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This schedule applies to: All Local Government Agencies

Scope of records retention schedule
This records retention schedule authorizes the destruction/transfer of the public records of all local government agencies relating to the common functions of

the management of the agency, and management of the agency’s assets, finances, human resources and information resources. It is to be used in conjunction
with the other approved scheduies that relate to the functions of the agency.

All current approved records retention schedules can be accessed online at: http://www.sos.wa.gov/archives/recordsretentionschedules.aspx.

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

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

Public records designated as Archival (Permanent Retention) or Non-Archival (with a retention period of “Life of the Ageney” or Permanent”) 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'te ongoing or reasonably,anticipated litigation...Such public records niust 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.

In addition to the minimum retention requirements specified in this schedule, there may be additional (longer) retention requirements mandated by federal,
state and/or local statute, grant agreement, and/or other contractual obligations.

Revocation of previously issued records retention schedules
All previously approved disposition authorities for records that are covered by this retention schedule are revoked, including those listed in all general and

agency unique retention schedules. Local government agencies should take measures to 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 Local rds Committee in accordance with RCW 40.14.070 on NoWember 29, 2012,
Win W2 fiunt )
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REVISION HISTORY

Version et Extent of Revision
Approval
December Consolidation of existing records series common to all local government agencies (from all local government general schedules) into a single records retention schedule.
1.0 No changes to records series titles, descriptions, retention periods, disposition authority numbers (DANs), or archival designations. EXCEPTION: All duplicate DANs have
16, 2008 been assigned new DANs. New series relating to Electronic Imaging Systems (EIS) source documents (DAN 50-09-14).
Complete revision of Information Management function. New Records Conversion activity created. Library records series transferred from Local Government General
Records Retention Schedule (LGGRRS) Version 5.0 and updated. Electronic Information Systems activity completely revised and placed in Asset Management function.
20 January 28, | New archival designations introduced in all new and revised records series. (Definitions can be found in the Glossary.) Revision numbers have been added to all
’ 2010 Disposition Authority Numbers (DANs). A new section, Records with Minimal Retention Value, covers records previously covered by GS50-02 (which has been
discontinued). Removed “Secondary Copy” and “Remarks" columns in all activities with new and revised records series. Also removed extraneous notes about revisions
and corregtions in all records,series.
Records series'in the Risk Management/Insurance and Legal sections (covering accidents/incidents,/guardian permission for minors, and claims for damages) have been
July 29 revised. Théllndustrial Insurnance (workers’ compensation) section has been updated and'consolidated, and a new series'covering LEOFF 1 claims has been added. GS50-
2.1 ! 01-1@u(covering contracts and agreements) has been updated to include legal agreements of all kinds, such as liability waivers, hold harmless agreements, insurance
2010 . : . . X . : .
waiversietel’ Two newsseries covering agency strategiciplans have been addeds”A new seriesicoveringiSuperior Courtisource records(which have been reproduced) has
been added. An obsolete records series relating to public disclosure requests has been discontinued.
Critical updates based on user feedback/input. 36 pages removed. 77 records series discontinued, 34 revised, and 28 added. 31 existing series relating to financial
transactions have been consolidated into 2 new series: Financial Transactions — General, and Financial Transactions — Bond, Grant and Levy Projects. 19 existing series
22 December | relating to meetings and hearings have been consolidated into 2 existing and 4 new series. Added “Designations” column; removed “Item No.”, “Secondary Record
’ 15,2011 | Copy”, and “Remarks" columns. (Some remarks have been added to description as “Notes”.) All records series relating to purchasing have been moved to Financial
Management/ Purchasing. The Contracts and Agreements section has been updated/enhanced, and a new Training section has been added to cover agency-provided
training. (These and many more changes are detailed in the Revision Guide.)
N b Complete revision of the Asset Management function. 34 new series; 7 series transferred in from LGGRRS Version 5.2; 87 series revised; and 78 series
3.0 209ve2r81§r discontinued. Multiple activities restructured and several new activities added including: Elections (Elected Officials, Initiatives and Referenda);

Emergency Planning, Response and Recovery; and, Local Government Legislation. (All changes are detailed in the Revision Guide.)
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1. AGENCY MANAGEMENT

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

1.1 ADMINISTRATION (GENERAL)
The activity associated with the day-to-day operations of the agency. Includes short-term records that can be disposed of as part of normal
administrative practice.

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS50-01-02 | ADMINISTRATIVE WORKING FILES Destroy when obsolete or ARCHIVAL
Rev.0 Subject files containing informational copies,of various records organized by issue, persaon, superseded - elected official, (Appraisal Required)
subject, or pther areas of interest. executive and department head NON'ESFSI\ENT'AL
Remarks: Contactiyour Regional Archivist'before disposing 6félected officialyexecutive or files arespotentially archival
department head files. \Records from this series may be selected for transfer to and preservation
at a Regional Archives branch.
GS50-01-36 | APPOINTMENT CALENDARS Destroy when obsolete or NON-ARCHIVAL
Rev.0 Remarks: Elected officials and department heads may want to retain appointment calendars to superseded NON-ESSENTIAL
document activities and appointments for a longer period of time. OFM
GS50-01-08 | CHRONOLOGICAL REFERENCE FILE Destroy when obsolete or NON-ARCHIVAL
Rev.0 Also known as reading or day file. Used as a chronological reference source supplemental to | superseded NON-ESSENTIAL
correspondence and subject reference files. OFM
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1.1 ADMINISTRATION (GENERAL)
The activity associated with the day-to-day operations of the agency. Includes short-term records that can be disposed of as part of normal
administrative practice.

