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This schedule applies to: Department of Labor & Industries 

Scope of records retention schedule 
This records retention schedule authorizes the destruction/transfer of the public records of the Department of Labor & Industries, which is dedicated to the safety, 
ƘŜŀƭǘƘ ŀƴŘ ǎŜŎǳǊƛǘȅ ƻŦ ²ŀǎƘƛƴƎǘƻƴΩǎ оΦн Ƴƛƭƭƛƻƴ ǿƻǊƪŜǊǎΦ [ϧL ƘŜƭǇǎ ŜƳǇƭƻȅŜǊǎ ƳŜŜǘ ǎŀŦŜǘȅ ŀƴŘ ƘŜŀƭǘƘ ǎǘŀƴŘŀǊŘǎΤ ƛƴǎǇŜŎǘǎ ǿƻǊƪǇƭŀŎŜǎΣ ŀŘƳƛƴƛǎǘŜǊǎ ǘƘŜ ǎǘŀǘŜΩǎ 
ǿƻǊƪŜǊǎΩ Ŏompensation system; provides medical and limited wage-replacement coverage to workers who suffer job-related injuries and illness; creates rules and 
ŜƴŦƻǊŎŜƳŜƴǘ ǇǊƻƎǊŀƳǎ ǘƻ ƘŜƭǇ ŜƴǎǳǊŜ ǿƻǊƪŜǊǎ ŀǊŜ ǇŀƛŘ ǿƘŀǘ ǘƘŜȅ ŀǊŜ ƻǿŜŘΣ ǘƘŀǘ ŎƘƛƭŘǊŜƴΩǎ ŀƴŘ ǘŜŜƴsΩ work hours are limited, and that consumers are protected 
from unsound building practices. The schedule is to be used in conjunction with the State Government General Records Retention Schedule (SGGRRS), which 
authorizes the destruction/transfer of public records common to all state agencies. 
 
Disposition of public records 
Public records covered by records series within this records retention schedule (regardless of format) 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 ά!ǊŎƘƛǾŀƭ (Permanent Retention)έ must not be destroyed. Records designated as άArchival (Appraisal Required)έ must be appraised 
by the Washington State Archives before disposition. Public records must not be destroyed if they are subject to ongoing or reasonably anticipated litigation. Such 
public records Ƴǳǎǘ ōŜ ƳŀƴŀƎŜŘ ƛƴ ŀŎŎƻǊŘŀƴŎŜ ǿƛǘƘ ǘƘŜ ŀƎŜƴŎȅΩǎ ǇƻƭƛŎƛŜǎ ŀƴŘ ǇǊƻŎŜŘǳǊŜǎ ŦƻǊ ƭŜƎŀƭ ƘƻƭŘǎΦ tǳōƭƛŎ ǊŜŎƻǊŘǎ Ƴǳǎǘ ƴƻǘ ōŜ ŘŜǎǘǊƻȅŜŘ if they are subject 
to an existing public records request in accordance with chapter 42.56 RCW. Such public records Ƴǳǎǘ ōŜ ƳŀƴŀƎŜŘ ƛƴ ŀŎŎƻǊŘŀƴŎŜ ǿƛǘƘ ǘƘŜ ŀƎŜƴŎȅΩǎ ǇƻƭƛŎƛŜǎ ŀƴŘ 
procedures for public records requests. 
 
Revocation of previously issued records retention schedules 
All previously issued records retention schedules to the Department of Labor & Industries are revoked. The Department of Labor & Industries must 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 by the State Records Committee in accordance with RCW 40.14.050 on August 17, 2017. 
 

Signature on File 
___________________________________________________________________________________________________________________________________________________________ 

For the State Auditor: 
Cindy Evans 

-  
___________________________________________________________________________________________________________________________________________________________ 

For the Attorney General: 
 

Signature on File 
___________________________________________________________________________________________________________________________________________________________ 

For the Office of Financial Management: 
Gwen Stamey 

Signature on File 
___________________________________________________________________________________________________________________________________________________________ 

The State Archivist: 
 Steve Excell 
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REVISION HISTORY 

Version Date of Approval Extent of Revision 

1.0 March 14, 2012 Consolidation of all existing disposition authorities (with some minor revisions) and 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. 

1.3 September 3, 2014 
Minor revisions to the All Offices; Industrial Hygiene Laboratory and Lab Analysis; Special Compliance Services; 
Customer Service Program ς Regional Service Locations; and Legacy sections. 

1.4 December 3, 2014 
Addition of a new Structured Settlement section and minor revisions to the Consultation Program and Elevator 
Program sections.  

1.5 June 29, 2016 Minor revision to the DOSH ς Technical Services section. 

1.6 December 7, 2016 Minor revisions to the Specialty Compliance Services ς Apprenticeship section. 

1.7 August 17, 2017 Minor revisions and formatting corrections throughout the schedule. 

 
 

For assistance and advice in applying this records retention schedule,  

please contact the Department of Labor & IndustriesΩ wŜŎƻǊŘǎ hŦŦƛŎŜǊ 

or Washington State Archives at: 

recordsmanagement@sos.wa.gov  

mailto:recordsmanagement@sos.wa.gov
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1. ALL OFFICES 

This section covers records relating to program area advisory boards and committee meeting minutes and files which include external stakeholders; program 
area continuing education courses, and confidential medical records. 

DISPOSITION 
AUTHORITY 

NUMBER (DAN) 
DESCRIPTION OF RECORDS 

RETENTION AND 
DISPOSITION ACTION 

DESIGNATION 

91-04-47807 

Rev. 5 

Collection Account Files 

Provides documentation of all employers, contractors, and citations and infractions issues 
with outstanding fees. The records are deemed finaled uncollectible, unresolved, or 
revoked, and the collection process has been activated.  

The records may include, but are not limited to: 

¶ Suspension packets; 

¶ Legal documents; 

¶ Proof of service; 

¶ Final notice and order of assessment; 

¶ Director Compromise; 

¶ Warrants filed with Superior Court; 

¶ Foreign judgments; 

¶ Notes; 

¶ Copy of original infraction or citation; and, 

¶ Personal liability assessments and documentation/packet with write-up and proof 
of service. 

Excludes records covered by Audits and Investigations (DAN 92-09-51335). 

Retain for 12 years after final 
action has been taken on 
account 

   then 

Destroy. 

NON-ARCHIVAL 

ESSENTIAL 
OPR 
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DISPOSITION 
AUTHORITY 

NUMBER (DAN) 
DESCRIPTION OF RECORDS 

RETENTION AND 
DISPOSITION ACTION 

DESIGNATION 

12-03-68230 

Rev. 0 

L&I Program Area Continuing Education Course Material 

Provides documentation of all L&I program area continuing education course materials. All 
program areas have different approval processes for their course material and may not 
require the same documents be maintained as another program. Courses may expire at 
various times, such as two or three years. 

Includes, but is not limited to: 

¶ Applications; 

¶ Fees paid; 

¶ Course outlines; 

¶ Instructor qualifications; 

¶ Class rosters; 

¶ Course material approved or disapproved; 

¶ Course material created specifically by the program area; 

¶ Proof of attendance. 

Retain for 6 years after: 

¶ Course expired, or 

¶ Curriculum Review 
Committee Decision 
Made, or 

¶ Course Completion 
Date, or 

¶ Calendar Year, 

whichever is applicable 

   then 

Destroy. 

NON-ARCHIVAL 
NON-ESSENTIAL 

OPR 

92-12-51666 

Rev. 2 

Medical Records (Confidential) 

Copies of patient medical records reviewed during peer reviews, audits, or other 
ŜǾŀƭǳŀǘƛƻƴǎΦ tŜǊ w/² рмΦосΦммлόмύΣ Ψ¢ƘŜ 5ƛǊŜŎǘƻǊΣ ƻǊ ǘƘŜ ŘƛǊŜŎǘƻǊΩǎ ŀǳǘƘƻǊƛȊŜŘ 
representative, shall destroy all copies of patient medical records in their possession upon 
comǇƭŜǘƛƻƴ ƻŦ ǘƘŜ ŀǳŘƛǘΣ ƛƴǾŜǎǘƛƎŀǘƛƻƴ ƻǊ ǇǊƻŎŜŜŘƛƴƎǎΦΩ  

Retain until orders final and 
binding, investigation or 
audit complete 

   then 

Destroy. 

NON-ARCHIVAL 
NON-ESSENTIAL 

OFM 
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2. DIRECTORS OFFICE ς OFFICE NUMBER 100 

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

See the State Government General Records Retention Schedule for additional executive management records series along with records relating to Legislative 
Relations, Communications, and Mail Services. 

DISPOSITION 
AUTHORITY 

NUMBER (DAN) 
DESCRIPTION OF RECORDS 

RETENTION AND 
DISPOSITION ACTION 

DESIGNATION 

09-01-61902 

Rev. 0 

Workers Memorial Service Files 

Provides documentation of the Workers Memorial Service, held once a year in the spring, 
to honor individuals who were killed on the job in Washington State. 

Includes, but is not limited to: 

¶ Invitation letters; 

¶ Invitations; 

¶ Posters; 

¶ Copies of e-mail correspondence; 

¶ Agendas; 

¶ Copies of handouts and/or presentations; 

¶ Pictures; 

¶ DVDs of service. 

Note: Records will not include any personal identifiable information, such as claim file 
information, home addresses, telephone numbers, etc. 

Retain for 6 years after end 
of calendar year 

   then 

Transfer to Washington State 
Archives for appraisal and 
selective retention. 

ARCHIVAL 
(Appraisal Required) 

NON-ESSENTIAL 
OPR 
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2.1 OMBUDSMANS OFFICE ς OFFICE NUMBER 106 
The activity relating to the Self-Insurance Ombudsmans Office. 

DISPOSITION 
AUTHORITY 

NUMBER (DAN) 
DESCRIPTION OF RECORDS 

RETENTION AND 
DISPOSITION ACTION 

DESIGNATION 

10-12-62347 

Rev. 0 

Ombudsman Files 

The Ombudsman Office is an advocate for injured workers of self-insured employers per 
chapter 51.14 RCW. They offer and provide information on industrial insurance to their 
clients and identify, investigate and facilitate resolution of industrial insurance complaints 
from injured employees.  

All communication is considered privileged and confidential and disclosure is prohibited 
per RCW 51.14.370. Documentation may include but is not limited to: authorization forms, 
correspondence, notes, and copies of medical files. Statistical data is maintained for 
annual reporting purposes to the Governor. The records series used for the annual reports 
is DAN GS 15008. 

Only Ombudsman files in which the investigation is closed, or the informational response 
is complete, will be destroyed. 

Retain for 1 year after end of 
fiscal year 

   then 

Destroy. 

NON-ARCHIVAL 
NON-ESSENTIAL 

OFM 
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3. RISK MANAGEMENT AND INTERNAL SAFETY ς OFFICE NUMBER 220 

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

See the State Government General Records Retention Schedule for additional records series relating to risk management, vehicle management, and security. 

