records regarding the assignment of provide
f23Ay L5a 0KNRdAzZAK2dzi | LINPJARSNRAa f AT
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5.9 INTEGRATED CLAIMS SERVIRESURN TO WORK PROGRAREFERRED WORKER PRO@GRANHAICE
NUMBER 515

The activity relating taffering employers financial incentives to hire qualified injured workers who are unakelerrn to the employer where the
industrial injury/occupational disease occurred.

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DISEE@I\I‘I:IIIOOI\II\I:CI\IT?ON DESIGNATION
NUMBER (DAN]
98-10-58815 | Preferred WorkelStatistics Retainfor 6 years afterend NONARCHIVAL
Rev. 1 Provides compiled documentation of employers, employees, and vocational service | Of calendar year NON%SPSRENT'AL
specialists that participate in the preferred worker program. then
Destroy.
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5.10 INTEGRATED CLAIMS SERVIRETURN TO WORK PROGRAMERAPY SERVICES, WORKSOURCE PROG
OFFICE NUMBERS51
The activity relatingt& NB2 Yy 2 YA O O2yadzZ GFGA2ya GKF G Gomgensatibd ciin and WarkBoudc Vobalohdl (i
Services Specialists records.
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DISEBEII\I'I:I;IOOI\II\I:CI\ITI?ON DESIGNATION
NUMBER (DAN]
96-06-56866 | Therapy Services Non-ClaimErgonomic Consultations Retainfor 6 years after NONARCHIVAL
Rev. 2 Documentation created from an ergonomic worksite consultation, and recommendati| feferral closure date NON%SPSRENT'AL
that are not related to an industrial insurance claim. then
Note: Claimrelatedconsultations are retained undérdustrial Insurance Compensable (Til Destroy.
Loss) Claim FilesStateFund(DAN 0709-61619)
10-05-62196 | WorkSource Vocational Services Specialist Working Files Retain for 5years after NONARCHIVAL
Rev. 0 The WorkSource Vocational Services Specialists (VSS) provide a full range of vocati| eferral closure date NONE)IS:;ENT'AL
services¢ KS& LISNF2NY aidlyRFEf2yS 2206 |yl &a then
assist workers to find jobs and improve their skills to increase employabit$ working Destroy.
files their skills to increase employabiliySS working files their skills to increase
employability VSS working files their skills to increase employabili working files may
include but are not limited to: case notes, vocational testanyy medical chart notes fron
the doctor, correspondence, and school transcrifise documentation is compiled into
monthly progress report, which is imaged into the¥laiy G Qa Of F AY FAf
years undetndustrial Insurance Compensable (Time Loss) Claing Bilate Fund(DAN
07-09-61619)
Note:Retention requirements per WAC 2D&A400.
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5.11 INTEGRATED CLAIMS SERV|EENSIONGSPENSION BENEF{ISFFICE NUMBBR4

The activity relating tavorkers or their families who receive pension benefitseif injury prevents them from ever becoming gainfully employed,
their family receives benefits after an-thre-job fatality.

I?’-\ILSJ'IF')SS:R-’FIITOYN DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
08-12-61952 | Department of Retirement System FilesNo Claim Retainfor 25years after NONARCHIVAL
Rev. 0 Provides documentation regarding the determination of entitlement for a-time review process complete NON%SPSRENT'AL
benefit of $150,000 to the relatives of individugls who dieg on thfe jop clas,sifieAd unge then
PERSSERSand TERX A a Aa | aSLI NXruS SYuAiuf SYSy Destroy.
Compensation claim at the time of death.
08-12-61953 | Fatality Files¢ No Claim Retainfor 25years after ARCHIVAL
Rev.0 Provides documentation afdividuals who died on the job but the accident is not cove| "€view process complete (Al\TgrliiEasl gEqN“T"lijL
under Title 51. then
Documentation includebut isnot limited to: Transferto Washington State OPR
§ Death certificates: Archives for appraisal and
q Obituaries: selective retention.

1 Newspaper articles covering the accident;
1 Investigation reports;
1 Information from the employer or family.

Note:Title 51 is the laws and regulations that govern worker compensation benefits.
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5.11 INTEGRATED CLAIMS SERVIEENSIONGPENSION BENEFEIGFFICE NUMBBR4
The activity relating tavorkers or their families who receive pension benefitseif injury prevents them from ever becoming gainfully employed,
their family receives benefits after an-thre-job fatality.