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS50-01-12 | Communications — Governing/Executive/Advisory Retain for 2 years after ARCHIVAL
Rev. 3 Internal and external communications to, from, and/or on behalf of the agency’s governing | communication received or (Appraisal Required)

bodies, elected official(s)/executive management, and advisory bodies, that are made or
received in connection with the transaction of public business, and that are not covered by
a more specific records series.

Includes all gemmunication types, regardless of format:
¢ Correspondence, email;
e Web sites/forms/pages, social networking posts and comments, etc.

Includes, butiismot limitedito:
e Agency-initiated information/advice;
e Communications sent or received by support staff (administrative assistants,
communications staff, etc.) on behalf of the executive or governing/advisory member;
e Requests for and provision of information/advice.
Excludes:
¢ Non-executive communications covered by DAN GS2010-001;
e Public records requests covered by DAN GS2010-014;
e The provision of routine information covered by DAN GS50-02-01.
Note: Information/advice published online by the agency continues to be “provided” until the
date it is removed/withdrawn.

provided, whichever is later
then

Transfer to Washington State

Archivessforappraisahand

selective retention.

NON-ESSENTIAL
OFM
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Washington State Archives Local Government Common Records Retention Schedule (CORE)
Version 3.0 (November 2012)

Office of the Secretary of State

1.1 ADMINISTRATION (GENERAL)
The activity associated with the day-to-day operations of the agency. Includes short-term records that can be disposed of as part of normal
administrative practice.

DISPOSITION
AUTHORITY
NUMBER (DAN)

DESCRIPTION OF RECORDS

RETENTION AND
DISPOSITION ACTION

DESIGNATION

GS2010-001
Rev. 3

Communications — Non-Executive

Internal and external communications to or from employees (includes contractors and
volunteers), that are made or received in connection with the transaction of public business,
and that are not covered by a more specific records series.

Includes all communication types, regardless of format:
¢ Correspondence, email;
e Web sites/forms/pages, social networking posts and comments, etc.

Includes, but is not limited to:
e Requests famand provision of information/advice;
e Agency-initiated information/advice.
Excludes:
¢ Communications sent or received by support staff on behalf of the executive or
governing/advisory member, which are covered elsewhere in CORE (such as GS50-01-12)
and sector schedules;
e Governing/Executive/Advisory communications covered by DAN GS50-01-12;
e Public records requests covered by DAN GS2010-014;
e The provision of routine information covered by DAN GS50-02-01.
Note: Information/advice published online by the agency continues to be “provided” until the
date it is removed/withdrawn.

Retain for 2 years after

communication received or

provided, whichever is later
then

Destroy.

NON-ARCHIVAL
NON-ESSENTIAL
OFM

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

Local Government Common Records Retention Schedule (CORE)

Version 3.0 (November 2012)

1.1 ADMINISTRATION (GENERAL)
The activity associated with the day-to-day operations of the agency. Includes short-term records that can be disposed of as part of normal
administrative practice.
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DI::(.;EII\"I::-(I)?\INAACI'\I"::)N DESIGNATION
NUMBER (DAN)
GS50-06F-03 | Informational Reports Compiled for Agency Use Retain until no longer needed ARCHIVAL
Rev. 1 Reports created by agency staff where not covered by a more specific records series in CORE | for agency business (Appraisal Required)
or sector schedules. then NON-ESSENTIAL
Transfer to Washington State OFM
Archives for appraisal and
selectiverretention:
GS50-01-39 | Project Files (Miscellaneous) Retain.for 6 years after ARCHIVAL
Rev. 1 Records relating to agency projects where not covered by a more specific records series in completion of project (Appraisal Required)
CORE or sector:schedules: then NON-ESSENTIAL
Transfer to Washington State OPR
Archives for appraisal and
selective retention.
GS50-01-32 | Research/Program Reports, Studies, Surveys, Models, and Analyses Retain until no longer needed ARCHIVAL
Rev. 1 Research/program reports, studies, surveys, models, and analyses where not covered by a | for agency business (Appraisal Required)

more specific records series in CORE or sector schedules.

then

NON-ESSENTIAL

1. AGENCY
MANAGEMENT

_ ¢ i OFM
Excludes reports covered by GS2012-028 and data extracts/printouts covered by GS50-02-04. Transfer to Washington State
Archives for appraisal and
selective retention.
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Washington State Archives
Office of the Secretary of State

Local Government Common Records Retention Schedule (CORE)

Version 3.0 (November 2012)

1.2 AUTHORIZATION/CERTIFICATION
The activity of the local government agency seeking authorization/approval from regulating authorities relating to its general functions, mission, or
operations, where requlated by federal, state or local law or court rule. Excludes the granting of approval by the local government agency acting in a
regulatory capacity, which is covered in sector schedules.