DISPOSITION 
AUTHORITY 

NUMBER (DAN) 
DESCRIPTION OF RECORDS 

RETENTION AND 
DISPOSITION ACTION 

DESIGNATION 

09-05-62022 

Rev. 0 

Ergonomic Assessments for Agency Business Areas 

Provides documentation of ergonomic assessments for specific business areas completed 
upon request. Documentation includes but is not limited to assessment review and final 
recommendations.  

Retain for 6 years after 
superseded 

   then 

Destroy. 

NON-ARCHIVAL 
NON-ESSENTIAL 

OPR 

09-05-62021 

Rev. 0 

Ergonomic Consultations for Agency Staff 

Provides documentation of ergonomic consultations done for all agency staff. 
Consultations are done on request by either the ergonomic coordinator or a trained aide. 
Documentation may include but is not limited to: completed consultation form, final 
recommendations and correspondence.  

Retain for 6 years after 
employee either transfers, 
retires, or leaves state 
service  

   then 

Destroy. 

NON-ARCHIVAL 
NON-ESSENTIAL 

OPR 

09-05-62024 

Rev. 0 

Job Hazard Analysis Files 

Provides documentation of job hazard analyses done for each division or unit in the 
agency. The analysis is an overview of possible employee hazards for a particular job class 
or section. This reporting process is done approximately every three years.  

Retain for 3 years after 
superseded 

   then 

Destroy. 

NON-ARCHIVAL 
NON-ESSENTIAL 

OFM 
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DISPOSITION 
AUTHORITY 

NUMBER (DAN) 
DESCRIPTION OF RECORDS 

RETENTION AND 
DISPOSITION ACTION 

DESIGNATION 

99-11-59344 

Rev. 1 

Risk Management ς Federal Emergency Management (FEMA) Files 

Provides documentation of L&I claims, following disasters, against FEMA and claims 
resolution.  

Note: 44 CFR Part 206 states that documentation grant recipients must maintain financial and 
program records for three years following final payment for FEMA auditing purposes. 

Retain for 3 years after final 
payment received 

   then 

Destroy. 

NON-ARCHIVAL 
NON-ESSENTIAL 

OFM 

99-11-59343 

Rev. 1 

Risk Management Insurance Files 

Provides documentation of insurance information, such as coverage summaries and copies 
of billing invoices.  

Note: The Department of Enterprise Services Risk Management Office maintains copies of the 
original insurance policies and manages all insurance claims. L&I have no originals and are not 
responsible for initiating or reapplying for the policy. 

Retain for 2 years after policy 
renewal date 

   then 

Destroy. 

NON-ARCHIVAL 
NON-ESSENTIAL 

OFM 
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4. ADMINISTRATIVE SERVICES DIVISION ς OFFICE NUMBER 900 

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

See the State Government General Records Retention Schedule for additional records series relating to facilities management, contracts and purchasing records, 
forms management, public disclosure, publishing, records management, and financial management. 

4.1 RESEARCH AND DATA SERVICES ADMINISTRATION ς OFFICE NUMBER 953 
The activity relating to program specific studies. 
See the State Government General Records Retention Schedule for additional records series relating to general agency administration. 

DISPOSITION 
AUTHORITY 

NUMBER (DAN) 
DESCRIPTION OF RECORDS 

RETENTION AND 
DISPOSITION ACTION 

DESIGNATION 

98-01-58223 

Rev. 2 

Research and Data Services (RDS) Study Documentation 

Provides documentation on program specific studies related to projects and pilots to 
improve agency operations. The information compiled contains research and analysis on 
projects/pilots and is used for future studies conducted by RDS. Records may include but 
are not limited to: data files from administrative data and surveys, codes used to conduct 
data analysis, documentation of data elements, data gathered relating to practices of 
other states as they relate to agency operations (fact finding), logs of project events, 
timelines, draft reports with tracked changes and stakeholder comments, and final 
reports.  

Retain for 15 years after end 
of study 

   then 

Transfer to Washington State 
Archives for appraisal and 
selective retention. 

ARCHIVAL 
(Appraisal Required) 

NON-ESSENTIAL 
OPR 
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4.2 RESEARCH AND DATA SERVICES ADMINISTRATION ς BUREAU OF LABOR AND STATISTICS (BLS) INFORMATION ς 
OFFICE NUMBER 953 
The activity relating to data on injury, illness and fatalities gathered through a cooperative effort between the federal Bureau of Labor Statistics and 
L&I. 

DISPOSITION 
AUTHORITY 

NUMBER (DAN) 
DESCRIPTION OF RECORDS 

RETENTION AND 
DISPOSITION ACTION 

DESIGNATION 

74-09-06926 

Rev. 6 

Bureau of Labor Statistics Survey File 

Provides documentation of injuries and/or illnesses in workplaces as reported by 
employers. 

Note: Confidential. 

Retain for 3 months after 
release of case and 
demographic data (annually 
in November) 

   then 

Destroy. 

NON-ARCHIVAL 
NON-ESSENTIAL 

OFM 

08-08-61812 

Rev. 1 

Census of Fatal Occupational Injuries (CFOI) Files 

Provides documentation of Washington workplace fatalities.  

Note: Confidential per the signed agreements between L&I and the US Department of Labor 
Occupational Safety and Health Statistics Program Cooperative Agreement under section Q and 
the Washington State Department of Health agreement under sections V and VI. 

Retain for 1 year after end of 
collection calendar year 

   then 

Destroy. 

NON-ARCHIVAL 
NON-ESSENTIAL 

OFM 

08-06-61790 

Rev. 0 

Occupational Safety and Health Statistics (OSHA) Program ς Cooperative Agreement 

Agreement between L&I and the US Department of Labor for the participation in the 
Survey of Occupational Injuries and Illnesses and Census of Fatal Occupational Injuries 
program. 

Retain for 3 years after end 
of federal fiscal year 

   then 

Transfer to Washington State 
Archives for appraisal and 
selective retention. 

ARCHIVAL 
(Appraisal Required) 

NON-ESSENTIAL 
OPR 
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5. INSURANCE SERVICES DIVISION ς OFFICE NUMBER 501 

This section covers records relating to actuaries, Industrial Insurance claims, claims training, Self-Insurance, Crime Victims, Employer Services, Health Service 
Analysis, and Safety and Health Assessment and Research for Prevention. 

See the State Government General Records Retention Schedule for additional records series relating to legal services and executive level records regarding policy, 
studies, quality performance and improvement, interpretive and policy statements. 

5.1 ACTUARIAL SERVICES ς OFFICE NUMBER 502 
The activity relating to the actuarial and financial functions of the State Fund, recommending premium rates for industrial insurance coverage, 
establishing liabilities for industrial insurance benefits and expenses, and measuring and analyzing financial and operational performance. 

DISPOSITION 
AUTHORITY 

NUMBER (DAN) 
DESCRIPTION OF RECORDS 

RETENTION AND 
DISPOSITION ACTION 

DESIGNATION 

11-04-62438 

Rev. 0 

Annual Rate Documentation 

Provides documentation and data to develop premium rates. 

Retain for 5 years after end 
of quarter 

   then 

Transfer to Washington State 
Archives for appraisal and 
selective retention. 

ARCHIVAL 
(Appraisal Required) 

NON-ESSENTIAL 
OFM 

99-09-59293 

Rev. 1 

Class Experience By Subclass 

Provides documentation for exposure and loss incurred by subclass for the five years of 
experience used by ratemaking.  

Retain for 5 years after end 
of calendar year 

   then 

Destroy. 

NON-ARCHIVAL 
NON-ESSENTIAL 

OFM 

99-09-59294 

Rev. 1 

Experience Rate Plan 

Provides documentation on experience rating by size of firm and size of experience 
modification factors.  

Retain for 10 years after end 
of calendar year 

   then 

Destroy. 

NON-ARCHIVAL 
NON-ESSENTIAL 

OPR 
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5.1 ACTUARIAL SERVICES ς OFFICE NUMBER 502 
The activity relating to the actuarial and financial functions of the State Fund, recommending premium rates for industrial insurance coverage, 
establishing liabilities for industrial insurance benefits and expenses, and measuring and analyzing financial and operational performance. 

DISPOSITION 
AUTHORITY 

NUMBER (DAN) 
DESCRIPTION OF RECORDS 

RETENTION AND 
DISPOSITION ACTION 

DESIGNATION 

84-06-34074 

Rev. 2 

L&I Basic Forecasts 

Provides documentation for budget, planning and Industrial Insurance assessment rates.  

Retain for 3 years after end 
of calendar year 

   then 

Transfer to Washington State 
Archives for appraisal and 
selective retention. 

ARCHIVAL 
(Appraisal Required) 

NON-ESSENTIAL 
OPR 

84-06-34007 

Rev. 2 

Overall Loss Reserves ς 2nd Quarter ς Fiscal Year End 

Provides overall documentation and data to develop year-end claims reserves.  

Retain for 20 years after end 
of fiscal year 

   then 

Destroy. 

NON-ARCHIVAL 
NON-ESSENTIAL 

OPR 

84-06-34011 

Rev. 2 

Overall Premium and Base Rates 

Provides documentation of methods and results of calculations in fund level adjustments 
in premium rates, and parameters and steps used in setting manual rates by fiscal fund.  

Retain for 10 years after end 
of calendar year 

   then 

Transfer to Washington State 
Archives for appraisal and 
selective retention. 

ARCHIVAL 
(Appraisal Required) 

NON-ESSENTIAL 
OPR 

99-09-59287 

Rev. 1 

Pure Premium Review 

Provides documentation establishing Industrial Insurance and medical aid base rates by 
class.  

Retain for 5 years after end 
of calendar year 

   then 

Destroy. 

NON-ARCHIVAL 
NON-ESSENTIAL 

OFM 
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5.1 ACTUARIAL SERVICES ς OFFICE NUMBER 502 
The activity relating to the actuarial and financial functions of the State Fund, recommending premium rates for industrial insurance coverage, 
establishing liabilities for industrial insurance benefits and expenses, and measuring and analyzing financial and operational performance. 

DISPOSITION 
AUTHORITY 

NUMBER (DAN) 
DESCRIPTION OF RECORDS 

RETENTION AND 
DISPOSITION ACTION 

DESIGNATION 

84-06-34009 

Rev. 2 

Retrospective Rating Rate Documentation 

Provides documentation and data to develop quarterly rate tables.  

Retain for 7 years after end 
of quarter 

   then 

Destroy. 

NON-ARCHIVAL 
NON-ESSENTIAL 

OPR 
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5.2 CLAIMS ADMINISTRATION ς OFFICE NUMBER 510 
The activity relating to receiving and managing all state fund industrial insurance claims. 