DISPOSITION RETENTION AND

AUTHORITY DESCRIPTION OF RECORDS DESIGNATION
NUMBER (DAN] DISPOSITION ACTION
10-06-62217 | Pension Benefit Account Change Records Retainfor 6 yearsafter NONARCHIVAL
Rev. 0 Provides documentationf changes made to pension benefit accounts, including Socig eview complete NON%SPSRENT'AL
Security Administration (SSBénefit coordination A percentage of all changes are then
NEGASESR FyR O2YLAESR Ayid2z I NBLRZNI dz pestroy
Office.

Working files include but aneot limited to:
1 Pension benefit change reports;
1 Special on time payments of pension benefit coordination reports;
1 Tracking spreadsheet;
1 Final monthly statistic reports.

08-0561784 | Pension Screen Reports Retainfor 1 monthafter NONARCHIVAL
Rev.0 |t NPPARSE | aylLBaK2(G 27F LISy aA 2 gnapsiotnBSuge monthly payment run NONE)SF?AENT'AL
to recreate pension file screens on anreeeded basisScreen shots are created once a | then
month; when a nes screen shot is taken, it supersedes the former month. Destroy.
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5.12 CRIME VICTIM COMPENSATION PROGFR*WICE NUMBBRO

The activity relating tan individual who has suffered personal injury from a violent crime and receives compensation from the Washington §
Crime Victim Compensation Program to assist in paying expenses such as medical bflfsdmssal support, and funeral expenses

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
92-04-50266 | Crime Victim Compensation (CVC) Program Administrafives Retainfor 6 years afterend ARCHIVAL
Rev.l Documentationincludes monthly and quarterly reports, administrative plans, policies, | ©f calendar year (Al\Fl)grliIEaSl g;qN“T”lfL
mission statements and procedures, and various working files specific to the then OFM
administrative SeCtion Of CVC. Transferto Wash”']gton State
Recordsnay also include, but aneot limited to: Archives for appraisal and
q Statistics: selective retention.
i CVC steering committee meeting minutes and files;
1 Ad hoc meeting minutes andds;
1 Customer surveys and results;
1 Programrelated news clippings;
1 Projects;
1 Correspondence
08-09-61847 | Crime Victim Documentatiog No Valid Claim Number on File Retainfor 2 months after NONARCHIVAL
Rev. 0 Documentation received by the sections within the Crime Victim Compensation Prog| €nd ofmonth NONE)IS:fAENT'AL
that cannot be matched ta filed claimRecords are researched anflit is regarding a bill] then
after 45 days a remittance advice is sent to the provider noting that the bill was unpaj pestroy,
due to missing claim informatio™No notification is provided to senders of noiil
documents.
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5.13 CRIME VICTIM COMPENSATION PROGERAM PAYMENT UNJOFFICE NUMBBR1

The activity relating tahe documentation and processing of Crime Victim Compensation Claims medical bills.

I,DAILSJ'IF')SS:R-’FIITOYN DESCRIPTION OF RECORDS DIFSQIEQESII\IJI(?I\II\IAAC,:\ITI?ON DESIGNATION
NUMBER (DAN]
08-03-61778 | Bill QualityAssurance Files Retainfor 6 yearsafter end NONARCHIVAL
Rev. 0 Provides documentation pertaining to bill quality assurance files. of quarter NON%SPSRENT'AL
then
Destroy.
09-07-62069 | Crime Victim Claimg Medical Bills Retainfor 25 years after datg NONARCHIVAL
Rev. 0 Provides documentation of all medical bills received and processed on Crime Victim paid NON%SPSRENT'AL
claims. then
Destroy.
09-01-61921 | Data Entry Batch Cover Sheets Retainfor 6 yearsafter batch | NONARCHIVAL
Rev. 1 Documen}atio[provided on the cover sheets is entered into the Medical Information 3 completed NON'(EDS;?ENT'AL
tFe2YSyld {eadSy odaLt{0 gKAOK IOUAQI(Sa then
information from the medical billsan be keyed into the syste@ocumentation on the | pestroy,
cover sheets includes: Internal Control Number (ICN); the batch number; the beginni
and ending document numbers; the total documents in the batch; the batch type and
accounting code; the date batch wasti®ated and by whom; and the date keyed and by
whom. If any bills are deleted from the batch during processing, this is also noted on
cover sheet.
92-04-50264 | Forensics Assault Exam Bills Retainfor 6 yearsafter bill NONARCHIVAL
Rev4 Provides dcumentationof authorized payment for medical exanhscludes medical processing complete NONE;%ENT'AL
reports. then
Destroy.
Page31of122
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5.13 CRIME VICTIM COMPENSATION PROGERAM PAYMENT UNJOFFICE NUMBBR1

The activity relating tahe documentation and processing of Crime Victim Compensation Claims medical bills.