Tmmw DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS50-01-42 | Authorizations/Certifications — Agency Management Retain for 6 years after NON-ARCHIVAL
Rev. 1 Records relating to licenses, permits, accreditations, certifications, inspections, and other authorization superseded or ESSENTIAL
authorizations acquired by the agency in relation to its general functions and operations, terminated OPR
where not covered by a more specific records series. Includes authorizations required by and
and/or receivedifrom regulating authorities (localpstatejfederal agencies,and/orcourts): conditionsrofiauthorization
Includes applications, confirmations, correspondence, violations/corrections, reports, etc. satisfied
Includes, but is not limited to; 'QM. .
e Airport operating certificates (U.S. FederalAviation'Administration; 14 CFR'§139); V|tolLat|ons (L legpested
e Animal exhibitor/importer/rehabilitation licenses, registrations and permits (U.S. Des::oy.
Department of Agriculture, Center for Disease Control, U.S. Dept. of Fish and Wildlife);
e Drug Enforcement Agency (DEA) license to acquire/dispense drugs;
e Transportation (trains, light rail, ferries, school buses, etc.) (U.S. Dept. of Transportation,
Title 49 CFR);
e Temporary permits and licenses (food and beverage, public gatherings, etc.).
Excludes authorizations received by the local government agency relating to:
e Hazardous materials covered by GS55-01M-04;
e Real property ownership (land division permits, etc.) covered by GS55-05A-06.
IMPORTANT: Excludes authorizations granted by the local government agency (such as
permits, certificates, licenses, etc.), which are covered in sector schedules.
Page 9 of 178
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Washington State Archives
Office of the Secretary of State

Local Government Common Records Retention Schedule (CORE)

Version 3.0 (November 2012)

1.3 CHARTER, JURISDICTION AND MISSION
The activity of establishing, documenting and determining the local government agency’s charter, jurisdiction and mission. Excludes records covered in
the Meetings and Hearings section.
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DI::;EII\"I'T(I)?\INAI:ZI'\'I':Z)N DESIGNATION
NUMBER (DAN)
GS2012-015 | Agency Identity/Brand Retain until no longer needed ARCHIVAL
Rev.0 Records relating to the development and selection of the agency’s identity/brand for use on | for agency business (Appraisal Required)
printed materials, web pages, signs, badges, banners, etc. then ESSENTIAL
May include, but is not limited to: Transfer to Washington State OPR
e Design of symbols, logos, emblems, etc.; Archives for appraisal and
e Determinatiofef mbttos, slogdhs;sehool E616FS)ascots) etc.; selectivemetention:
e Establishment of pragram names, etc.;
e Public participation in the decision-making process.
Excludes the'naming of buildings, roads, bridgespandiether assets coverediby GS2012=032.
Excludes intellectual property ownership records covered by GS2012-030.
GS50-01-37 | Census Records from the State Office of Financial Management Retain until no longer needed ARCHIVAL
Rev. 1 Note: This record is retained permanently by the Office of Financial Management in accordance | for agency business (Appraisal Required)
with its records retention schedule. then NON-ESSENTIAL
Transfer to Washington State OFM
Archives for appraisal and
selective retention.
GS50-05A-01 | Charter and Bylaws — Adopted Retain until superseded ARCHIVAL
Rev. 1 Official, adopted charter and/or bylaws defining the scope of the agency and its rights, then (Permanent Retention)
responsibilities, and authority, and including written rules for the agency’s decision-making | Transfer to Washington State ESS(I;I:I:'IAL

bodies (councils, commissions, committees, etc.). Includes Associated Student Bodies (ASB).

Archives for permanent
retention.

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

Local Government Common Records Retention Schedule (CORE)

Version 3.0 (November 2012)

1.3 CHARTER, JURISDICTION AND MISSION
The activity of establishing, documenting and determining the local government agency’s charter, jurisdiction and mission. Excludes records covered in
the Meetings and Hearings section.
?L\Ifl?rzg-:lgy DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN] DISPOSITION ACTION
GS50-05A-07 | Charter and Bylaws - Development Retain until no longer needed ARCHIVAL
Rev. 1 Records relating to the development of the agency’s charter and/or by-laws defining the for agency business (Appraisal Required)
scope of the agency and its rights, responsibilities, and authority, and including written rules | then NON-ESSENTIAL
for the agency’s decision-making bodies (councils, commissions, committees, etc.). Includes | Transfer to Washington State OFM
Associated Student Bodies (ASB). Archives for appraisal and
Excludes adoptedichartérs and Bylaws'covered by GS50-05A-01" selectivesretention:
GS50-16-09 | Jurisdictional'Boundary — Official Retainwuntilzno longer needed ARCHIVAL
Rev.0 Official dogumentation of the agency’s legal jurisdictional boundarny, changes to its boundary | for agency business (Permanent Retention)
(including annéxation oriAcorporation), and'related records documenting locationsand then ESS(E)I:;’IAL

physical features within the agency’s jurisdiction.
Records may include, but are not limited to:
e Drawings, maps, photographs (prints, slides, negatives, digital images), aerial photos;
e Surveys, land survey field books;
¢ Geological data/geotechnical reports.
Excludes records that are:
e Site-specific to real property assets owned by the agency and covered by GS55-05A-06;
¢ Held by the county engineer and covered by GS2012-031;
e Covered in the County Assessor, County Auditor, & Land Use Planning and Permitting
sector schedules.