DISPOSITION 
AUTHORITY 

NUMBER (DAN) 
DESCRIPTION OF RECORDS 

RETENTION AND 
DISPOSITION ACTION 

DESIGNATION 

07-09-61619 

Rev. 1 

Industrial Insurance Compensable (Time Loss) Claim Files ς State Fund 

5ƻŎǳƳŜƴǘŀǘƛƻƴ ǇŜǊǘŀƛƴƛƴƎ ǘƻ ǘƘŜ ǇǊƻŎŜǎǎƛƴƎ ŀƴŘ ŀŘƧǳŘƛŎŀǘƛƻƴ ƻŦ ŀƴ ƛƴŘƛǾƛŘǳŀƭΩǎ ŎƭŀƛƳ ŦƛƭŜŘ 
for an industrial insurance injury or illness. Media: Paper copies imaged into approved 
electronic imaging system, ORION, with some data maintained in the electronic 
application LINIIS.  

Retain for 75 years after last 
claim closure 

   then 

Destroy. 

NON-ARCHIVAL 

ESSENTIAL 

OPR 

07-09-61620 

Rev. 1 

Industrial Insurance Non-Compensable (Medical Only) Claim Files ς State Fund 

5ƻŎǳƳŜƴǘŀǘƛƻƴ ǇŜǊǘŀƛƴƛƴƎ ǘƻ ǘƘŜ ǇǊƻŎŜǎǎƛƴƎ ŀƴŘ ŀŘƧǳŘƛŎŀǘƛƻƴ ƻŦ ŀƴ ƛƴŘƛǾƛŘǳŀƭΩǎ ŎƭŀƛƳ ŦƛƭŜŘ 
for an industrial insurance injury or illness. Media: Paper copies imaged into approved 
electronic imaging system, ORION, with some data maintained in the electronic 
application LINIIS.  

Retain for 40 years after last 
claim closure 

   then 

Destroy. 

NON-ARCHIVAL 

ESSENTIAL 

OPR 

09-01-61920 

Rev. 1 

Opioid Prescription Report 

Electronic report which identifies claims that opioid prescriptions have been paid in the 
last four months. Unit supervisors and/or claim staff review the report monthly, adding 
comments regarding the status of the claim when necessary. Report is managed by 
hǇŜǊŀǘƛƻƴ aŀƴŀƎŜǊΩǎ ǎŜŎǊŜǘŀǊƛŜǎΦ ¢Ƙƛǎ ǊŜǇƻǊǘ ƛǎ ǳǎŜŘ ŦƻǊ ŎƭŀƛƳ ƳŀƴŀƎŜƳŜƴǘ ŀƴŘ ŀǳŘƛǘƛƴƎ 
purposes.  

Note: The electronic copy is the original. All paper copies are considered secondary and can be 
destroyed when no longer needed under DAN GS 50005. 

Retain for 2 years after end 
of month 

   then 

Destroy. 

NON-ARCHIVAL 
NON-ESSENTIAL 

OFM 
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5.2 CLAIMS ADMINISTRATION ς OFFICE NUMBER 510 
The activity relating to receiving and managing all state fund industrial insurance claims. 

DISPOSITION 
AUTHORITY 

NUMBER (DAN) 
DESCRIPTION OF RECORDS 

RETENTION AND 
DISPOSITION ACTION 

DESIGNATION 

88-03-41809 

Rev. 2 

Hardcopies of Industrial Insurance Claims Files ς Compensable/Non-Compensable 

LƴŎƭǳŘŜǎ ŀƭƭ ŘƻŎǳƳŜƴǘǎ ǇŜǊǘŀƛƴƛƴƎ ǘƻ ǘƘŜ ǇǊƻŎŜǎǎƛƴƎ ŀƴŘ ŀŘƧǳŘƛŎŀǘƛƻƴ ƻŦ ŀƴ ƛƴŘƛǾƛŘǳŀƭΩǎ 
claim filed for an industrial injury or illness prior to June 1994.  

Retain for 75 years after last 
claim closure 

   then 

Destroy. 

NON-ARCHIVAL 

ESSENTIAL 

OPR 

88-MF-41810 

Rev. 3 

Industrial Insurance Compensable/Non-Compensable Claims Files ς Microfiche 

Includes all ŘƻŎǳƳŜƴǘǎ ǇŜǊǘŀƛƴƛƴƎ ǘƻ ǘƘŜ ǇǊƻŎŜǎǎƛƴƎ ŀƴŘ ŀŘƧǳŘƛŎŀǘƛƻƴ ƻŦ ŀƴ ƛƴŘƛǾƛŘǳŀƭΩǎ 
claim filed for an industrial injury or illness prior to June 1994.  

Retain for 75 years after last 
claim closure 

   then 

Destroy. 

NON-ARCHIVAL 

ESSENTIAL 

OPR 

93-11-53227 

Rev. 1 

Hardcopies of Industrial Insurance Claim Files ς Compensable/Non-Compensable 

LƴŎƭǳŘŜǎ ŀƭƭ ŘƻŎǳƳŜƴǘǎ ǇŜǊǘŀƛƴƛƴƎ ǘƻ ǘƘŜ ǇǊƻŎŜǎǎƛƴƎ ŀƴŘ ŀŘƧǳŘƛŎŀǘƛƻƴ ƻŦ ŀƴ ƛƴŘƛǾƛŘǳŀƭΩǎ 
claim filed for an industrial injury or illness prior to June 1994.  

Retain for 75 years after last 
claim closure 

   then 

Destroy. 

NON-ARCHIVAL 

ESSENTIAL 

OPR 
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5.3 CLAIMS ADMINISTRATION ς CLAIMS TRAINING AND COACH/MENTORING UNIT ς OFFICE NUMBERS 561 AND 563 
The activity relating to developing, communicating and implementing internal policiesΣ ǇǊƻǾƛŘƛƴƎ ŎƭŀǎǎǊƻƻƳ ǘǊŀƛƴƛƴƎ ŦƻǊ ǘƘŜ ²ƻǊƪŜǊΩǎ /ƻƳǇŜƴǎŀǘƛƻƴ 
Adjudicator program and claims managers trainees, the curriculum for the initial and ongoing training of L&I staff on claims issues, and 
coaching/mentoring new claims staff. 

DISPOSITION 
AUTHORITY 

NUMBER (DAN) 
DESCRIPTION OF RECORDS 

RETENTION AND 
DISPOSITION ACTION 

DESIGNATION 

10-06-62224 

Rev. 0 

Claims Administration Training and Apprenticeship Program Records 

Records include all participant documentation throughout the 22-month Apprenticeship 
program and any other training program established for claims administration staff. 
Documentation may include but is not limited to: work checking documents, feedback 
reports, coach and trainer daily and monthly logs and submittal forms.  

Retain for 4 years after 
Journeyman status is 
achieved 

   then 

Destroy. 

NON-ARCHIVAL 

ESSENTIAL 

OFM 

10-06-62225 

Rev. 0 

Claims Training and Coach/Mentoring Program Working Files 

Records include trainer, coach and mentor working files used to document class 
participation of trainees in the 22-month claims training program. Trainers and 
ŎƻŀŎƘκƳŜƴǘƻǊǎ ŘƻŎǳƳŜƴǘ ǘƘŜƛǊ ŎƭŀǎǎŜǎ ŀƴŘ ǎǘǳŘŜƴǘǎΩ ǇǊƻƎǊŜǎǎ ƻƴ ǇŀǇŜǊΣ ǘƘŜƴ ŜƴǘŜǊ ǘƘŜ 
information into electronic format. The electronic record is considered the original. 
Documentation may include but is not limited to: dailies and daily logs, critical breakout 
lists, related supplemental instruction, feedback sheets, and copies of all records needed 
for the Washington State Apprenticeship Training Council (WSATC).  

Retain for 1 year after data 
entered and verified into 
electronic format, or 
submitted to the WSATC 

   then 

Destroy. 

NON-ARCHIVAL 
NON-ESSENTIAL 

OFM 

12-03-68234 

Rev. 0 

Training Program History Files 

Provides documentation of the development and use of instructional and on-the-job 
material for the training of claims staff. Includes lesson plans and designs.  

Retain for 25 years after end 
of calendar year 

   then 

Transfer to Washington State 
Archives for appraisal and 
selective retention. 

ARCHIVAL 
(Appraisal Required) 

NON-ESSENTIAL 

OPR 
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5.4 CLAIMS ADMINISTRATION ς QUALITY ASSURANCE ς OFFICE NUMBER 562 
¢ƘŜ ŀŎǘƛǾƛǘȅ ǊŜƭŀǘƛƴƎ ǘƻ ŎƻƴŘǳŎǘƛƴƎ ǎŜǊǾƛŎŜ ǇŜǊŦƻǊƳŀƴŎŜ ŀǳŘƛǘǎ ǘƻ ŜǾŀƭǳŀǘŜ ǘƘŜ ŀƎŜƴŎȅΩǎ ƘŀƴŘƭƛƴƎ ŀƴŘ ƳŀƴŀƎŜƳŜƴǘ ƻŦ {ǘŀǘŜ CǳƴŘ claims, and special 
internal projects. 

DISPOSITION 
AUTHORITY 

NUMBER (DAN) 
DESCRIPTION OF RECORDS 

RETENTION AND 
DISPOSITION ACTION 

DESIGNATION 

10-12-62348 

Rev. 0 

Quality Assurance Claims Review 

Provides documentation of evaluations and special review of state fund claim adjudication 
records. Records include but are not limited to: quality assurance review forms and 
statistical reports. 

Retain for 2 years after end 
of quarter 

   then 

Destroy. 

NON-ARCHIVAL 
NON-ESSENTIAL 

OFM 

10-12-62349 

Rev. 1 

Quality Assurance Review ς Special Projects 

Provides documentation of special internal projects requested by business area or 
program manager. Subject matter may include but is not limited to: reopening of claims, 
occupational disease, and wage calculations.  

Excludes records covered by: 

¶ State Publications (DAN GS 15008); 

¶ Studies (Major) ς Final Reports (Unpublished) (DAN GS 10016). 

Retain for 6 years after 
project review is complete 

   then 

Destroy. 

NON-ARCHIVAL 
NON-ESSENTIAL 

OPR 

 

  



  
Department of Labor & Industries Records Retention Schedule 

Version 1.7 (August 2017) 

 

    5. INSURANCE SERVICES  Page 21 of 122 
 

5.5 INTEGRATED CLAIMS SERVICES ς LEGAL SERVICES ς THIRD PARTY ς STRUCTURED SETTLEMENT ς OFFICE NUMBER 
936 
The activity relating to seeking recovery of ŘŀƳŀƎŜǎ ŦƻǊ ŀ ǿƻǊƪŜǊΩǎ ƛƴƧǳǊȅ ŎŀǳǎŜŘ ōȅ ŀ ǘƘƛǊŘ ǇŀǊǘȅΣ ŜƛǘƘŜǊ ōȅ ǘƘŜ ŀƎŜƴŎȅ ƻƴ ōŜƘŀƭŦ ƻŦ ǘƘŜ ŜƳǇƭƻȅŜŜ ƻǊ ōȅ 
ǘƘŜ ŜƳǇƭƻȅŜŜ ǘƘŜƳǎŜƭǾŜǎ ǿƘƛƭŜ ŀƭǎƻ ǊŜŎŜƛǾƛƴƎ ²ƻǊƪŜǊǎΩ /ƻƳǇŜƴǎŀǘƛƻƴ ōŜƴŜŦƛǘǎΦ 

DISPOSITION 
AUTHORITY 

NUMBER (DAN) 
DESCRIPTION OF RECORDS 

RETENTION AND 
DISPOSITION ACTION 

DESIGNATION 

97-03-57532 

Rev. 1 

Legal Documents Concerning Third Party Action Working Files 

Provides documentation of personal injury actions, mediation and court appearance to 
resolve third party claims. May include but is not limited to: mediation briefs and 
attorney/client-privileged communications. Final Mediation Disposition is scanned into the 
claim file and retained for 75 years under Industrial Insurance Compensable (Time Loss) 
Claim Files ς State Fund (DAN 07-09-61619).  