DESIGNATION

AUTHORITY DESCRIPTION OF RECORDS _RETENTIONAND
NUMBER (DAN]
92-04-5028 | Preliminary Payment Summary Reports Retainfor 6 yearsafter end
Rev. 3 Documentationincludesseveraffiscalreportsof all crime victim bills approved for of quarter
payment then
Destroy.

NONARCHIVAL
NONESSENTIAL
OPR

08-05-61785 | Provider and Claimant Remittance Advices Retainfor 6 yearsafter end

Rev.1 DocumentationLINE A RSa | RSGFAf SR adzyyl NB 27F |ofcalendaryear
request for reimbursement during a specific payment cycle for Crime VictimsTbils then

original copy is an electronic repgtoduced from the Medical Information Payment Destroy.

System (MIPS) and maintained electronically in an Electronic Operating SystenA(&D
includes microfiche copies, which were no longer produced after July. 2008

NONARCHIVAL
NONESSENTIAL
OPR

97-07-57851 | Provider Registration Records Retainfor 6 yearsafter

NONARCHIVAL
NONESSENTIAL

Rev.2 | Documentation ofprovider eligibility and certification to provide medical treatment and| Provider terminated o
mental health services to eligible crime victim claimaMedia: Originals are in paper; then
copies are scanned and imaged for referenceppses only. Destroy.
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5.13 CRIME VICTIM COMPENSATION PROGERAM PAYMENT UNJOFFICE NUMBBR1

The activity relating tahe documentation and processing of Crime Victim Compensation Claims medical bills.

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DIFSQIEQESII\IJI(?I\II\IAAC':\IT?ON DESIGNATION
NUMBER (DAN]
09-03-61947 | Reference Summary Reports Retainfor 6 yearsafter end NONARCHIVAL
Rev.0 | Provides documentation afpdates, changes, and deletions made to Medical Informatj Of calendar year NONESSENTIAL
Payment Systermg Crime Vidms (MIRC). then OPR
Records include but amot limited to: Destroy.
I Terminated provider numbers;
1 Tax verification;
1 1099 reporting;
1 Procedure code changes;
I Tax master reports;
1 Provider payment reports;
1 Ad hoc reports.
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5.14 CRIME VICTIM COMPENSATION PRO@GRAMIMS UNI¢ OFFICE NUMBBR2

The activity relating tahe processing and management of Crime Victim Compensation claim files.

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DIFS{IEQES,I\IJI(?I\II\IAACI:\ITI?ON DESIGNATION
NUMBER (DAN]
74-08-06757 | CrimeVictim Claim File Retainfor 75years after NONARCHIVAL
Rev.4 Provides all documentation pertaining to a claim for an individual who has been injurq claim closed ESSENTIAL
during the commission of eime andthe subsequent responsibilitiexf the State of then OPR

21 aKAYy3G2yQa / NAYS £A00AYA /2YLISYal dA 2 pestroy
Includes, but im0t limited to:

1 Application for benefits;
1 Medical records;
1
1

Law enforcement records;
Claimrelated correspondence.
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5.15 EMPLOYEBERVICEOFFICE NUMBEBRO

The activity relatingt® Y LJX 2 & SNJ 6 CA NX U

IC@npenstijoil badeateS and risk ciidéds SahtEg@arterly premiums paid by empl

DISPOSITION

AUTHORITY DESCRIPTION OF RECORDS DIFSQIEQES,I\IJI(?I\II\IAACII\]TI?ON DESIGNATION
NUMBER (DAN]
05-03-60843 | Annual RateNotices Retainfor 10 yearsafter end NONARCHIVAL