Transfer to Washington State
Archives for permanent
retention.

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

Local Government Common Records Retention Schedule (CORE)

Version 3.0 (November 2012)

1.3 CHARTER, JURISDICTION AND MISSION
The activity of establishing, documenting and determining the local government agency’s charter, jurisdiction and mission. Excludes records covered in
the Meetings and Hearings section.
?L\Ifl?rzg-ll;llgy DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN] DISPOSITION ACTION
GS52-03A-05 | Jurisdictional Boundary — Development Retain for no longer needed for ARCHIVAL
Rev. 0 Records relating to the development and/or proposal of modifications/changes to the agency business (Appraisal Required)
agency'’s jurisdictional boundary (including annexation or incorporation). Includes requests, then ESSENTIAL
proposals, process documentation, related communications, etc. Transfer to Washington State OPR
Excludes records covered by GS50-05A-13, Meetings — Governing/Executive. Archiv.es for app')raisal and
Excludes official boundary documentation'covered by GS50-16-09. U il
GS50-18-38 | Jurisdictional Réference — Maps, Drawings, Photographs Retainforno longer needed for ARCHIVAL
Rev.0 Maps, drawings, and/ar. photographs that provide reference information on land use agency business (Appraisal Required)
conditions and physical features within the agency’s jurisdictional boundary, prepared or then Essg:\;'AL

collected by the agency and used for staff reference and/or public information.
Records may include, but are not limited to:

e Drawings, maps, photographs (prints, slides, negatives, digital images), aerial photos;
e Surveys, land survey field books;

¢ Geological data/geotechnical reports.

¢ Related to projects covered in the Land Use Planning sector schedule;
e Site-specific to real property assets owned by the agency and covered by GS55-05A-06;
¢ Held by the county engineer and covered by GS2012-031.

Excludes records covered more specifically in CORE or sector schedules such as records that are:

Transfer to Washington State
Archives for appraisal and
selective retention.

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

Local Government Common Records Retention Schedule (CORE)

Version 3.0 (November 2012)

1.4 COMMUNITY RELATIONS

The activity of the local government agency’s interaction with its community.

DISPOSITION

RETENTION AND
NSIL\;LI;?(‘SZN) DESCRIPTION OF RECORDS DISPOSITION ACTION DESIGNATION
GS2011-165 | Advertising and Promotion Retain until no longer needed ARCHIVAL
Rev. 0 Records relating to the planning and/or execution of educational or promotional events, for agency business (Appraisal Required)
campaigns, and contests conducted by the agency to promote the agency’s mission or then NON-ESSENTIAL
business Transfer to Washington State OPR
Archives for appraisal and
selective retention.
GS2011-166 | Awards and Recognitions Retain until'no longerneeded ARCHIVAL
Rev. 0 Records documenting international, national, and.other significant awards and recognition | for agency.business (Appraisal Required)
received by,the agency in relation to its functions and assets. then NON-ESSENTIAL
. ¥ . OFM
Includes, but'ismot limitedto: TransfertorWashington State
« Awards (design, efficiency, sustainability, etc.) for agency-owned buildings, monuments, | Archives for appraisal and
bridges, dams, and features (archeological, geographical or topological), etc.; selective retention.
e Recognition for web site or electronic information system designs, transit
efficiency/service, customer service excellence, etc.
Excludes artifacts (plaques, trophies, etc.).
GS50-06F-01 | BIOGRAPHICAL FILES Retain until no longer needed ARCHIVAL
Rev. 0 for agency business (Appraisal Required)

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

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

Local Government Common Records Retention Schedule (CORE)

Version 3.0 (November 2012)

1.4 COMMUNITY RELATIONS

The activity of the local government agency’s interaction with its community.

I?L\Ifl?rzi:TRllg\l(\l DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS2011-167 | Charity Fundraising Retain for 6 years after end of NON-ARCHIVAL
Rev.0 Records documenting the agency’s coordination and support of and/or participation in fiscal year NON-ESSENTIAL
charity fundraising campaigns, including promotion of employee payroll deductions. then OPR
Includes, but is not limited to: Destroy.
¢ Decision process for selecting charity campaigns to support;
e Communication between the agency and charities;
¢ Dissemination‘of charity information;
e Arrangements and promotion of campaignh events.
Excludes authorizations of payroll deductions covered by GS50-03E-01.
GS50-01-09 | Citizen Complaints/Requests Retain for 3 years after matter NON-ARCHIVAL
Rev. 1 Communications from citizens making a complaint or request, as well as the associated closed NON-ESSENTIAL
agency response. then OFM
Excludes records covered more specifically in CORE or sector schedules such as: Destroy.
¢ Code violation complaints covered by GS2012-026;
e Claims for damages covered by GS50-01-10.
GS50-06F-02 | HISTORICAL FILES OF THE AGENCY Retain until no longer needed ARCHIVAL
Rev.0 for agency business (Appraisal Required)

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

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

Local Government Common Records Retention Schedule (CORE)

Version 3.0 (November 2012)

1.4 COMMUNITY RELATIONS

The activity of the local government agency’s interaction with its community.