Retain until action resolved 

   then 

Destroy. 

NON-ARCHIVAL 
NON-ESSENTIAL 

OFM 

97-03-57530 

Rev. 1 

Special Assistant Attorney General (SAAG) Lists 

Provides documentation of private attorneys assigned SAAG status for third party 
litigation. Documentation includes correspondence and SAAG lists sent to the Washington 
{ǘŀǘŜ .ŀǊ !ǎǎƻŎƛŀǘƛƻƴ ŀƴŘ ǘƘŜ !ǘǘƻǊƴŜȅ DŜƴŜǊŀƭΩǎ hŦŦƛŎŜ ƻƴ ŀ ȅŜŀǊƭȅ ōŀǎƛǎ.  

Retain for 6 years after end 
of calendar year 

   then 

Destroy. 

NON-ARCHIVAL 
NON-ESSENTIAL 

OPR 

10-06-62204 

Rev. 0 

Third Party Tracking System 

Provides documentation of third party files in their various stages. Used as a tracking tool 
to capture key information about the cases, including fiscal documentation.  

Retain until 6 years after 
action resolved 

   then 

Destroy. 

NON-ARCHIVAL 
NON-ESSENTIAL 

OPR 
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5.5 INTEGRATED CLAIMS SERVICES ς LEGAL SERVICES ς THIRD PARTY ς STRUCTURED SETTLEMENT ς OFFICE NUMBER 
936 
The activity relating to seeking recovery of ŘŀƳŀƎŜǎ ŦƻǊ ŀ ǿƻǊƪŜǊΩǎ ƛƴƧǳǊȅ ŎŀǳǎŜŘ ōȅ ŀ ǘƘƛǊŘ ǇŀǊǘȅΣ ŜƛǘƘŜǊ ōȅ ǘƘŜ ŀƎŜƴŎȅ ƻƴ ōŜƘŀƭŦ ƻŦ ǘƘŜ ŜƳǇƭƻȅŜŜ ƻǊ ōȅ 
ǘƘŜ ŜƳǇƭƻȅŜŜ ǘƘŜƳǎŜƭǾŜǎ ǿƘƛƭŜ ŀƭǎƻ ǊŜŎŜƛǾƛƴƎ ²ƻǊƪŜǊǎΩ /ƻƳǇŜƴǎŀǘƛƻƴ ōŜƴŜŦƛǘǎΦ 

DISPOSITION 
AUTHORITY 

NUMBER (DAN) 
DESCRIPTION OF RECORDS 

RETENTION AND 
DISPOSITION ACTION 

DESIGNATION 

14-12-68724 

Rev. 0 

Structured Settlement Application or Referral Negotiated and Non-Negotiated 

Provides documentation of Structured Settlement application or referral for negotiated 
and non-negotiated agreements. If a contract is negotiated, the Board Settlement 
Document (BSD) and the Claims Resolution Structured Settlement Agreement (Contract) 
are imaged into Orion and maintained in the claim file. 

Documents may include, but are not limited to: 

¶ Original application; 

¶ Email referral; 

¶ Income and Expenses form; 

¶ Summary Templates that document review of the claim; 

¶ Settlement Recommendation that supports the presentation for approval or 
denial; 

¶ Copies of reports of accident, allowance orders and case reserves from original 
Orion file; 

¶ Notes during discussions leading to decision; 

¶ Communications to affected parties; 

¶ Internal communications to clarify position; 

¶ Best interest declaration; 

¶ Board settlement documents; 

¶ Claims resolution structured settlement agreement; 

¶ Beneficiary designation; 

¶ Request for withdrawal from structured settlement. 

Retain until 6 years after 
action resolved 

   then 

Destroy. 

NON-ARCHIVAL 
NON-ESSENTIAL 

OPR 
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5.6 INTEGRATED CLAIMS SERVICES ς LEGAL SERVICES ς POLICY ς OFFICE NUMBER 560 
The activity relating to historical records ŎǊŜŀǘƛƴƎΣ ƛƳǇǊƻǾƛƴƎ ŀƴŘ ǳǇŘŀǘƛƴƎ ²ƻǊƪŜǊǎΩ /ƻƳǇŜƴǎŀǘƛƻƴ ǊǳƭŜǎ ό²!/ύ ŀƴŘ ǇƻƭƛŎƛŜǎΦ 

DISPOSITION 
AUTHORITY 

NUMBER (DAN) 
DESCRIPTION OF RECORDS 

RETENTION AND 
DISPOSITION ACTION 

DESIGNATION 

10-06-62223 

Rev. 1 

Policy Program History Files 

Provides documentation of historical records such as the creation and updating of policies 
and procedures, and projects related to the mission of the Policy program.  

Retain for 25 years after end 
of calendar year 

   then 

Transfer to Washington State 
Archives for appraisal and 
selective retention. 

ARCHIVAL 
(Appraisal Required) 

NON-ESSENTIAL 

OPR 
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5.7 INTEGRATED CLAIMS SERVICES ς RETURN TO WORK PROGRAM ς VOCATIONAL DISPUTE RESOLUTION ς OFFICE 
NUMBER 513 
The activity relating ǘƻ ǊŜǾƛŜǿƛƴƎ ǾƻŎŀǘƛƻƴŀƭ ŘƛǎǇǳǘŜǎ ƻƴ ǘƘŜ ŘƛǊŜŎǘƻǊΩǎ ōŜƘŀƭŦ. The director makes the final decisions based on those recommendations. 

DISPOSITION 
AUTHORITY 

NUMBER (DAN) 
DESCRIPTION OF RECORDS 

RETENTION AND 
DISPOSITION ACTION 

DESIGNATION 

08-03-61780 

Rev. 0 

Dispute Tracking System Database 

Electronic Access database tracks every vocational dispute filed by a claimant including but 
not limited to: when the dispute was received, the vocational services specialist the 
dispute is assigned to and the final resolution.  

Retain for 6 years after end 
of calendar year 

   then 

Destroy. 

NON-ARCHIVAL 

ESSENTIAL 

OPR 
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5.8 INTEGRATED CLAIMS SERVICES ς RETURN TO WORK PROGRAM ς PRIVATE SECTOR REHABILITATION SERVICES ς 
OFFICE NUMBER 514 
The activity relating to Vocational wŜƘŀōƛƭƛǘŀǘƛƻƴ /ƻǳƴǎŜƭƻǊǎ ό±w/ǎύΣ ŀƴŘ ±w/ǎΩ ŀǳŘƛǘ ǎŜƭŜŎǘƛƻƴ ǇǊƻŎŜǎǎ ǊŜƎŀǊŘƛƴƎ ǘƘŜ ŎƻƴǎƛŘŜǊŀǘƛƻƴ ƻŦ ǘƘŜƛǊ ŦƛƴŘƛƴƎǎ ƻƴ 
Industrial Insurance claims. 

DISPOSITION 
AUTHORITY 

NUMBER (DAN) 
DESCRIPTION OF RECORDS 

RETENTION AND 
DISPOSITION ACTION 

DESIGNATION 

08-12-61981 

Rev. 0 

Audit Selection Plans for Vocational Rehabilitation Counselor (VRC) 

Provides documentation regarding why a VRC was audited. These records are used as a 
risk management tool to determine which VRCs may be audited in the following year.  

Note: These records do not contain audit working papers or audit reports.  

Retain for 5 years after end 
of calendar year 

   then 

Destroy. 

NON-ARCHIVAL 
NON-ESSENTIAL 

OFM 

08-12-61980 

Rev. 0 

Vocational Rehabilitation Counselor (VRC) and Intern Application Records 

Documentation tracks all incoming VRC and Intern applications by recording the date 
application is received, date sent to Provider Account, provider number, date entered into 
electronic system LINIIS, date informational letter sent out to provider and login ID if 
needed. Documentation also includes all records regarding the assignment of provider 
ƭƻƎƛƴ L5ǎ ǘƘǊƻǳƎƘƻǳǘ ŀ ǇǊƻǾƛŘŜǊΩǎ ƭƛŦŜǘƛƳŜΦ  

Retain for 25 years after end 
of calendar year 

   then 

Destroy. 

NON-ARCHIVAL 
NON-ESSENTIAL 

OPR 
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5.9 INTEGRATED CLAIMS SERVICES ς RETURN TO WORK PROGRAM ς PREFERRED WORKER PROGRAM ς OFFICE 
NUMBER 515 
The activity relating to offering employers financial incentives to hire qualified injured workers who are unable to return to the employer where the 
industrial injury/occupational disease occurred. 

DISPOSITION 
AUTHORITY 

NUMBER (DAN) 
DESCRIPTION OF RECORDS 

RETENTION AND 
DISPOSITION ACTION 

DESIGNATION 

98-10-58815 

Rev. 1 

Preferred Worker Statistics 

Provides compiled documentation of employers, employees, and vocational service 
specialists that participate in the preferred worker program.  

Retain for 6 years after end 
of calendar year 

   then 

Destroy. 

NON-ARCHIVAL 
NON-ESSENTIAL 

OPR 
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5.10 INTEGRATED CLAIMS SERVICES ς RETURN TO WORK PROGRAM ς THERAPY SERVICES, WORKSOURCE PROGRAM ς 
OFFICE NUMBER 518 
The activity relating to ŜǊƎƻƴƻƳƛŎ Ŏƻƴǎǳƭǘŀǘƛƻƴǎ ǘƘŀǘ Ƴŀȅ ƻǊ Ƴŀȅ ƴƻǘ ōŜ ǊŜƭŀǘŜŘ ǘƻ ŀ ²ƻǊƪŜǊǎΩ Compensation claim and WorkSource Vocational 
Services Specialists records. 

DISPOSITION 
AUTHORITY 

NUMBER (DAN) 
DESCRIPTION OF RECORDS 

RETENTION AND 
DISPOSITION ACTION 

DESIGNATION 

96-06-56866 

Rev. 2 

Therapy Services ς Non-Claim Ergonomic Consultations 

Documentation created from an ergonomic worksite consultation, and recommendations 
that are not related to an industrial insurance claim.  

Note: Claim-related consultations are retained under Industrial Insurance Compensable (Time 
Loss) Claim Files ς State Fund (DAN 07-09-61619).  

Retain for 6 years after 
referral closure date 

   then 

Destroy. 