Rev.1l Documentation of notifications to employers of annual industrial insurance rate chang ©f calendar year NON%SPSRENT'AL
Media: formerly on microficheAs of July 2008, rate notices are electronic. then
Destroy.
84-06-34101 | Class and Sulglass Experience Retainfor 10 yearsafter end NONARCHIVAL
Rev.l Provides documentation of loss and exposure dataolicies that have suiccounts and | Of calendar year NON%SPSRENT'AL
display risk classification and salassification information then
Destroy.
10-01-62193 | Dividends Retainfor 6 yearsafter final NONARCHIVAL
Rev.0 Records include all documentation pertaining to the issuance of dividends to actiontaken NON%S;QENT'AL
policyholders. then
Destroy.
98-10-58817 | Employer Accounting Systems Enhancement (EASE) Adjustment Reports Retainfor 3 yearsafter NONARCHIVAL
Rev.l Provides documentation afdjustments of premiums and penalty/interest on employer| report date NONEIS:;ENT'AL
accounts then
Destroy.
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5.15 EMPLOYEBERVICEOFFICE NUMBEBRO

The activity relatingt® Y LJX 2 & SNJ 6 CA NX U

IC@npenstijoil badeateS and risk ciidéds SahtEg@arterly premiums paid by empl

DISPOSITION
AUTHORITY
NUMBER (DAN)]

DESCRIPTION OF RECORDS

RETENTION AND
DISPOSITION ACTION

DESIGNATION

74-03-03623

Employer Industrial InsurancAccount Files

Retainfor 6 yearsafter final

NONARCHIVAL

Rev.2 Provides documentation of all firm files pertinent to the department of workers hours | actiontaken NON%SPSRENT'AL
premium payments in accordance with RCW 51.16.0@&umentation for the firm files then
includes but is not limited to: correspondence, appeals, and varigusts. Media Destroy.
includes paper copies prior to May 2007; thereafter copies are electronic, with some
maintained in the electronic application LINIIS.
91-04-47808 | Employer Report of Hours for Industrial Insurance Retainfor 6 yearsafter end NONARCHIVAL
Rev.3 Provides dcumentation ofman hours worked, and the payroll and premium reported | Of quarter NON%?RENT'AL
and/or paid byemployees. then
Destroy.
84-06-34089 | Experience Rating Calculation Adjustments Retainfor 10 yearsafter end NONARCHIVAL
Rev. 1 Provides dcumentation ofincurred losses for employers accounts for firm numbers. | of calendar year NON%SPSRENT'AL
then
Destroy.
10-01-62194 | Experience Rating Calculations Retainfor 10 yearsafter end NONARCHIVAL
Rev.0 Provides dcumentation ofincurred and expected losses for employers accounts by fir of month NON'(E)SPSRENT'AL
number. Media: formerly on microfichdn 2000, switched to CD and is now available then
electronically. Destroy:.
Page36 of 122
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5.15 EMPLOYEBERVICESOFFICE NUMBEBRO
The activity relatingt® Y LI 2 & SNJ 6 CA NX U C@npensaoil badekateS and risk ciidéds SahtEg@arterly premiums paid by empl

DISPOSITION
RETENTION AND
AUTHORITY DESCRIPTION OF RECORDS DISPOSITION ACTION DESIGNATION

NUMBER (DAN]
10-01-62195 | Potential Unregistered Employers Report

Retainfor 6 yearsafter end NONARCHIVAL

Rev.0 Provides dcumentation ofemployers who may not have been registered prior to a claj ©f month NON%SPSRENT'AL
being filed The report is reviewed by an Employer Services staff member and, if therg then
discrepancy, a copy is given to the account manager for further retfiéaud is Destroy.

determined, the infomation is given to the Fraud Prevention Investigation section to b
investigated.
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5.16 EMPLOYEBERVICERETROSPECTIVE RATINGFICE NUMBER4

The activity relating taan optional incentive program offered to employers to minimize their industrial insurance losses.

I,DAILSJ'IF')SS:R-’FII'I'OYN DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN! DISPOSITION ACTION
84-05-33893 | Prospective Retrospective Rating Members Retainfor 2 yearsafter end NONARCHIVAL
Rev.2 Provides documentation which enables groups to see how they might fare under of calendar year NON(E)IS:;ENT'AL
retrospective rating. then
Destroy.
84-05-33895 | Retrospective Rating Enroliment FilesGroups/Individuals Retainfor 6 years after NONARCHIVAL
Rev.2 Documentation specific to retrospective enroliment, whiohludes but is not limited to: resolution of all protests and ESSENTIAL
calculations, correspondence, coordinator contact records, account balance reports, | @ppeals OPR
membership, predominant risk reports, protests and appeals, and contractual agreen then
Destroy.
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5.17 HEALTH SERVICE ANALYSIS ({8/A)CE NUMBEBRO

The activity relating ta seconebpinion program in Washington State.