I?L\Ifl?rzi:Tkllg\ll\l DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS50-06F-05 | NEWSPAPER CLIPPINGS Retain until no longer needed ARCHIVAL
Rev.0 for agency business (Appraisal Required)
then NON-ESSENTIAL
Transfer to Washington State OFM
Archives for appraisal and
selective retention.
GS50-06F-06 | PHOTOGRAPHS, AUDIO/VISUAL MATERTAL Retain until no longerneeded ARCHIVAL
Rev. 0 Photographignegatives and prints may be held.at.Regional Archives for,permanent for agency.business (Appraisal Required)
preservation and security backup. then NON-ESSENTIAL
TransferstorWashington State OFM
Archives for appraisal and
selective retention.
GS50-06F-07 | PRESS RELEASES Retain until no longer needed ARCHIVAL
Rev.0 for agency business (Appraisal Required)
then NON-ESSENTIAL
Transfer to Washington State OFM
Archives for appraisal and
selective retention.
GS2011-168 | Proclamations Retain for 6 years after issued ARCHIVAL
Rev. 0 Proclamations issued by the mayor, commissioner, or elected executive on behalf of the then (Appraisal Required)

local government agency, where not included in the minutes or meeting packet of the
agency’s governing body.

Transfer to Washington State
Archives for appraisal and
selective retention.

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

Local Government Common Records Retention Schedule (CORE)

Version 3.0 (November 2012)

1.4 COMMUNITY RELATIONS

The activity of the local government agency’s interaction with its community.

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS2012-016 | Public Notice (Official) Retain for 6 years after notice NON-ARCHIVAL
Rev.0 Records documenting public notices published or posted by the local government agency in | published NON-ESSENTIAL
order to inform the general public of its actions, decisions, or services. Includes all public or OPR
notices, whether posted voluntarily or required by statute, where not covered by a more 6 years after published event
specific records series. completed, whichever is later
Includes, but is not limited to: then
e Affidavit'ef mailing, posting or publishing; Destroy:
e Notices.of agency elections, ordinances, auction, public meetings/hearings, etc.
Excludes notices covered more specifically in CORE or sectar schedules, such as public notices
relating to bidsrand proposals'covered by GS50-08A=01"and GS50-08A-11x
GS50-01-30 | PUBLIC OPINION POLLS Retain until no longer needed ARCHIVAL
Rev.0 for agency business (Appraisal Required)
then NON-ESSENTIAL
. OFM
Transfer to Washington State
Archives for appraisal and
selective retention.
GS50-06F-08 | SCRAPBOOKS AND ALBUMS Retain until no longer needed ARCHIVAL
Rev.0 for agency business (Appraisal Required)

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

NON-ESSENTIAL
OFM

1. AGENCY
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Washington State Archives Local Government Common Records Retention Schedule (CORE)

Office of the Secretary of State Version 3.0 (November 2012)

1.4 COMMUNITY RELATIONS

The activity of the local government agency’s interaction with its community.

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS AT G DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS50-06F-09 | SPEECHES Retain until no longer needed ARCHIVAL
Rev.0 for agency business (Appraisal Required)
then NON-ESSENTIAL

Transfer to Washington State OFM

Archives for appraisal and
selective retention.
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Washington State Archives Local Government Common Records Retention Schedule (CORE)
Version 3.0 (November 2012)

Office of the Secretary of State

1.5 CONTRACTS/AGREEMENTS

The activity of managing contracts and agreements entered into by the local government agency and processes involved in the development of such
contracts and agreements.

DISPOSITION

AUTHORITY DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS2011-169 | Contracts and Agreements — Capital Assets (Non-Real Property) Retain for 6 years after NON-ARCHIVAL
Rev. 1 Instruments signed by the agency and one or more parties that set out terms and conditions | completion of transaction ESSENTIAL
or OPR

to which the signing parties agree or submit, and that relate to capital asset ownership, but
do not establish, alter, or abolish real property ownership. Includes negotiations, change
orders, compliance monitoring, etc.

Includes, but'is not limited to:

e Purchase and saleslagreements (non-real property only);

e Bond, grant andlevy project cantracts/agreements (non-real property only);
e Building constructioniandimprovements;

e Rights-of-way and/or easements granted to (received by) the agency;

e Franchises granted to (received by) the agency.

Excludes contracts & agreements covered more specifically in CORE or sector schedules such as:
e Bond, grant and levy (real property) projects covered by GS55-05A-06;

e Rights-of-way/easements granted by the agency, which are covered by GS55-05A-06;

¢ Franchises granted by the agency, which are covered by GS50-05A-10.