NON-ARCHIVAL 
NON-ESSENTIAL 

OPR 

10-05-62196 

Rev. 0 

WorkSource Vocational Services Specialist Working Files 

The WorkSource Vocational Services Specialists (VSS) provide a full range of vocational 
services. ¢ƘŜȅ ǇŜǊŦƻǊƳ ǎǘŀƴŘŀƭƻƴŜ Ƨƻō ŀƴŀƭȅǎŜǎΣ ŀǎǎŜǎǎ ƛƴƧǳǊŜŘ ǿƻǊƪŜǊǎΩ ŜƳǇƭƻȅŀōƛƭƛǘȅΣ ŀƴŘ 
assist workers to find jobs and improve their skills to increase employability. VSS working 
files their skills to increase employability. VSS working files their skills to increase 
employability. VSS working files their skills to increase employability. VSS working files may 
include but are not limited to: case notes, vocational testing, and medical chart notes from 
the doctor, correspondence, and school transcripts. The documentation is compiled into a 
monthly progress report, which is imaged into the claiƳŀƴǘΩǎ ŎƭŀƛƳ ŦƛƭŜ ŀƴŘ ǊŜǘŀƛƴŜŘ ŦƻǊ тр 
years under Industrial Insurance Compensable (Time Loss) Claim Files ς State Fund (DAN 
07-09-61619).  

Note: Retention requirements per WAC 296-19A-400.  

Retain for 5 years after 
referral closure date 

   then 

Destroy. 

NON-ARCHIVAL 
NON-ESSENTIAL 

OFM 

  



  
Department of Labor & Industries Records Retention Schedule 

Version 1.7 (August 2017) 

 

    5. INSURANCE SERVICES  Page 28 of 122 
 

5.11 INTEGRATED CLAIMS SERVICES ς PENSIONS ς PENSION BENEFITS ς OFFICE NUMBER 564 
The activity relating to workers or their families who receive pension benefits if their injury prevents them from ever becoming gainfully employed, or 
their family receives benefits after an on-the-job fatality. 

DISPOSITION 
AUTHORITY 

NUMBER (DAN) 
DESCRIPTION OF RECORDS 

RETENTION AND 
DISPOSITION ACTION 

DESIGNATION 

08-12-61952 

Rev. 0 

Department of Retirement System Files ς No Claim 

Provides documentation regarding the determination of entitlement for a one-time 
benefit of $150,000 to the relatives of individuals who died on the job classified under 
PERS, SERS and TERS. ¢Ƙƛǎ ƛǎ ŀ ǎŜǇŀǊŀǘŜ ŜƴǘƛǘƭŜƳŜƴǘ ƴƻǘ ǊŜƭŀǘŜŘ ǘƻ ŀ ²ƻǊƪŜǊǎΩ 
Compensation claim at the time of death.  

Retain for 25 years after 
review process complete 

   then 

Destroy. 

NON-ARCHIVAL 
NON-ESSENTIAL 

OPR 

08-12-61953 

Rev. 0 

Fatality Files ς No Claim 

Provides documentation of individuals who died on the job but the accident is not covered 
under Title 51.  

Documentation includes but is not limited to: 

¶ Death certificates; 

¶ Obituaries; 

¶ Newspaper articles covering the accident; 

¶ Investigation reports; 

¶ Information from the employer or family. 

Note: Title 51 is the laws and regulations that govern worker compensation benefits. 

Retain for 25 years after 
review process complete 

   then 

Transfer to Washington State 
Archives for appraisal and 
selective retention. 

ARCHIVAL 
(Appraisal Required) 

NON-ESSENTIAL 

OPR 
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5.11 INTEGRATED CLAIMS SERVICES ς PENSIONS ς PENSION BENEFITS ς OFFICE NUMBER 564 
The activity relating to workers or their families who receive pension benefits if their injury prevents them from ever becoming gainfully employed, or 
their family receives benefits after an on-the-job fatality. 

DISPOSITION 
AUTHORITY 

NUMBER (DAN) 
DESCRIPTION OF RECORDS 

RETENTION AND 
DISPOSITION ACTION 

DESIGNATION 

10-06-62217 

Rev. 0 

Pension Benefit Account Change Records 

Provides documentation of changes made to pension benefit accounts, including Social 
Security Administration (SSA) benefit coordination. A percentage of all changes are 
ǊŜǾƛŜǿŜŘ ŀƴŘ ŎƻƳǇƛƭŜŘ ƛƴǘƻ ŀ ǊŜǇƻǊǘ ǳǎŜŘ ŦƻǊ ŀǳŘƛǘƛƴƎ ǇǳǊǇƻǎŜǎ ōȅ ǘƘŜ {ǘŀǘŜ !ǳŘƛǘƻǊΩǎ 
Office.  

Working files include but are not limited to: 

¶ Pension benefit change reports; 

¶ Special on time payments of pension benefit coordination reports; 

¶ Tracking spreadsheet; 

¶ Final monthly statistic reports. 

Retain for 6 years after 
review complete 

   then 

Destroy. 

NON-ARCHIVAL 
NON-ESSENTIAL 

OPR 

08-05-61784 

Rev. 0 

Pension Screen Reports 

tǊƻǾƛŘŜǎ ŀ ǎƴŀǇǎƘƻǘ ƻŦ ǇŜƴǎƛƻƴ ǎŎǊŜŜƴǎ ŦƻǊ ŜŀŎƘ ΨŦƻƭƛƻΩ όǇŜƴǎƛƻƴ ŎƭŀƛƳύ. Snapshots are used 
to recreate pension file screens on an as-needed basis. Screen shots are created once a 
month; when a new screen shot is taken, it supersedes the former month.  

Retain for 1 month after 
monthly payment run 

   then 

Destroy. 

NON-ARCHIVAL 
NON-ESSENTIAL 

OFM 
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5.12 CRIME VICTIM COMPENSATION PROGRAM ς OFFICE NUMBER 520 
The activity relating to an individual who has suffered personal injury from a violent crime and receives compensation from the Washington State 
Crime Victim Compensation Program to assist in paying expenses such as medical bills, loss of financial support, and funeral expenses. 

DISPOSITION 
AUTHORITY 

NUMBER (DAN) 
DESCRIPTION OF RECORDS 

RETENTION AND 
DISPOSITION ACTION 

DESIGNATION 

92-04-50266 

Rev. 1 

Crime Victim Compensation (CVC) Program Administrative Files 

Documentation includes monthly and quarterly reports, administrative plans, policies, 
mission statements and procedures, and various working files specific to the 
administrative section of CVC.  

Records may also include, but are not limited to: 

¶ Statistics; 

¶ CVC steering committee meeting minutes and files; 

¶ Ad hoc meeting minutes and files; 

¶ Customer surveys and results; 

¶ Program-related news clippings; 

¶ Projects; 

¶ Correspondence. 

Retain for 6 years after end 
of calendar year 

   then 

Transfer to Washington State 
Archives for appraisal and 
selective retention. 

ARCHIVAL 
(Appraisal Required) 

NON-ESSENTIAL 
OFM 

08-09-61847 

Rev. 0 

Crime Victim Documentation ς No Valid Claim Number on File 

Documentation received by the sections within the Crime Victim Compensation Program 
that cannot be matched to a filed claim. Records are researched and, if it is regarding a bill, 
after 45 days a remittance advice is sent to the provider noting that the bill was unpaid 
due to missing claim information. No notification is provided to senders of non-bill 
documents.  

Retain for 2 months after 
end of month 

   then 

Destroy. 

NON-ARCHIVAL 
NON-ESSENTIAL 

OFM 
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5.13 CRIME VICTIM COMPENSATION PROGRAM ς BILL PAYMENT UNIT ς OFFICE NUMBER 521 
The activity relating to the documentation and processing of Crime Victim Compensation Claims medical bills.  

DISPOSITION 
AUTHORITY 

NUMBER (DAN) 
DESCRIPTION OF RECORDS 

RETENTION AND 
DISPOSITION ACTION 

DESIGNATION 

08-03-61778 

Rev. 0 

Bill Quality Assurance Files 

Provides documentation pertaining to bill quality assurance files.  

Retain for 6 years after end 
of quarter 

   then 

Destroy. 

NON-ARCHIVAL 
NON-ESSENTIAL 

OPR 

09-07-62069 

Rev. 0 

Crime Victim Claims ς Medical Bills 

Provides documentation of all medical bills received and processed on Crime Victim 
claims. 

Retain for 25 years after date 
paid 

   then 

Destroy. 

NON-ARCHIVAL 
NON-ESSENTIAL 

OPR 

09-01-61921 

Rev. 1 

Data Entry Batch Cover Sheets 

Documentation provided on the cover sheets is entered into the Medical Information and 
tŀȅƳŜƴǘ {ȅǎǘŜƳ όaLt{ύ ǿƘƛŎƘ ŀŎǘƛǾŀǘŜǎ ǘƘŜ ΨōŀǘŎƘΩ όŀ ƎǊƻǳǇ ƻŦ ƳŜŘƛŎŀƭ ōƛƭƭǎύ ǎƻ ǘƘŜ 
information from the medical bills can be keyed into the system. Documentation on the 
cover sheets includes: Internal Control Number (ICN); the batch number; the beginning 
and ending document numbers; the total documents in the batch; the batch type and 
accounting code; the date batch was activated 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 the 
cover sheet.  

Retain for 6 years after batch 
completed 

   then 

Destroy. 

NON-ARCHIVAL 
NON-ESSENTIAL 

OPR 

92-04-50264 

Rev. 4 

Forensics Assault Exam Bills 

Provides documentation of authorized payment for medical exams. Includes medical 
reports.  

Retain for 6 years after bill 
processing complete 

   then 

Destroy. 

NON-ARCHIVAL 
NON-ESSENTIAL 

OPR 
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5.13 CRIME VICTIM COMPENSATION PROGRAM ς BILL PAYMENT UNIT ς OFFICE NUMBER 521 
The activity relating to the documentation and processing of Crime Victim Compensation Claims medical bills.  

DISPOSITION 
AUTHORITY 

NUMBER (DAN) 
DESCRIPTION OF RECORDS 

RETENTION AND 
DISPOSITION ACTION 

DESIGNATION 

92-04-50268 

Rev. 3 

Preliminary Payment Summary Reports 

Documentation includes several fiscal reports of all crime victim bills approved for 
payment.  

Retain for 6 years after end 
of quarter 

   then 

Destroy. 

NON-ARCHIVAL 
NON-ESSENTIAL 

OPR 

08-05-61785 

Rev. 1 

Provider and Claimant Remittance Advices 

Documentation ǇǊƻǾƛŘŜǎ ŀ ŘŜǘŀƛƭŜŘ ǎǳƳƳŀǊȅ ƻŦ ŀ ǇǊƻǾƛŘŜǊΩǎ ōƛƭƭ ŀŎǘƛǾƛǘȅ ƻǊ ŀ ŎƭŀƛƳŀƴǘΩǎ 
request for reimbursement during a specific payment cycle for Crime Victims bills. The 
original copy is an electronic report produced from the Medical Information Payment 
System (MIPS) and maintained electronically in an Electronic Operating System (EOS). Also 
includes microfiche copies, which were no longer produced after July 2008.  

