Washington State Archives Department of Financial Institutions Records Retention Schedule
Office of the Secretary of State Version 1.0 (December 2012)

This schedule applies to: Department of Financial Institutions

Scope of records retention schedule

This records retention schedule authorizes the destruction/transfer of the public records of the Department of Financial Institutions relating to the unique
functions of regulating and examinations of state chartered financial services and to protect consumers from financial fraud. 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 designation as “Archival (Permanent Retention)” must not be destroyed. Records designated as “Archival (Appraisal Required)” must be appraised
by the Washington State Archives before disposition. Public records must not be destroyed if they are subject to ongoing or reasonably anticipated litigation.
Such public records must be managed in accordance with the agency’s policies and procedures for legal holds. Public records must not be destroyed if they are
subject to an existing public records request in accordance with chapter 42.56 RCW. Such public records must be managed in accordance with the agency’s
policies and procedures for public records requests.

Revocation of previously issued records retention schedules
All previously issued records retention schedules to the Department of Financial Institutions are revoked. The Department of Financial Institutions 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 December 5, 2012.

Signature on File Signature on File - Signature on File
For the State Auditor: For the Attorney General: For the Office of Financial Management: The State Archivist:
Cindy Evans Kathryn McLeod Cherie Berthon Jerry Handfield
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REVISION HISTORY

Version

Date of Approval

Extent of Revision

1.0

December 5, 2012

Consolidation and revision of all existing disposition authorities.

For assistance and advice in applying this records retention schedule,

please contact the Department of Financial Institutions’ Records Officer

or Washington State Archives at:

recordsmanagement@sos.wa.gov
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Office of the Secretary of State

1. AGENCY MANAGEMENT

This section covers records relating to the overarching management of agency business and its general administration which are not covered by the State
Government General Records Retention Schedule.

See State Government General Records Retention Schedule for additional records relating to agency management.

11 LEGISLATIVE FILES

The activity of agency rulemaking and legislative activities.

DISPOSITION

Administrative Procedures Act).

date rulemaking was

AUTHORITY DESCRIPTION OF RECORDS AL DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
12-12-68358 | Rulemaking Files Retain for 6 years after ARCHIVAL
Rev. 0 Documents agency rulemaking (WAC) as described in RCW 34.05.370 (the Washington effective date of rule or (Appraisal Required)

NON-ESSENTIAL

: OPR
Includes but is not limited to: cancelled or expired
. . . then
e The text of proposed rules with documents of agency internal review and
comments: Transfer to Washington
e Mailroom distribution records; State Archives for appraisal
e Rulemaking hearing sign-in sheets (including names and addresses of persons and selective retention.
attending the hearing or giving testimony);
e Summary of public rule hearing; written comments received regarding the
proposed rule (regardless of when received), as well as any DFI response;
e Original rulemaking orders and documents showing adoption date and record of
filing with the Code Reviser (as well as assignment of WSR number).
1. AGENCY
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2. ENFORCEMENT

This section covers records relating to enforcement actions and investigations against regulated or unregulated financial entities.

2.1 ENFORCEMENT

The activity of enforcing the regulatory and statutory requirements of financial institutions chartered in the state.

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DI::;EII\"I::-(I)?VNAACI'\‘I':)ON DESIGNATION
NUMBER (DAN)
12-12-68359 | Administrative Orders Retain for 6 years after ARCHIVAL
Rev. 0 Orders issued by the Director of Financial Institutions or a Division Director against a receipt (AﬁgﬁiSEaslsREe'\ﬁ:rAeLd)
financial entity pursuant to an enforcement action. then OPR
Transfer to Washington
State Archives for appraisal
and selective retention.
12-12-68360 | Complaints Retain for 6 years after case NON-ARCHIVAL
Rev.0 Records relating to consumer or other complaints filed with Department of Financial closed NON'EOSsFENTlAL
Institutions, including those referred by other state agencies or agencies in other states. then
Includes, but is not limited to: Destroy.
e Correspondence, including complaint intake forms;
¢ Notes and memoranda;
e Compiled evidence;
e Resolution documents not rising to the level of an administrative order;
e (Case-specific information sharing agreements between the Department and other
agencies, state or federal.
Note: Complaint files are held separate from investigations files, secondary copies of
complaints leading to investigations become part of the investigation file.
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2.2 INVESTIGATIONS

The activity of investigating financial institutions chartered in the state.