Note: Bond transactions are completed when the final bond payment is made.

6 years after termination/
expiration of instrument

or
6 years after disposition of asset
(if asset owned by agency),
whichever is later

then
Destroy.

1. AGENCY
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Washington State Archives Local Government Common Records Retention Schedule (CORE)
Version 3.0 (November 2012)

Office of the Secretary of State

1.5 CONTRACTS/AGREEMENTS

The activity of managing contracts and agreements entered into by the local government agency and processes involved in the development of such
contracts and agreements.

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS50-01-11 | Contracts and Agreements - General Retain for 6 years after NON-ARCHIVAL
Rev. 3 Instruments signed by the agency and one or more parties that set out terms and conditions | completion of transaction or -ESSENTIAL
termination/expiration of OPR

to which the signing parties agree or submit, and that do not establish, alter, or abolish
ownership of capital assets. Includes negotiations, change orders, compliance monitoring,
etc.

Includes, but'is not limited to:

e Fidelity and.surety coverage bands (including bonds of elected & appointed officials);
e Inter-agency, intra-agency, inter-governmental, inter-locallagreements;

e Lease, escrowyand rentali@agreements;

e Lending agreements (facility, equipment, vehicle, etc.);

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

e Loan agreements (long-term debt, etc.);

e Master depository contract (banking);

e Ongoing exemptions/discounts/rate reductions (utilities, property taxes, etc.);
¢ Personal service, client service, purchasing agreements;

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

¢ Vendor bonds;

e Warranties.

Excludes contracts & agreements covered more specifically in CORE or sector schedules such as:
¢ Contracts and agreements relating to real property capital assets (GS55-05A-06) and non-
real property capital assets (GS2011-169);
¢ Other bond, grant and levy project contracts and agreements covered by GS2011-183;
¢ Public records transfer agreements with Washington State Archives covered by
GS2010-021.

instrument
then
Destroy:

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

Local Government Common Records Retention Schedule (CORE)

Version 3.0 (November 2012)

1.5 CONTRACTS/AGREEMENTS

The activity of managing contracts and agreements entered into by the local government agency and processes involved in the development of such
contracts and agreements.

DISPOSITION

RETENTION AND
NS“L:IE;;)I(!II;IZN) DESCRIPTION OF RECORDS DISPOSITION ACTION DESIGNATION
GS2012-017 | Franchise Requests — Declined Retain for 6 years after request NON-ARCHIVAL
Rev.0 Records relating to franchise request proposals submitted to or requested by the local declined NON-ESSENTIAL
government agency where the request is not granted. Includes review, development, then OPR
negotiations, and related communications. Destroy.
Excludes franchises granted by the agency, which are covered by GS50-05A-10.
Excludes franchisesigranted to the agency, which are covered by GS2041-169.
GS50-05A-10 | Franchise Requests — Granted by Agency Retainfor6'years after ARCHIVAL
Rev.1 Records relating to franchiseagreements granted by the local'goveérnment agency allowing | termination or withdrawal of (Permanent Retention)
the use of public streets, bridges or other public ways, structures or places above or below franchise agreement ESS(E)I:;’IAL

the surface of the ground, for the provision of public services (such as utilities [gas,
electricity, water, sewer, etc.], railroads, telecommunications, and other activities) in
accordance with RCW 35A.47.040 and/or RCW 80.32.010. Includes review, development,
negotiations, final agreement and related communications..

Excludes franchises granted to the agency, which are covered by GS2011-169.

then
Transfer to Washington State
Archives for permanent
retention.

1. AGENCY
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Washington State Archives Local Government Common Records Retention Schedule (CORE)
Office of the Secretary of State Version 3.0 (November 2012)

1.6 ELECTIONS (ELECTED OFFICIALS, INITIATIVES AND REFERENDA)
The activity of administering all elections other than those administered by the County Auditor (which are covered in the County Auditor Records
Retention Schedule). Includes official notifications of election results issued by the agency and/or received from the County Auditor or other regulating
authority, and oaths of office taken by elected and appointed officials.

ng;m DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS2012-018 | Certification of Election — By Regulatory Agency Retain until no longer needed NON-ARCHIVAL
Rev.0 Agency copy of election certification documentation issued by a regulatory agency in for agency business NON-ESSENTIAL
accordance with federal, state or local law. Includes certifications of elected officials (school then OPR
board, city council, chief of police, judge, prosecuting attorney, etc.), bonds, levies, etc. Destroy.

Includes, but’is not limited to, certifications of:

e Regular and special elections held in accordance with Title 29 RCW.and certified by the
County Auditor.) (County Auditor certification records are designated “Archival —
Permanent,Retentioninthe County AuditersRecords Retention Scheddle.)

e Educational service district board and regional committee member elections held by the
Superintendent of Public Instruction (OSPI) in accordance with RCW 28A.310.080).
(OSPI’s certification records are designated “Archival” in its records retention schedule.)

Excludes elections certified by the local government agency, which are covered by GS2012-019.
Excludes County Auditor records covered in the County Auditor Records Retention Schedule.