Retain for 6 years after end 
of calendar year 

   then 

Destroy. 

NON-ARCHIVAL 
NON-ESSENTIAL 

OPR 

97-07-57851 

Rev. 2 

Provider Registration Records 

Documentation of provider eligibility and certification to provide medical treatment and 
mental health services to eligible crime victim claimants. Media: Originals are in paper; 
copies are scanned and imaged for reference purposes only.  

Retain for 6 years after 
provider terminated 

   then 

Destroy. 

NON-ARCHIVAL 
NON-ESSENTIAL 

OPR 
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5.13 CRIME VICTIM COMPENSATION PROGRAM ς BILL PAYMENT UNIT ς OFFICE NUMBER 521 
The activity relating to the documentation and processing of Crime Victim Compensation Claims medical bills.  

DISPOSITION 
AUTHORITY 

NUMBER (DAN) 
DESCRIPTION OF RECORDS 

RETENTION AND 
DISPOSITION ACTION 

DESIGNATION 

09-03-61947 

Rev. 0 

Reference Summary Reports 

Provides documentation of updates, changes, and deletions made to Medical Information 
Payment System ς Crime Victims (MIP-C).  

Records include but are not limited to: 

¶ Terminated provider numbers; 

¶ Tax verification; 

¶ 1099 reporting; 

¶ Procedure code changes; 

¶ Tax master reports; 

¶ Provider payment reports; 

¶ Ad hoc reports. 

Retain for 6 years after end 
of calendar year 

   then 

Destroy. 

NON-ARCHIVAL 
NON-ESSENTIAL 

OPR 
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5.14 CRIME VICTIM COMPENSATION PROGRAM ς CLAIMS UNIT ς OFFICE NUMBER 522 
The activity relating to the processing and management of Crime Victim Compensation claim files. 

DISPOSITION 
AUTHORITY 

NUMBER (DAN) 
DESCRIPTION OF RECORDS 

RETENTION AND 
DISPOSITION ACTION 

DESIGNATION 

74-08-06757 

Rev. 4 

Crime Victim Claim File 

Provides all documentation pertaining to a claim for an individual who has been injured 
during the commission of a crime and the subsequent responsibilities of the State of 
²ŀǎƘƛƴƎǘƻƴΩǎ /ǊƛƳŜ ±ƛŎǘƛƳǎ /ƻƳǇŜƴǎŀǘƛƻƴ tǊƻƎǊŀƳ ƛƴ ǘƘƛǎ ǊŜƎŀǊŘ.  

Includes, but is not limited to: 

¶ Application for benefits; 

¶ Medical records; 

¶ Law enforcement records; 

¶ Claim-related correspondence. 

Retain for 75 years after 
claim closed 

   then 

Destroy. 

NON-ARCHIVAL 

ESSENTIAL 

OPR 
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5.15 EMPLOYER SERVICES ς OFFICE NUMBER 530 
The activity relating to 9ƳǇƭƻȅŜǊ όCƛǊƳύ ŀŎŎƻǳƴǘ ŦƛƭŜǎΣ ²ƻǊƪŜǊǎΩ Compensation base rates and risk classes, and quarterly premiums paid by employers. 

DISPOSITION 
AUTHORITY 

NUMBER (DAN) 
DESCRIPTION OF RECORDS 

RETENTION AND 
DISPOSITION ACTION 

DESIGNATION 

05-03-60843 

Rev. 1 

Annual Rate Notices 

Documentation of notifications to employers of annual industrial insurance rate changes. 
Media: formerly on microfiche. As of July 2008, rate notices are electronic.  

Retain for 10 years after end 
of calendar year 

   then 

Destroy. 

NON-ARCHIVAL 
NON-ESSENTIAL 

OPR 

84-06-34101 

Rev. 1 

Class and Sub-Class Experience 

Provides documentation of loss and exposure data by policies that have sub-accounts and 
display risk classification and sub-classification information.  

Retain for 10 years after end 
of calendar year 

   then 

Destroy. 

NON-ARCHIVAL 
NON-ESSENTIAL 

OPR 

10-01-62193 

Rev. 0 

Dividends 

Records include all documentation pertaining to the issuance of dividends to 
policyholders.  

Retain for 6 years after final 
action taken 

   then 

Destroy. 

NON-ARCHIVAL 
NON-ESSENTIAL 

OPR 

98-10-58817 

Rev. 1 

Employer Accounting Systems Enhancement (EASE) Adjustment Reports 

Provides documentation of adjustments of premiums and penalty/interest on employer 
accounts.  

Retain for 3 years after 
report date 

   then 

Destroy. 

NON-ARCHIVAL 
NON-ESSENTIAL 

OFM 
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5.15 EMPLOYER SERVICES ς OFFICE NUMBER 530 
The activity relating to 9ƳǇƭƻȅŜǊ όCƛǊƳύ ŀŎŎƻǳƴǘ ŦƛƭŜǎΣ ²ƻǊƪŜǊǎΩ Compensation base rates and risk classes, and quarterly premiums paid by employers. 

DISPOSITION 
AUTHORITY 

NUMBER (DAN) 
DESCRIPTION OF RECORDS 

RETENTION AND 
DISPOSITION ACTION 

DESIGNATION 

74-03-03623 

Rev. 2 

Employer Industrial Insurance Account Files 

Provides documentation of all firm files pertinent to the department of workers hours and 
premium payments in accordance with RCW 51.16.035. Documentation for the firm files 
includes but is not limited to: correspondence, appeals, and various reports. Media 
includes paper copies prior to May 2007; thereafter copies are electronic, with some data 
maintained in the electronic application LINIIS.  

Retain for 6 years after final 
action taken 

   then 

Destroy. 

NON-ARCHIVAL 
NON-ESSENTIAL 

OPR 

91-04-47808 

Rev. 3 

Employer Report of Hours for Industrial Insurance 

Provides documentation of man hours worked, and the payroll and premium reported 
and/or paid by employees.  

Retain for 6 years after end 
of quarter 

   then 

Destroy. 

NON-ARCHIVAL 
NON-ESSENTIAL 

OPR 

84-06-34089 

Rev. 1 

Experience Rating Calculation Adjustments 

Provides documentation of incurred losses for employers accounts for firm numbers.  

Retain for 10 years after end 
of calendar year 

   then 

Destroy. 

NON-ARCHIVAL 
NON-ESSENTIAL 

OPR 

10-01-62194 

Rev. 0 

Experience Rating Calculations 

Provides documentation of incurred and expected losses for employers accounts by firm 
number. Media: formerly on microfiche. In 2000, switched to CD and is now available 
electronically.  

Retain for 10 years after end 
of month 

   then 

Destroy. 

NON-ARCHIVAL 
NON-ESSENTIAL 

OPR 
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5.15 EMPLOYER SERVICES ς OFFICE NUMBER 530 
The activity relating to 9ƳǇƭƻȅŜǊ όCƛǊƳύ ŀŎŎƻǳƴǘ ŦƛƭŜǎΣ ²ƻǊƪŜǊǎΩ Compensation base rates and risk classes, and quarterly premiums paid by employers. 

DISPOSITION 
AUTHORITY 

NUMBER (DAN) 
DESCRIPTION OF RECORDS 

RETENTION AND 
DISPOSITION ACTION 

DESIGNATION 

10-01-62195 

Rev. 0 

Potential Unregistered Employers Report 

Provides documentation of employers who may not have been registered prior to a claim 
being filed. The report is reviewed by an Employer Services staff member and, if there is a 
discrepancy, a copy is given to the account manager for further review. If fraud is 
determined, the information is given to the Fraud Prevention Investigation section to be 
investigated.  

Retain for 6 years after end 
of month 

   then 

Destroy. 

NON-ARCHIVAL 
NON-ESSENTIAL 

OPR 
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5.16 EMPLOYER SERVICES ςRETROSPECTIVE RATING ς OFFICE NUMBER 534 
The activity relating to an optional incentive program offered to employers to minimize their industrial insurance losses. 

DISPOSITION 
AUTHORITY 

NUMBER (DAN) 
DESCRIPTION OF RECORDS 

RETENTION AND 
DISPOSITION ACTION 

DESIGNATION 

84-05-33893 

Rev. 2 

Prospective Retrospective Rating Members 

Provides documentation which enables groups to see how they might fare under 
retrospective rating.  

Retain for 2 years after end 
of calendar year 

   then 

Destroy. 

NON-ARCHIVAL 
NON-ESSENTIAL 

OFM 

84-05-33895 

Rev. 2 

Retrospective Rating Enrollment Files ς Groups/Individuals 

Documentation specific to retrospective enrollment, which includes but is not limited to: 
calculations, correspondence, coordinator contact records, account balance reports, 
membership, predominant risk reports, protests and appeals, and contractual agreement.  

Retain for 6 years after 
resolution of all protests and 
appeals 

   then 

Destroy. 

NON-ARCHIVAL 

ESSENTIAL 

OPR 
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5.17 HEALTH SERVICE ANALYSIS (HSA) ς OFFICE NUMBER 540 
The activity relating to a second-opinion program in Washington State. 

DISPOSITION 
AUTHORITY 

NUMBER (DAN) 
DESCRIPTION OF RECORDS 

RETENTION AND 
DISPOSITION ACTION 

DESIGNATION 

10-06-62216 

Rev. 0 

Chiropractic Consultation Files 

Provides documentation of Chiropractors who voluntarily apply to perform second 
opinions on injured workers referred by their doctors.  

Records may include but are not limited to: 

¶ Program application; 

¶ Copy of chiropractic license; 

¶ Continuing education credits; 

¶ Performance agreement; 

¶ Attestation letters; 

¶ Correspondence. 

Retain for 3 years after 
agreement is terminated 

   then 

Destroy. 

NON-ARCHIVAL 
NON-ESSENTIAL 

OFM 
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5.18 HEALTH SERVICE ANALYSIS (HSA) ς HEALTHCARE POLICY AND PAYMENT METHODS ς OFFICE NUMBER 542 
The activity relating to the development of policies, payment methods and maximum fees used to pay healthcare and vocational providers who treat 
injured workers and crime victims. 

DISPOSITION 
AUTHORITY 

NUMBER (DAN) 
DESCRIPTION OF RECORDS 

RETENTION AND 
DISPOSITION ACTION 

DESIGNATION 

98-08-58656 

Rev. 2 

Provider Fee Schedule Documentation 

Provides a record of the complete development of the provider fee schedules, which 
ƛƴŎƭǳŘŜǎ ǿƻǊƪŜǊǎΩ compensation payment codes, based on business needs and industry 
standards.  

Records may include but are not limited to: 

¶ Correspondence; 

¶ Benchmarking documents; 

¶ Coverage decisions; 

¶ Fee schedules; 

¶ Extracts; 

¶ Payment policies and billing instructions; 

¶ Web documents; 

¶ Work plans; 

¶ WAC changes. 

Retain for 15 years after date 
of publication 

   then 

Transfer to Washington State 
Archives for appraisal and 
selective retention. 