DISPOSITION
AUTHORITY
NUMBER (DAN)

DESCRIPTION OF RECORDS

RETENTION AND
DISPOSITION ACTION

DESIGNATION

12-12-68361
Rev. 0

Investigations — Non-Securities
Records of investigations conducted against non-securities entities.
Includes, but is not limited to:

e Correspondence, notes, and memoranda used as part of investigation;

e Compilation of evidence;

e Statements of Charges not attached to Administrative Orders.
Excludes records covered by Administrative Orders (DAN 12-12-68359).

Note: Investigation files are held separate from original complaint files, secondary copies of
complaints leading to investigations become part of the investigation files.

Retain for 6 years after case
closed

then
Destroy.

NON-ARCHIVAL
NON-ESSENTIAL
OPR

12-12-68362
Rev. 0

Investigations — Securities

Records of investigations against securities entities conducted by the Division of
Securities.

Includes, but is not limited to:

e Correspondence, notes, and memoranda used as part of investigation;
e Compilation of evidence;
e Statements of Charges not attached to Administrative Orders;
e (Case-specific information sharing agreements between the Department and
other agencies, state or federal.
Excludes records covered by Administrative Orders (DAN 12-12-68359).

Note: Investigation files are held separate from original complaint files, secondary copies of
complaints leading to investigations become part of the investigation files.

Retain for 15 years after case
closed

then
Destroy.

NON-ARCHIVAL
NON-ESSENTIAL
OPR

2. ENFORCEMENT

Page 6 of 18




Washington State Archives Department of Financial Institutions Records Retention Schedule
Office of the Secretary of State Version 1.0 (December 2012)

3. EXAMINATIONS

This section covers records relating to the examinations of regulated financial entities.

3.1 EXAMINATIONS

The activity relating to the examinations and compliance of regulated financial entities. Also includes entities potentially subject to regulation.

DISPOSITION

AUTHORITY DESCRIPTION OF RECORDS DI::;EII\"I::-(I)?VNAACI'\‘I':)ON DESIGNATION
NUMBER (DAN)
12-12-68363 | Examinations Retain for 6 years after NON-ARCHIVAL
Rev. 0 Documents created, received, or maintained that relate to examinations of any regulated created or received NON—EOSEENTIAL
entity or entity potentially subject to regulation. This includes all Reports of Examination then
(ROEs), as well as all documentation received or created necessary to support an ROE and | pestroy.

is the evidence of the business practices and evidence of violations of deficient business
practices.

This includes, but is not limited to examinations of:

e Consumer Loan Companies;

e Mortgage Brokers;

e Banks and Mutual Savings Banks;

e Money Services Businesses;

e Trust Companies;

Credit Unions and Credit Union Subsidiaries;
Check cashers and sellers, and small loan lenders;
Escrow agents and broker-dealers;

Investment advisors;

This also includes, but is not limited to:

e Entity- or individual-specific information sharing agreements between the
Department and other agencies, state or federal;
e Supervisory agreements and directives.
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Office of the Secretary of State

3.1 EXAMINATIONS

The activity relating to the examinations and compliance of regulated financial entities. Also includes entities potentially subject to regulation.

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
12-12-68364 | Examinations — Transitory/Temporary Documents Retain until no longer NON-ARCHIVAL
Rev. 0 Non-essential documents and copies of records for information gathering purposes and needed for agency business NON'ESFS'\ENHAL
do not contain evidence of violations of deficient business practices, and are not after fma! report of
specifically referenced in the Report of Examination (ROE). examination is completed
Excludes records covered by Examinations (DAN 12-12-68363). then
Destroy.
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4. LICENSING, CHARTERING, AND REGISTRATION

This section covers records relating to the licensing, chartering, and registration of financial institutions and individuals such as banks, credit unions, mortgage
brokers, payday lenders and securities issuers and salespeople.

4.1 LICENSING, CHARTERING AND REGISTRATION

The activity relating to the applications, licensing, chartering and registration of financial institutions and entities doing business in the state.