1. AGENCY Page 21 of 178
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Washington State Archives
Office of the Secretary of State

Local Government Common Records Retention Schedule (CORE)

Version 3.0 (November 2012)

1.6 ELECTIONS (ELECTED OFFICIALS, INITIATIVES AND REFERENDA)
The activity of administering all elections other than those administered by the County Auditor (which are covered in the County Auditor Records
Retention Schedule). Includes official notifications of election results issued by the agency and/or received from the County Auditor or other regulating
authority, and oaths of office taken by elected and appointed officials.

ngmy DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS2012-019 | Elections — Held and Certified by the Local Government Agency (Official Results) Retain for 6 years after end of ARCHIVAL
Rev. 0 Core official documentation and certification of elections held and certified by the agency. calendar year (Appraisal Required)
Elections include, but are not limited to: then ESSENTIAL
e Conservation District elections held pursuant to RCW 89.08.110; Transfer to Washington State OPR
« IrrigationdDistfict eléctions ieldplFsuant f6"RCW'S7103'075; Archivesiforappraisakand
e Associated.Student Body (ASB) officer/elections held pursuant to RCW 28A.325.020; selective retention.
e School Board President elections held pursuant to RCW 28A.330.010;
¢ Executive.Committeeelections.
Records may include, but are not limited to:
e Sample ballots, voters’ pamphlets;
e Tabulated votes;
e Certification of election.
Excludes County Auditor records covered in the County Auditor Records Retention Schedule.
Excludes agency-held elections administration records covered by GS2012-020.
GS2012-020 | Elections — Held by the Local Government Agency (Administration) Retain for 1 year after NON-ARCHIVAL
Rev. 0 Internal administration of elections held by the local government agency. certification of election NON-ESSENTIAL

May include, but is not limited to:
e Voter eligibility and challenges to voter eligibility;
¢ Voted ballots, tally sheets;
e Working files.

Excludes County Auditor records covered in the County Auditor Records Retention Schedule.

Excludes official election results documentation covered by GS2012-019.

then
Destroy.

OPR
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Washington State Archives
Office of the Secretary of State

Local Government Common Records Retention Schedule (CORE)

Version 3.0 (November 2012)

1.6 ELECTIONS (ELECTED OFFICIALS, INITIATIVES AND REFERENDA)
The activity of administering all elections other than those administered by the County Auditor (which are covered in the County Auditor Records
Retention Schedule). Includes official notifications of election results issued by the agency and/or received from the County Auditor or other regulating
authority, and oaths of office taken by elected and appointed officials.
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN] DISPOSITION ACTION
GS2012-021 | Initiative, Referenda and Recall Measures Retain for 6 years after ARCHIVAL
Rev.0 Records relating to the administrative management of initiatives, referenda, and recall certification of election or (Appraisal Required)
measures filed with the agency. determination of signature NON-ESSENTIAL
. . . OPR
Includes, but is not limited to, initiative, referenda, and recall measures: insufficiency
e Passed byvoters; then
« Rejected by.voters; Transfer to Washington State
e Where requisiteinumber of signatures is not sufficient to place on ballot. Archiv.es for appraisal and
Records includeybut are'not'limited to: L TREE
e Petitions signed by citizens;
e Outreach, voter pamphlet input;
e Planning files, legal opinions;
¢ Related communications.
Excludes elections records covered by GS2012-018, GS2012-019, and GS2012-020.
GS50-05A-15 | Oaths Of Office — Filed or Recorded with County Auditor Retain for 6 years after end of NON-ARCHIVAL
Rev. 1 Agency copy of official oaths of office taken by elected and appointed officials which have term of office or appointment NON-ESSENTIAL

been filed or recorded with the County Auditor.
Excludes oaths of office covered by G52012-023.

Note: All documents filed and/or recorded with the County Auditor are designated Archival in
the County Auditor Records Retention Schedule.

then
Destroy.

OPR

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

Local Government Common Records Retention Schedule (CORE)

Version 3.0 (November 2012)

1.6 ELECTIONS (ELECTED OFFICIALS, INITIATIVES AND REFERENDA)

The activity of administering all elections other than those administered by the County Auditor (which are covered in the County Auditor Records
Retention Schedule). Includes official notifications of election results issued by the agency and/or received from the County Auditor or other regulating

authority, and oaths of office taken by elected and appointed officials.

RETENTION AND

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS2012-023 | Oaths Of Office — Not Filed or Recorded with County Auditor Retain for 6 years after end of ARCHIVAL
Rev. 0 Official oaths of office taken by elected and appointed officials which have not been filed or |term of office or appointment (Appraisal Required)
recorded with the County Auditor. then ESSENTIAL
OPR

Transfer to Washington State
Archivessforappraisahand
selective retentian.