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DIFSQIEQESII\IJI(?I\II\IAAC':\ITI?ON DESIGNATION
NUMBER (DAN]
10-06-62216 | Chiropractic Consultation Files Retainfor 3 yearsafter NONARCHIVAL
Rev.0 Provides documentation of Chiropractors who voluntarily apply to perform second | @greement is terminated NONESSENTIAL
opinions on injured wordrs referred by their doctors. then OFM
Records may include but anet limited to: Destroy.
1 Program application;
1 Copy of chiropractic license;
1 Continuing education credits;
1 Performance agreement;
1 Attestation letters;
T Correspondence.




o . .
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5.18 HEALTH SERVICE ANALYSIS ¢(HHEXQLTHCARE POLICY AND PAYMENT MEGBEBEE NUMBER2
The activity relating tahe development of policies, payment methods and maximum fees used to pay healthcare and vquatidieds who treat
injured workers and crime victims.

DISPOSITION RETENTION AND

AUTHORITY DESCRIPTION OF RECORDS DISPOSITION ACTION DESIGNATION

NUMBER (DAN)

98-08-58656 | Provider Fee Schedule Documentation Retainfor 15years afterdate ARCHIVAL
Rev.2 Provides a record of the complete development of the provider fee schedules, which| Of publication (Al\rl’gr;i;as' SngqNu'iFrl?L
A Y Of dzR S ompehdafios pddarent codes, based on business needs and indust then OPR
standards Transferto Washington State
Records majncludebut arenot limited to: Archives for appraisal and

Correspondence selective retention.

Benchmarking documernts

Coverage decisions

Fee schedules

Extracts

Payment policies and billing instructigns
Web documents;

Work plans;

WAC changes

=4 =4 -4 -8 _a_98_°a_49_-2
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5.19 HEALTH SERVICE ANALYSIS (HF5)VIDER CREDENTIALING AND COMPLIANEIEE NUMBBER4

The activity relating tahe management of provider accounts; provider quality, which includes medical care provided by healthcare providers
medical examiners or firms providing independent medical exams; billing audits; and continuing medical education senvilefigansd

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DIFSQIEQESII\IJI(?I\II\IAAC':\ITI?ON DESIGNATION
NUMBER (DAN]
11-04-62455 | Claims Manager Complaint Tracking Files Retainfor 2 yearsafter NONARCHIVAL
Rev. 1 Provides documentation of complaints from Claims Managers regarding Independen tracking completed NON(E)IS:;ENTIAL

Medical Exams (IME) doctor examination repatecumentation may include but is not| then
limited to: emails, databases, spreadsheets, faxes or written correspondéfexdia: Destroy.
paper and electronic.
Regarding the cuoff, W ¢ NI O1 X8 SIRDYIMSF ya GKS LINE DA
been reviewed and no further action will be taken by the departmérfurther action is
required, the documentation becomes a part of the records series tRied/ider Peer
Review and Complaint Files (DAINO4-62440)

98-08-58654 | Independent Medical Exam (IME) Providers Retainfor 6 yearsafter NONARCHIVAL

Rev.1 Provides documentation of IME firms and individpadviders that perform independent services end or final action NON'(EDSF;ENT'AL

YSRAOFt SEIYAYIGA2YA T2N 2| a.Dacynitaioh may] completed
include but is not limited to: provider applications, inactivation of provider services, then
administrative action taken against provider bese complaints, orders of notice, Destroy:.
correspondence and litigation records.
Regardingthece2 T ¥ WCAYylIf 1 O0A2yQ YSIya (KS
LINE @A RSN A& p&dindull and, if @pprapBagsll terms of the settlement
agreement have been met.
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5.19 HEALTH SERVICE ANALYSIS (HF5)VIDER CREDENTIALING AND COMPLIANEIEE NUMBBER4

The activity relating tahe management of provider accounts; provider quality, which includes medical care provided by healthcare providers
medical examiners or firms providing independent medical exams; billing audits; and continuing medical education senvilefigansd

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DIEIEQESII\IJI(?I\II\IAAC’:\ITI?ON DESIGNATION
NUMBER (DAN]
11-04-62454 | Injured Worker Complaint Trackingiles Retainfor 3 yearsafter NONARCHIVAL
Rev. 0 Provides documentation of complaints from injured workers against Independent Me( tracking completed NON(E)IS:;ENTIAL
Exam IME) doctor®ocumentation may include but is not limited to: faxes, written then
correspondence, or secure message. Destroy.