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DI::;EII\'JI::-(I)?\INAACI'\:'EN DESIGNATION
NUMBER (DAN)
12-12-68365 | Criminal History Reports Retain until a licensing, NON-ARCHIVAL
Rev. 0 NON-ESSENTIAL

Documents created, received, or maintained regarding the criminal history or background

chartering, or registration

. - e ici ; PR
checks of applicants, employees of existing regulated entities, and any other persons decision is made ©
requiring licensure through the Department of Financial Institutions. then
Destroy.
4. LICENSING,
CHARTERING AND Page 9 of 18
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4.1 LICENSING, CHARTERING AND REGISTRATION

The activity relating to the applications, licensing, chartering and registration of financial institutions and entities doing business in the state.

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DI::(.;EII\'II'T(I)?\INAA(‘ZI'\:':%N DESIGNATION
NUMBER (DAN)
12-12-68366 | Regulated Entity or Offering Files Retain for 6 years after NON-ARCHIVAL
Rev.0 Records relating to specific regulated entities (firms or individuals) or offerings. license, charter, or ESSENTIAL
registration ends, OPR

Includes, but is not limited to:

Granted, denied, abandoned, rejected, surrendered, revoked, suspended, expired, or
withdrawn applications for licenses, charters, or registered offerings, as well as all
documents related to such applications;

Licensing files for consumer loan companies, mortgage brokers, loan originators,
check cashers and sellers and payday lenders, money services businesses, escrow
agents, escrow officers, broker-dealers, securities salespersons, investment advisor
representatives, and investment advisors;

Registration files for the offering of securities, business opportunities, or franchises;
Chartering files for banks, savings banks, trust companies, and credit unions;

Records of major events in the life of a depositary financial institution;

Articles of incorporation, bylaws, and bonds for depositary financial institutions;
Credit union rosters;

Bond files for licensed, registered, or chartered institutions not otherwise maintained
as part of a licensing, registration, or chartering file;

Notification filings for investment companies.

application is denied, or an
application for additional
authority is granted

then
Destroy.

4. LICENSING,
CHARTERING AND
REGISTRATION
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4.1 LICENSING, CHARTERING AND REGISTRATION

The activity relating to the applications, licensing, chartering and registration of financial institutions and entities doing business in the state.

DISPOSITION

AUTHORITY DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
12-12-68367 | Reports by Regulated Entities Retain for 6 years after NON-ARCHIVAL
Rev. 0 Reports, forms, worksheets, and documents submitted as required or as voluntarily receipt NON-ESSENTIAL

submitted by regulated and unregulated entities.
Includes, but is not limited to:

e Periodic reports of regulated activities;

e Annual assessment forms, worksheets, and reports;

e Shareholder meeting reports;

e Surveys of non-regulated entities conducted by Department of Financial
Institutions.

then
Destroy.

OPR

4. LICENSING,
CHARTERING AND
REGISTRATION
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4.1 LICENSING, CHARTERING AND REGISTRATION

The activity relating to the applications, licensing, chartering and registration of financial institutions and entities doing business in the state.

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
12-12-68368 | Testing and Continuing Education Retain for 6 years after NON-ARCHIVAL
Rev. 0 Documents created, received, or maintained regarding testing by individuals seeking receipt NON-ESSENTIAL

professional licenses and records of compliance with continuing education requirements.
Testing may be administered by the Department of Financial Institutions or by a vendor.

Includes, but it not limited to licensure for:
e Mortgage brokers, loan originators;
e Check cashers and sellers and payday lenders;
e Escrow agents, escrow officers, broker-dealers, securities salespersons;
e |nvestment advisor representatives, and investment advisors.
Includes, but is not limited to:
e Completed test documents;
e Continuing education sign-in sheets;
e Materials generated and used during creation and revision of tests.

Note: Documentation of final license requirements and certifications are held in the applicants
licensing files.

then
Destroy.

OPR

4. LICENSING,

CHARTERING AND
REGISTRATION
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GLOSSARY

Appraisal

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

Archival (Appraisal Required)
Public records which may possess enduring legal and/or historic value and must be appraised by the Washington State Archives on an individual
basis.