ARCHIVAL 
(Appraisal Required) 

NON-ESSENTIAL 
OPR 
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5.19 HEALTH SERVICE ANALYSIS (HSA) ς PROVIDER CREDENTIALING AND COMPLIANCE ς OFFICE NUMBER 544 
The activity relating to the management of provider accounts; provider quality, which includes medical care provided by healthcare providers and 
medical examiners or firms providing independent medical exams; billing audits; and continuing medical education seminars and webinars. 

DISPOSITION 
AUTHORITY 

NUMBER (DAN) 
DESCRIPTION OF RECORDS 

RETENTION AND 
DISPOSITION ACTION 

DESIGNATION 

11-04-62455 

Rev. 1 

Claims Manager Complaint Tracking Files 

Provides documentation of complaints from Claims Managers regarding Independent 
Medical Exams (IME) doctor examination reports. Documentation may include but is not 
limited to: emails, databases, spreadsheets, faxes or written correspondence. Media: 
paper and electronic.  

Regarding the cut-off, Ψ¢ǊŀŎƪƛƴƎ /ƻƳǇƭŜǘŜŘΩ ƳŜŀƴǎ ǘƘŜ ǇǊƻǾƛŘŜǊ ŎƻƳǇƭŀƛƴǘκǊŜŦŜǊǊŀƭ Ƙŀǎ 
been reviewed and no further action will be taken by the department. If further action is 
required, the documentation becomes a part of the records series titled Provider Peer 
Review and Complaint Files (DAN 11-04-62440). 

Retain for 2 years after 
tracking completed 

   then 

Destroy. 

NON-ARCHIVAL 
NON-ESSENTIAL 

OFM 

98-08-58654 

Rev. 1 

Independent Medical Exam (IME) Providers 

Provides documentation of IME firms and individual providers that perform independent 
ƳŜŘƛŎŀƭ ŜȄŀƳƛƴŀǘƛƻƴǎ ŦƻǊ ²ŀǎƘƛƴƎǘƻƴ {ǘŀǘŜ ²ƻǊƪŜǊǎΩ /ƻƳǇŜƴǎŀǘƛƻƴ. Documentation may 
include but is not limited to: provider applications, inactivation of provider services, 
administrative action taken against provider based on complaints, orders of notice, 
correspondence and litigation records.  

Regarding the cut-ƻŦŦΣ ΨCƛƴŀƭ !ŎǘƛƻƴΩ ƳŜŀƴǎ ǘƘŜ ŘŜǇŀǊǘƳŜƴǘΩǎ ŀŎǘƛƻƴ ƛǎ ƴƻǘ ŀǇǇŜŀƭŀōƭŜΣ ǘƘŜ 
ǇǊƻǾƛŘŜǊΩǎ ŘŜōǘ Ƙŀǎ ōŜŜƴ paid in full and, if appropriate, all terms of the settlement 
agreement have been met. 

Retain for 6 years after 
services end or final action 
completed 

   then 

Destroy. 

NON-ARCHIVAL 
NON-ESSENTIAL 

OPR 
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5.19 HEALTH SERVICE ANALYSIS (HSA) ς PROVIDER CREDENTIALING AND COMPLIANCE ς OFFICE NUMBER 544 
The activity relating to the management of provider accounts; provider quality, which includes medical care provided by healthcare providers and 
medical examiners or firms providing independent medical exams; billing audits; and continuing medical education seminars and webinars. 

DISPOSITION 
AUTHORITY 

NUMBER (DAN) 
DESCRIPTION OF RECORDS 

RETENTION AND 
DISPOSITION ACTION 

DESIGNATION 

11-04-62454 

Rev. 0 

Injured Worker Complaint Tracking Files 

Provides documentation of complaints from injured workers against Independent Medical 
Exam IME) doctors. Documentation may include but is not limited to: faxes, written 
correspondence, or secure message.  

Regarding the cut-ƻŦŦΥ Ψ¢ǊŀŎƪƛƴƎ ŎƻƳǇƭŜǘŜŘΩ ƳŜŀƴǎ ǘƘŜ ǇǊƻǾƛŘŜǊ ŎƻƳǇƭŀƛƴǘκǊŜŦŜǊǊŀƭ Ƙŀǎ 
been reviewed and no further action will be taken by the department. If further action is 
required, the documentation becomes a part of the records series Provider Peer Review 
and Complaint Files (DAN 11-04-62440). 

Retain for 3 years after 
tracking completed 

   then 

Destroy. 

NON-ARCHIVAL 
NON-ESSENTIAL 

OFM 

77-10-20108 

Rev. 5 

Provider Account Records 

Provides documentation of assigning payee numbers to medical and non-medical 
providers and any related correspondence between L&I and the provider. Payee numbers 
are used to issue payments to providers for services provided to industrially injured 
workers. Media includes paper prior to July 2007, electronic copies scanned into ORION, 
and electronic information maintained in LINIIS.  

Retain for 20 years after 
inactivation date 

   then 

Destroy. 

NON-ARCHIVAL 
NON-ESSENTIAL 

OPR 

08-06-61783 

Rev. 0 

Provider Account Statistical Reports 

Documentation used for reference and compiling statistics. Reports may include but are 
not limited to: Lien Summary Report, reports of provider enrollment numbers, missing 
provider Social Security numbers, IRS Tax ID numbers, and the inactive Provider Account 
Report.  

Retain for 2 years after end 
of calendar year 

   then 

Destroy. 

NON-ARCHIVAL 
NON-ESSENTIAL 

OFM 
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5.19 HEALTH SERVICE ANALYSIS (HSA) ς PROVIDER CREDENTIALING AND COMPLIANCE ς OFFICE NUMBER 544 
The activity relating to the management of provider accounts; provider quality, which includes medical care provided by healthcare providers and 
medical examiners or firms providing independent medical exams; billing audits; and continuing medical education seminars and webinars. 

DISPOSITION 
AUTHORITY 

NUMBER (DAN) 
DESCRIPTION OF RECORDS 

RETENTION AND 
DISPOSITION ACTION 

DESIGNATION 

92-12-51671 

Rev. 2 

Provider Medical Bill Audits and Actions 

Provides documentation of provider medical bill audits. Documentation may include but is 
not limited to: complaint/referral; referral analysis; order and notice; correspondence; and 
litigation records. This series does not include medical records; see DAN 92-12-51666.   

Regarding the cut-ƻŦŦΥ Ψ!Ŏǘƛƻƴ CƛƴŀƭΩ ƳŜŀns ǘƘŜ ŘŜǇŀǊǘƳŜƴǘΩǎ ŀŎǘƛƻƴ ƛǎ ƴƻǘ ŀǇǇŜŀƭŀōƭŜΣ ǘƘŜ 
ǇǊƻǾƛŘŜǊΩǎ ŘŜōǘ Ƙŀǎ ōŜŜƴ ǇŀƛŘ ƛƴ Ŧǳƭƭ ŀƴŘΣ ƛŦ ŀǇǇǊƻǇǊƛŀǘŜΣ ŀƭƭ ǘŜǊƳǎ ƻŦ ǘƘŜ ǎŜǘǘƭŜƳŜƴǘ 
agreement have been met. ΨLƴǾŜǎǘƛƎŀǘƛƻƴ /ƻƳǇƭŜǘŜŘΩ ƳŜŀƴǎ ǘƘŜ ǇǊƻǾƛŘŜǊ ōƛƭƭƛƴƎ 
complaint/referral has been reviewed and no further action will be taken by the 
department.  

Retain for 6 years after 
action final or investigation 
completed 

   then 

Destroy. 

NON-ARCHIVAL 
NON-ESSENTIAL 

OPR 

11-04-62440 

Rev. 0 

Provider Peer Review and Complaint Files 

Provides documentation of professional peer reviews of treatment for quality and medical 
necessity. Also includes provider quality of care complaints/referrals. Documentation may 
include but is not limited to: professional peer review report, agency report, order of 
notice or letter of concern, follow-up, litigation records, reconsideration reports, 
monitoring report, complaint files, and individual quality care complaints submitted about 
providers. This series does not include medical records; see DAN 92-12-51666. 

Regarding the cut-ƻŦŦΥ Ψ!Ŏǘƛƻƴ CƛƴŀƭΩ ƳŜŀƴǎ ǘƘŜ ŘŜǇŀǊǘƳŜƴǘΩǎ ŀŎǘƛƻƴ ƛǎ ƴƻǘ ŀǇǇŜŀƭŀōƭŜΣ ǘƘŜ 
ǇǊƻǾƛŘŜǊΩǎ ŘŜōǘ Ƙŀǎ ōŜŜƴ ǇŀƛŘ ƛƴ Ŧǳƭƭ ŀnd, if appropriate, all terms of the settlement 
ŀƎǊŜŜƳŜƴǘ ƘŀǾŜ ōŜŜƴ ƳŜǘΦ ΨLƴǾŜǎǘƛƎŀǘƛƻƴ /ƻƳǇƭŜǘŜŘΩ ƳŜŀƴǎ ǘƘŜ ǇǊƻǾƛŘŜǊ ōƛƭƭƛƴƎ 
complaint/referral has been reviewed and no further action will be taken by the 
department.  

Retain for 6 years after 
action final or investigation 
completed 

   then 

Destroy. 

NON-ARCHIVAL 
NON-ESSENTIAL 

OPR 
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5.20 HEALTH SERVICE ANALYSIS (HSA) ς TECHNICAL OPERATIONS ς OFFICE NUMBER 546 
The activity relating to maintaining the integrity of the Medical Information Payment System (MIPS), and the maintenance of all claimant data 
necessary to support medical bills payment and management reporting. 

DISPOSITION 
AUTHORITY 

NUMBER (DAN) 
DESCRIPTION OF RECORDS 

RETENTION AND 
DISPOSITION ACTION 

DESIGNATION 

77-10-20112 

Rev. 1 

Annual Claimant History Profile 

Provides a record of payments made to medical vendors by the claim number assigned to 
each industrially injured worker. Report is maintained in an electronic system called 
Enterprise Output Solution (EOS).  

Retain for 25 years after end 
of calendar year 

   then 

Destroy. 

NON-ARCHIVAL 
NON-ESSENTIAL 

OPR 

08-09-61868 

Rev. 1 

Completed W-2 Forms for State Fund Claimants 

Secondary copies of completed W-2 forms for individuals with active state fund claim files. 
Copies are kept in case of loss by customer.  

Retain for 7 years after end 
of calendar year 

   then 

Destroy. 

NON-ARCHIVAL 
NON-ESSENTIAL 

OPR 

89-10-45074 

Rev. 5 

Electronic Media Claims (EMC) Bill Reports 

Documentation provides an audit trail for multiple insurer format bills processed by 
Medical Information Payment System (MIPS). Includes but is not limited to: L&I LAN 
processing reports, EMC preprocessing reports, and MIPS processing reports. These 
reports are received and maintained electronically.  

Retain for 6 years after end 
of month 

   then 

Destroy. 