Regardingthece# FFY We¢ NI Ol Ay3d O02YLIX SGSRQ YSIy
been reviewed and no further action will be taken by tlepartment If further action is
required, the documentation becomes a part of the records sé?iewvider Peer Review
and Complaint Files (DAN-04-62440).

77-10-20108 | Provider Account Records Retainfor 20 yearsafter NONARCHIVAL
Rev 5 Provides documentation of assigning payee numtermsedical and nommedical inactivation date NON'(E;%ENT'AL
providers and any related correspondence between L&l and the prowdgee numbers| then
are used to issupayments to providers for services provided to industrially injured Destroy:.
workers Media includes paper prior to July 2007, electronic copies scanned into ORI
and electronic information maintained in LINIIS.
08-06-61783 | Provider Account Statistical Reports Retainfor 2 yearsafter end NONARCHIVAL
Rev. 0 Documentationused for reference and compiling statisti®eports may include butre of calendar year NONESSENTIAL
. - ) o OFM
not limited to: Lien Summary Report, reports of provider enrollment numbers, missing then
provider Social Security numbers, IRS Tax ID numbers, and the inactive Provider Ac{ pestroy,
Report.
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5.19 HEALTH SERVICE ANALYSIS (HF5)VIDER CREDENTIALING AND COMPLIANEIEE NUMBBER4

The activity relating tahe management of provider accounts; provider quality, which includes medical care provided by healthcare providers
medical examiners or firms providing independent medical exams; billing audits; and continuing medical education senvilefigansd

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DIFSQIEQESII\IJI(?I\II\IAACII\IT?ON DESIGNATION
NUMBER (DAN]
92-12-51671 | Provider Medical Bill Audits and Actions Retainfor 6 yearsafter NONARCHIVAL
Rev.2 Provides documentation gfrovider medical bill auditdDocumentation may include but if @ction final or investigation NON%IS:%ENT'AL
not limited to: complaint/referral, referral analysisprder and noticecorrespondenceand completed
litigation recordsThis series does not include medical records; see DAIN-$2666. then
Regardingthece2 TFY W! OUnsBKSCRYLF NI YSK G Qa | Ol Destroy.
LINE A RSNNa RS0l KFIa o6SSy LI AR Ay ¥Fdz f
agreement have beenme® Ly @S a A3 GA2y [/ 2YLX SGSRQ
complaint/referral has been reviewed amw further action will be taken by the
department.
11-04-62440 | Provider Peer Review and Complaint Files Retainfor 6 yearsafter NONARCHIVAL
Rev. 0 Provides documentatioof professional peer reviews of treatment for quality and medi( @ction final or investigation NON'(E;%ENT'AL
necessityAlso includes provider quality of catemplaints/referralsDocumentation may | completed
include but is not limited to: professional peer review report, agency report, order of then
notice or letter of concern, followap, litigation records, reconsideration reports, Destroy:.
monitoring report, complaint files, and inddual quality care complaints submitted abot
providers This series does not include medical records; see DAN-32666.
Regardingthece2 T FY W! OGA2Yy CAYIlIEtQ YSIya (KS
LINE A RSNR&a RSO0 nk if apprapriate \all téihsioRhe sefflentenizt
FIANBESYSyid KI@S 0SSy YSio WLYy@SalAIl Az
complaint/referral has been reviewed and no further action will be taken by the
department.
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5.20 HEALTESERVICENALYS(HSA)X TECHNICAL OPERATIQRE&FICE NUMBEBR6

The activity relating tanaintaining the integrityof the Medical Information Payment System (MIPS), and the maintenance of all claimant data

necessary to support medical bills payment and management reporting.