Public records will be evaluated, sampled, and weeded according to archival principles by archivists from Washington State Archives (WSA). Records not
selected for retention by WSA may be disposed of after appraisal.

Archival (Permanent Retention)

Public records which possess enduring legal and/or historic value and must not be destroyed. State government agencies must transfer these
records to Washington State Archives (WSA) at the end of the minimum retention period.

WSA will not sample, weed, or otherwise dispose of records fitting the records series description designated as “Archival (Permanent Retention)” other than the
removal of duplicates.

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

Disposition Authority Number (DAN)
Control numbers systematically assigned to records series or records retention schedules when they are approved by the State Records Committee.
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Essential Records
Public records that state government agencies must have in order to maintain or resume business continuity following a disaster. While the
retention requirements for essential records may range from very short-term to archival, these records are necessary for an agency to resume its
core functions following a disaster.
Security backups of these public records should be created and may be deposited with Washington State Archives in accordance with Chapter 40.10 RCW.

Non-Archival
Public records which do not possess sufficient historic value to be designated as “Archival”. Agencies must retain these records for the minimum
retention period specified by the appropriate, current records retention schedule.
Agencies should destroy these records after their minimum retention period expires, provided that the records are not required for litigation, public records
requests, or other purposes required by law.

Non-Essential Records
Public records which are not required in order for an agency to resume its core functions following a disaster, as described in Chapter 40.10 RCW.

OFM (Office Files and Memoranda)
Public records which have been designated as “Office Files and Memoranda” for the purposes of RCW 40.14.010.
RCW 40.14.010 — Definition and classification of public records.
(2) “Office files and memoranda include such records as correspondence, exhibits, drawings, maps, completed forms, or documents not above defined and classified as
official public records; duplicate copies of official public records filed with any agency of the state of Washington; documents and reports made for the internal
administration of the office to which they pertain but not required by law to be filed or kept with such agency; and other documents or records as determined by the
records committee to be office files and memoranda.”

OPR (Official Public Records)
Public records which have been designated as “Official Public Records” for the purposes of RCW 40.14.010.
RCW 40.14.010 — Definition and classification of public records.

(1) “Official public records shall include all original vouchers, receipts, and other documents necessary to isolate and prove the validity of every transaction relating to
the receipt, use, and disposition of all public property and public income from all sources whatsoever; all agreements and contracts to which the state of Washington or
any agency thereof may be a party; all fidelity, surety, and performance bonds; all claims filed against the state of Washington or any agency thereof; all records or
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documents required by law to be filed with or kept by any agency of the state of Washington; ... and all other documents or records determined by the records
committee... to be official public records.”

Public Records
RCW 40.14.010 - Definition and classification of public records.
“... The term "public records" shall include any paper, correspondence, completed form, bound record book, photograph, film, sound recording, map drawing,
machine-readable material, compact disc meeting current industry I1SO specifications, or other document, regardless of physical form or characteristics, and
including such copies thereof, that have been made by or received by any agency of the state of Washington in connection with the transaction of public
business...”

Records Series
A group of records, performing a specific function, which is used as a unit, filed as a unit, and may be transferred or destroyed as a unit. A records
series may consist of a single type of form or a number of different types of documents that are filed together to document a specific function.

State Records Committee
The committee established by RCW 40.14.050 to review and approve disposition of state government records.
Its four members include the State Archivist and one representative each from the Office of the Attorney General, Office of the State Auditor, and the Office of
Financial Management.
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INDEXES ARCHIVAL RECORDS

See the State Government General Records Retention Schedule for additional “Archival” records.

AGENCY MANAGEMENT ENFORCEMENT
Legislative Files Enforcement
RUIEMAKING FIlES...uiiiiiiiiei ettt et e e et e e st e e e are e e earaeas 4 AdMINISTrative OFdErS .....vvieieiiie ettt e et e e e str e e e e rae e e sareeaens 5

INDEX: ESSENTIAL RECORDS

See the State Government General Records Retention Schedule for additional “Essential” records.