NON-ARCHIVAL 
NON-ESSENTIAL 

OPR 

80-01-24085 

Rev. 1 

Firm Statement of Awards 

Monthly statement to employers detailing payments made to medical and miscellaneous 
providers. The report is broken down by claim number. Report is maintained in an 
electronic system called Enterprise Output Solution (EOS).  

Retain for 25 years after end 
of month 

   then 

Destroy. 

NON-ARCHIVAL 
NON-ESSENTIAL 

OPR 
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5.20 HEALTH SERVICE ANALYSIS (HSA) ς TECHNICAL OPERATIONS ς OFFICE NUMBER 546 
The activity relating to maintaining the integrity of the Medical Information Payment System (MIPS), and the maintenance of all claimant data 
necessary to support medical bills payment and management reporting. 

DISPOSITION 
AUTHORITY 

NUMBER (DAN) 
DESCRIPTION OF RECORDS 

RETENTION AND 
DISPOSITION ACTION 

DESIGNATION 

92-03-49964 

Rev. 2 

Mass Adjustment Operational Records 

Provides documentation of detail reports in the Medical Information Payment System 
(MIPS) files and mass payment adjustment transactions.  

Retain for 6 years after end 
of week 

   then 

Destroy. 

NON-ARCHIVAL 
NON-ESSENTIAL 

OPR 

08-09-61867 

Rev. 1 

Reference Update Summary 

Provides documentation of updates, changes and deletions made to MIPS.  

Retain for 6 years after end 
of month 

   then 

Destroy. 

NON-ARCHIVAL 

ESSENTIAL 

OPR 

89-10-45066 

Rev. 1 

Remittance Advices 

Provides detailed records of bi-monthly payments made to medical vendors for 
industrially injured workers. Report is maintained in an electronic system called Enterprise 
Output Solution (EOS).  

Retain for 25 years after 
every other month (bi-
monthly) 

   then 

Destroy. 

NON-ARCHIVAL 
NON-ESSENTIAL 

OPR 

03-04-60514 

Rev. 1 

Service Request Release Documents 

Provides documentation of all supporting test plans, test scripts, test results including 
exception logic, new reports, and screen layouts and data elements of 
modifications/enhancements made to MIPS.  

Retain for 6 years after end 
of month 

   then 

Destroy. 

NON-ARCHIVAL 
NON-ESSENTIAL 

OPR 
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5.21 SELF-INSURANCE ς CERTIFICATION SERVICES ς OFFICE NUMBER 572 
The activity relating to the management of qualified self-ƛƴǎǳǊŀƴŎŜ ŜƳǇƭƻȅŜǊǎΣ ǿƘƻ ǇǊƻǾƛŘŜ ǘƘŜƛǊ ƻǿƴ ŎƻǾŜǊŀƎŜ ƻŦ [ϧLΩǎ ǿƻǊƪŜǊǎΩ ŎƻƳǇŜƴǎŀǘƛƻƴ 
program. 

DISPOSITION 
AUTHORITY 

NUMBER (DAN) 
DESCRIPTION OF RECORDS 

RETENTION AND 
DISPOSITION ACTION 

DESIGNATION 

74-07-05403 

Rev. 6 

Employer Master Record File 

Provides documentation of correspondence related to self-insurers, including files related 
to safety, program compliance, audits and penalties.  

Note: These records were microfilmed through February 2007. Microfilm is currently stored at 
L&I headquarters in Tumwater on the 3rd Floor. 

Retain for 30 years after the 
date imaged 

   then 

Destroy. 

NON-ARCHIVAL 
NON-ESSENTIAL 

OPR 

11-04-62439 

Rev. 0 

Self-Insured Employer Escrow Balance Sheets 

Escrow balance sheets, or statements, are reviewed each month to verify that an 
employer has the funds to pay their worker benefits in the event of a default by an 
employer. The statements are checked to insure that 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 quarterly. When a new one is received the 
former one is obsolete as the new statement supersedes it. The escrow account 
documentation is maintained in the Self-Insured Surety Files (DAN 98-09-58677) for 11 
years after the last claim is closed.  

Retain until superseded 

   then 

Destroy. 

NON-ARCHIVAL 
NON-ESSENTIAL 

OFM 

07-12-61679 

Rev. 1 

Self-Insured Employer Reporting Files 

Includes actuarial documentation of estimated loss exposure (claim costs) for Self-Insured 
businesses and documentation of assessment paid by self-insurers. Information utilized in 
actuarial estimates of loss exposure. May include but is not limited to: reinsurance, 
legal/special documents, subs/locations, quarterly and annual reports and 
reimbursements.  

Retain for 30 years after 
imaged 

   then 

Destroy. 

NON-ARCHIVAL 
NON-ESSENTIAL 

OPR 
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5.21 SELF-INSURANCE ς CERTIFICATION SERVICES ς OFFICE NUMBER 572 
The activity relating to the management of qualified self-ƛƴǎǳǊŀƴŎŜ ŜƳǇƭƻȅŜǊǎΣ ǿƘƻ ǇǊƻǾƛŘŜ ǘƘŜƛǊ ƻǿƴ ŎƻǾŜǊŀƎŜ ƻŦ [ϧLΩǎ ǿƻǊƪŜǊǎΩ ŎƻƳǇŜƴǎŀǘƛƻƴ 
program. 

DISPOSITION 
AUTHORITY 

NUMBER (DAN) 
DESCRIPTION OF RECORDS 

RETENTION AND 
DISPOSITION ACTION 

DESIGNATION 

98-09-58677 

Rev. 4 

Self-Insured Surety Files 

Provides documentation of collateral for Self-Insured claims liability. Source of payment in 
ǘƘŜ ŜǾŜƴǘ ƻŦ ŀ ŘŜŦŀǳƭǘ ǘƻ ŜƴǎǳǊŜ ǇŀȅƳŜƴǘ ƻŦ ǿƻǊƪŜǊǎΩ ŎƻƳǇŜƴǎŀǘƛƻƴ ōŜƴŜŦƛǘǎ. 
Documentation includes bond, escrow agreement, and letter of credit backing up financial 
surety.  

Correspondence releasing the surety will be placed in the series under DAN 74-07-05403 
and maintained for 30 years. 

Retain until 11 years after 
last claim closed 

   then 

Destroy. 

NON-ARCHIVAL 
NON-ESSENTIAL 

OPR 
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5.22 SELF-INSURANCE ς CLAIMS TRAINING UNIT ς OFFICE NUMBER 571 
The activity relating to certifying self-insurance claims work leaders, claims managers and trainers. 

DISPOSITION 
AUTHORITY 

NUMBER (DAN) 
DESCRIPTION OF RECORDS 

RETENTION AND 
DISPOSITION ACTION 

DESIGNATION 

11-04-62437 

Rev. 0 

Self-Insurance Electronic Data Reporting System (SIEDRS) Aggregate Data Reports 

vǳŀǊǘŜǊƭȅ ǊŜǇƻǊǘǎ ƻƴ ǿƻǊƪŜǊǎΩ ŎƻƳǇŜƴǎŀǘƛƻƴ ǇǊƻƎǊŀƳ ƻǳǘŎƻƳŜǎ ŦƻǊ ǘƘŜ ǎŜƭŦ-insurance 
community as a whole. Includes a total of 21 various reports. 

Retain until 5 years after end 
of quarter 

   then 

Destroy. 

NON-ARCHIVAL 
NON-ESSENTIAL 

OFM 

11-04-62436 

Rev. 0 

Self-Insurance Electronic Data Reporting System (SIEDRS) Enrollment Forms 

Provides a record of companies that are sending claims data electronically to L&I via 
SIEDRS. 

Retain until 1 year after data 
entered and verified 

   then 

Destroy. 

NON-ARCHIVAL 
NON-ESSENTIAL 

OFM 

11-04-62434 

Rev. 1 

Self-Insurance Qualified Claim Administrator Completed Exams 

Provides a record of testing to become a qualified claims administrator. Includes 
application. wŜǎǳƭǘǎ ŀǊŜ ŘƻŎǳƳŜƴǘŜŘ ƛƴ ǘƘŜ ŜƭŜŎǘǊƻƴƛŎ ǎȅǎǘŜƳ ΨvǳƛŎƪ /ŀǊŘǎΩ ǳƴŘŜǊ 5!b лу-
11-61909 and kept for 25 years. 

Retain until data entered and 
verified 

   then 

Destroy. 

NON-ARCHIVAL 
NON-ESSENTIAL 

OFM 

11-04-62435 

Rev. 1 

Self-Insured Qualified Claim Administrator Updated Exam Questions 

Provides documentation of updated exams with new or revised questions. 

Retain for 1 year after 
superseded 

   then 

Destroy. 

NON-ARCHIVAL 
NON-ESSENTIAL 

OPR 
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5.23 SELF-INSURANCE ς CLAIMS MANAGEMENT SERVICES ςς OFFICE NUMBER 573 
The activity relating to management of self-insurance claims files. 

DISPOSITION 
AUTHORITY 

NUMBER (DAN) 
DESCRIPTION OF RECORDS 

RETENTION AND 
DISPOSITION ACTION 

DESIGNATION 

07-12-61682 

Rev. 1 

Self-LƴǎǳǊŜŘ !ƎŜƴŎȅ ²ƻǊƪŜǊǎΩ /ƻƳǇŜƴǎŀǘƛƻƴ /ƭŀƛƳǎ ς Compensable 

Includes medical coverage and time loss and provides documentation of action taken, 
provides basis for future claim decisions, and allows research related to the claims.  

Note: The original claim files are kept by the self-insured employer, so L&I cannot certify 
completeness of file. See the Local Government Common Records Retention Schedule, DAN 
GS50-06C-27. 

Retain for 75 years after 
close of claim 

   then 

Destroy. 

NON-ARCHIVAL 
NON-ESSENTIAL 

OPR 

74-07-05400 

Rev. 5 

Self-LƴǎǳǊŜŘ !ƎŜƴŎȅ ²ƻǊƪŜǊǎΩ /ƻƳǇŜƴǎŀǘƛƻƴ /ƭŀƛƳǎ ς Compensable ς Paper Copies Prior 
to 1988 

Includes medical coverage and time loss and provides documentation of action taken, 
provides basis for future claim decisions, and allows research related to claims prior to 
1988.  

Retain for 75 years after 
close of claim 

   then 

Destroy. 

NON-ARCHIVAL 
NON-ESSENTIAL 

OPR 

78-11-21645 

Rev. 6 

Self-LƴǎǳǊŜŘ !ƎŜƴŎȅ ²ƻǊƪŜǊǎΩ /ƻƳǇŜƴǎŀǘƛƻƴ /ƭŀƛƳǎ ς Non-Compensable 

Provides documentation of action taken, provides basis for future claim decisions, and 
allows research related to the claims.  

Note: The original claim files are kept by the self-insured employer, so L&I cannot certify 
completeness of file. See the Local Government Common Records Retention Schedule, DAN 
GS50-06C-31. 

Retain for 40 years after 
close of claim 

   then 

Destroy. 

NON-ARCHIVAL 
NON-ESSENTIAL 

OPR 

  




































































































