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DIFS{IEQES,I\IJI(?I\II\IAACI:\ITI?ON DESIGNATION
NUMBER (DAN]
77-10-20112 | Annual Claimant History Profile Retainfor 25 yearsafter end NONARCHIVAL
Rev. 1 Provides a record of payments made to medical vendors by the claim number assign ©f calendar year NONESSENTIAL
. . - . N . . OPR
each industrially injured workeReport is maintained in an electrordgstem called then
Enterprise Output Solution (EOS). Destroy.
08-09-61868 | Completed W2 Forms foiState Fund Claimants Retainfor 7 yearsafter end NONARCHIVAL
Rev. 1 Secondary copies of completed-2\forms for individuals with active state fund claim fil§ Of calendar year NON%SPSRENT'AL
Copies are kept in case of loss by customer. then
Destroy.
89-10-45074 | Electronic Media Claims (EMC) Bill Reports Retainfor 6 yearsafter end NONARCHIVAL
Rev5 Documentation provides an audit trail for multiple insurer format bills processed by of month NON'(EDSF;ENT'AL
Medical Information Payment System (MIABg¢ludes but is not limited to: L&l LAN then
processing reports, EMC preprocessing reports, and MIPS processing.répess Destroy:.
reports are received and maintained electronically.
80-01-24085 | Firm Statement of Awards Retainfor 25 yearsfter end NONARCHIVAL
Rev. 1 Monthly statement to employers detailing payments made to medical and miscellane| ©f month NONESSENTIAL
. . . . N . OPR
providers The report is brokedown by claim numbelReport is maintained in an then
electronic system called Enterprise Output Solution (EOS) Destroy:.
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5.20 HEALTESERVICENALYS(HSA)X TECHNICAL OPERATIQRE&FICE NUMBEBR6

The activity relating tanaintaining the integrityof the Medical Information Payment System (MIPS), and the maintenance of all claimant data

necessary to support medical bills payment and management reporting.

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN] DISPOSITION ACTION
92-03-49964 | Mass Adjustment Operational Records Retainfor 6 yearsafter end NONARCHIVAL
Rev.2 Provides documentation of detail reports in the Medical Information Payment System of week NONESSENTIAL
. . . OPR
(MIPS) files and mass payment adjustment transactions. then
Destroy.
08-09-61867 | Reference Update Summary Retainfor 6 yearsafter end NONARCHIVAL
Rev. 1 Providesdocumentation of updates, changes and deletions made to MIPS of month ESSENTIAL
then OPR
Destroy.
89-10-45066 | Remittance Advices Retainfor 25years after NONARCHIVAL
Rev.l Provides detailed records of-bionthly payments made to medical vendors for every other month (bi NON'(EDS;?ENT'AL
industrially injuredworkers Report is maintained in an electronic system called Enterp monthly)
Output Solution (EOS). then
Destroy.
03-04-60514 | Service Request Release Documents Retainfor 6 yearsafter end NONARCHIVAL
Rev. 1 Provides documentation of all supporting test plans, test scripts, test results including ©f month NON%SPSRENT'AL
exception logic, new reports, and screen layouts and data elements of then
modifications/enhancemerst made to MIPS. Destroy.
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5.21 SELHNSURANCECERTIFICATION SERVICHI-ICE NUMBBR2

The activity relating tahe management ofjualified seA y & dzNJ y OS SYLJX 2@ SNAEX ¢K2 LINRPDARS (G KSANJ
program.

DISPOSITION

AUTHORITY DESCRIPTION OF RECORDS RSUENUUGRNATD DESIGNATION

NUMBER (DAN) DISPOSITION ACTION

74-07-05403 | Employer Master Record File Retainfor 30 yearsafter the
Rev. 6 Provides documentation of correspondence related to-sedfirers, including files related date imaged
to safety, program compliance, audits and penalties. then

Note: These records weraicrofilmed through February 200Mlicrofilm is currently stored at | Destroy.
L&I headquarters in Tumwater on th& Bloor.

NONARCHIVAL
NONESSENTIAL
OPR

11-04-62439 | Selfinsured Employer Escrow Balance Sheets Retainuntil superseded

Rev.0 Escrow balance sheets, or statements, are reviewed each month to verify that an then
employer has the funds to pay their worker benefits in the event of a default by an Destroy.
employer. The statements are checked to insulat the market value of these securities
is at least equal to the required amount that should be in the account.

The balance sheets come either monthly or quartéfhen a new one is received the
former one is obsolete as the new statement supersedebhié escrow account
documentation is maintained in the Sdifsured Surety Files (DAN-98-58677) for 11
years after the last claim is closed.

NONARCHIVAL
NONESSENTIAL
OFM

07-12-61679 | SelfiInsured Employer Reporting Files Retainfor 30 years after

NONARCHIVAL

Rev. 1 Includes actuarial documentation of estimated loss exposure (claim costs) fonSetid | imaged NONESSENTIAL
businesses and documentation of assessment paid byrselfers Information utilized in | then OPR
actuarial estimates of loss exposuMay include but is not limited to: reinsurance, Destroy.
legal/special documents, subs/locations, quarterly and annual reports and
reimbursements.
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5.21 SELANSURANCECERTIFICATION SERVICHI-ICE NUMBBR?2
The activity relating tahe management ofjualified seA y & dzNJ y OS SYLJX 2@ SNAEX ¢K2 LINRPDARS (G KSANJ
program.