LICENSING, CHARTERING AND REGISTRATION Regulated Entity or Offering Files .......eevviiiiiiiiee e 10
Licensing, Chartering and Registration
INDEX: DISPOSITION AUTHORITY NUMBERS (DANS)
12-12-68358.....cceecieiiireeiieenineenneenns 4 12-12-68361..ccuuiiiiecieiiiieiiirenieenane 6 12-12-68364.....ccccivieiiienieesreenieeenns 8 12-12-68367..ccccuviiiiieiieiiiienieeenes 11
12-12-68359...c..ceieieiiiieeieeeireenieeene 5 12-12-68362...c..cciiieieiieiiiieniieenieenane 6 12-12-68365......ceieeieireeirenieenieens 9 12-12-68368.......cevvvveeireriiienieeenne 12

12-12-68360.......cccuviviiriiiiiiiiiinen, 5 12-12-68363.....cccovvviiiiiiiiiiiin, 7 12-12-68366.....ccccuveviriiiiiiniiiine, 10

INDEX TO: Page 16 of 18
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INDEX: SUBJECTS

Note: The use in this index of SGGRRS refers to the State Government General Records Retention Schedule.

A
administrative orders.......cccccovveevvieeereeecccieeeee e 5
AUAILS weveeeeiecieee e see SGGRRS
B
backups ....ceviieiiiiieee see SGGRRS
bids (contracts) ......cccceeeeveeeiiieececiee e, see SGGRRS
bills (legislation) .......ccceevvveeeviieeeeiee e, see SGGRRS
bUAEELS ... see SGGRRS
C
(oo 0 0] o] 1 0] Y 5, see SGGRRS
continuing education ........ccccoeeciviiiiee i 12
(o] a1 1 - [o1 £ PPRPRE see SGGRRS
criminal history reports......cccccccvvveeeeeeececiieeeeee e 9
E
EXAMINATIONS...uiiiieiiiiriiriee e e e eerree e e e e e 7
examinations documents

transitory/temporary ......cceeeeeeecreeecreeecreeesreeennen. 8

F
faCHlitieS v see SGGRRS
financial records.........cccevvvvveeiiiiiiiinnnnnnn. see SGGRRS
G
Brants ... see SGGRRS
ErIEVANCES ..vvvvviieiriiiiiiiiiiiiii e see SGGRRS
H
human resources .......ccccceeeeeecveeeeeeeeenennns see SGGRRS
I
information systems ...........cccceeeecieeeennnen. see SGGRRS
investigations
(1o g By Yol UL L =T 6
=T ol UL 1o [T 6
L
€3SES coiiiiiiiiiii see SGGRRS
leaVe. ..o see SGGRRS

M
meetings ....ccccvvii, see SGGRRS
N
non-secutiries iNnvestigations ..........cccveveeiiiieeennneen. 6
O
offering files .....cueeeeeieecee e 10
orders

AdMINIStrative.....coeecciee e 5
P
PAYIOIl e see SGGRRS
PErsONNEl ....uvvveeeiieiiiiiieee et see SGGRRS
PIANNINEG c.eeeiieiiee e see SGGRRS
[oTo] [ Tol TR see SGGRRS
ProCEAUIES .....evveeeeeieeeeeeee e cee e e see SGGRRS
public disclosure/records requests.......... see SGGRRS
public records requests.........ccccveeeeeeinnns see SGGRRS
PUIChaSING....uvveeeiieiiiiieeee e see SGGRRS

INDEX TO
SUBJECTS
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records management.........ccoceevveenneenne.
regulated entity
regulated entity or offering files

regulated entity reports.........ccooceevceenieenieenieennen.
reports
criminal Ristory .....cccvviieciieeecee e 9
regulated entities ........cccceeeeieeeeciee e 11
FUIEMAKING oo 4

S

securities investigations.........ccccvvvveeiniiieiiiiencen, 6
surveillance recordings see also SGGRRS

T
testing and continuing education ...........cecccvvvveen.. 12
tIMEShEELS ..ovvveeeieerieecee e see SGGRRS
TrAINING ..oeei i see also SGGRRS

TrAVE] et see SGGRRS
V
VEhICIES wuvveveiiieiiit e see also SGGRRS

INDEX TO
SUBJECTS
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