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DIEEQESII\'TTISII\'AACI:\'T?ON DESIGNATION
NUMBER (DAN)

98-09-58677 | Selfinsured Surety Files Retainuntil 11 years after NONARCHIVAL
Rev. 4 Provides documentation of collateral f8elfinsured claims liabilitySource of payment in last claim closed NON%IS:%ENT'AL
0KS S@Syid 2F | RSTFlLdA G (2 Sy&adz2NB LI &@Y§ then
Documentation includes bond, escrow agreement, and letter of credit backing up fing pestroy,
surety.

Correspondence releasing the surety will be placed in the series under DARNIB403
and maintained for 30 years.
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5.22 SELHNSURANCECLAIMS TRAINING UNIOFFICE NUMBBR1

The activity relating taertifying seHinsurance claims work leaders, claims managers and trainers

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
11-04-62437 | Selfinsurance Electronic Data Reporting System (SIEDRS) Aggregate Data Reports| Retainuntil 5 years after endl NONARCHIVAL
Rev.0 |vdz NISNI& NBLENI&A 2y ¢2N)] SNEQ Omlaife a If of quarter NONESSENTIAL
. . OFM
community as a wholdncludes a total of 2%arious reports. then
Destroy.
11-04-62436 | Selfinsurance Electronic Data Reporting System (SIEDRS) Enrollment Forms Retainuntil 1 year after data| NONARCHIVAL
Rev. 0 Provides a record afompanies that are sending claims data electronically to L&l via | entered and verified NONESSENTIAL
OFM
SIEDRS. then
Destroy.
11-04-62434 | Selfinsurance Qualified ClairAdministrator Completed Exams Retainuntil data enterel and | NONARCHIVAL
Rev.1 Provides a record of testing to become a qualified claims administiaidudes verified NONgIS:fAENTIAL
applicatonwSadzt & I NBE R20dzYSyadSR Ay GKS St 9 then
11-61909 and kept for 25 years. Destroy.
11-04-62435 | SelfinsuredQualified Claim Administrator Updated Exam Questions Retainfor 1 year after NONARCHIVAL
Rev.l Provides documentation of updated exams with new or revised questions. superseded NON'(EDSPSRENT'AL
then
Destroy.
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5.23 SELHNSURANCECLAIMMANAGEMENSERVICESOFFICE NUMBEBR3

The activity relating tananagement of selinsurance claims files.

DISPOSITION
AUTHORITY
NUMBER (DAN)]

RETENTION AND

DESCRIPTION OF RECORDS DISPOSITION ACTION

DESIGNATION

07-12-61682

SelfLy 8 dzNBR ! 3Sy 0& 2 2 NJ Sqarpensabl¥ LISy & | ( A 2 y| Retainfor 75 years after

NONARCHIVAL

Rev. 1 Includes medical coverage and time loss and provides documentation of action taker| close of claim NONESSENTIAL
. . . .. . OPR
provides basis for future claim decisions, and allosggarch related to the claims. then
Note: The original claim fileare kept by the selfhisured employer, so L&l cannot certify Destroy.
completeness of fil&See the Local Government Common Records Retention Schedule, D
GS5006G27.
74-07-05400 | SelfL y a dzZNBR ! 3Sy 0é 2 2 NJ Sdbrmpensabl¥ Paef @opiésPaoy| Retainfor 75years after NONARCHIVAL
Rev. 5 to 1988 close of claim NONESSENTIAL
Includes medical coverage and time loss and provides documentation of action takery then OPR
provides basis for future claidecisions, and allows research related to claims prior to | pestroy,
1988.
781121645 | SelfL y a dzZNBR ! 3Sy 0& 2 2 NJ SqWereCompengdnl€ y a | (i A 2 y| Retainfor 40 years after NONARCHIVAL
Rev.6 Provides documentation afction taken, provides basis for future claim decisions, and| close of claim NON%???ENT'AL
allows research related to the claims then
Note: The original claim files are kept by the seffured employer, so L&l cannot certify Destroy.
completeness of fil&see the Local Government Common Records Retention Schedule, D
GS5806G31.






































































































































































