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

Local Government Common Records Retention Schedule (CORE)

Version 3.0 (November 2012)

1.7 EMERGENCY PLANNING, RESPONSE, RECOVERY
The activity of the agency responding to natural, man-made, and technology disasters and emergencies.
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS50-06A-02 | Backups for Disaster Preparedness/Recovery Retain until no longer needed NON-ARCHIVAL
Rev. 1 Routine, cyclical backups of the agency’s electronic records created for the purpose of for agency business ESSENTIAL
disaster preparedness and recovery. then OFM
Destroy.
GS2012-024 | Emergency/Disaster Preparedness — Contact Information Retain until obsolete or NON-ARCHIVAL
Rev.0 Personal contact information compiled to facilitate contact in the event of an emergency or | superseded NON-ESSENTIAL
natural disaster. Includes employees, students, volunteers, etc. then OFM
May include, butlis.not limited to: Destroy.
e Personal contact information (cell/home phone, email address, ‘etc.);
¢ Medical information (provider name, blood type, allergies, ADA requirements, etc.);
e Physical pick-up information (for students/minors, etc.).
GS50-14-03 | Emergency/Disaster Preparedness and Recovery Plans Retain for 6 years after obsolete | NON-ARCHIVAL
Rev. 2 Emergency and disaster preparedness, response, and recovery plans prepared for any aspect | or superseded ESSENTIAL
of the agency’s operations and assets. then OPR
Also includes, but is not limited to: Destroy.
e Employee emergency plans and fire prevention plans prepared in accordance with
WAC 296-24-567;
e Essential records lists.
Excludes hazardous materials/dangerous waste management plans covered by GS50-19-08.
MANAGEMENT
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Washington State Archives
Office of the Secretary of State

Local Government Common Records Retention Schedule (CORE)

Version 3.0 (November 2012)

1.7 EMERGENCY PLANNING, RESPONSE, RECOVERY
The activity of the agency responding to natural, man-made, and technology disasters and emergencies.
I?L\Iz?rzi:-:lg\ll\l DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS50-18-29 | Emergency/Disaster Response/Recovery — Uncommon or Major Retain for 6 years after matter ARCHIVAL
Rev. 1 Records relating to actions taken by the local government agency in response to uncommon | resolved/recovery complete (Appraisal Required)
or major natural or manmade disasters/emergencies (storms, floods, fires, earthquakes, then NON-ESSENTIAL
terrorism, etc.), where the agency deploys non-routine procedures, mobilizes special Transfer to Washington State OPR
resources, requires significant outside assistance and/or where normal agency operations | Archives for appraisal and
are suspended or significantly disrupted. selective retention.
Includes, but’is not limited to:
e Emergency.operations center activities and communications;
e Invocation of mutual aid or interlocal agreements with adjeining local jurisdictions;
e State of Emergéncy/disaster damage declaration;
e Federal Emergency Management Agency (FEMA) claims;
e Actions implemented to protect life, property, public peace, the environment, and/or the
economic base of the community;
¢ Protection, recovery and repair of agency or community assets.
Excludes emergencies/disasters involving hazardous materials/dangerous waste covered by
GS2011-177 or GS50-19-15.
GS2012-025 | Emergency/Disaster Response/Recovery — Routine or Minor Retain for 6 years after matter NON-ARCHIVAL
Rev.0 Records relating to actions taken by the local government agency in response to routine or | resolved/recovery complete NON-ESSENTIAL

minor natural or manmade disasters/emergencies (leaking pipes/flooding, snow closure,
vandalism, etc.) where the agency manages the recovery with minimal assistance and/or
disruption to normal agency operations.

Excludes emergencies/disasters covered by GS50-18-29, G52011-177 and/or GS50-19-15.

then
Destroy.

OPR
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Washington State Archives
Office of the Secretary of State

Local Government Common Records Retention Schedule (CORE)

Version 3.0 (November 2012)

1.8 LEGAL AFFAIRS
The activity of managing the agency’s legal affairs, including litigation, legal advice, and code enforcement (where not covered by the Law Enforcement
Records Retention Schedule). Includes internal and outside counsel.
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN] DISPOSITION ACTION
GS53-02-01 | Attorney General Opinions Retain until no longer needed NON-ARCHIVAL
Rev.1 Note: Opinions issued by the Office of the Attorney General (AG) are designated Archival in the | for agency business NON-ESSENTIAL
AG records retention schedule. then OFM
Destroy.
GS50-04C-04 | Civil Rights Violation Complaints Retain for 6 years after ARCHIVAL
Rev. 1 Records relating to,the agency’s investigations of complaints of civil rights violations resolution, completion,closure, | (Appraisal Required)

occurring within,the agency’s jurisdiction, wherescivil litigation'has netreommenced:

or decisiensnot to proceed

NON-ESSENTIAL

Complaintssmay be made by employees (including contractorsiandwvolunteers), students, or then OPR
the general public. Transferto'Washington State
Includes, but is not limited to: Archives for appraisal and
e Complaints, investigations, witness statements, evidentiary documents; selective retention.
¢ Notifications, communications, contact logs, notes;
e Findings, settlement agreements, post-finding materials.
Includes, but is not limited to:
e Americans with Disabilities Act (ADA), Title Il, etc.;
e Civil Rights Act of 1964 (voter registration, facilities, transportation, equal employment
opportunity, education, race, color & national origin [Title VI], etc.);
¢ Federal Fair Housing Amendments Act of 1988;
¢ Health Insurance Portability and Accountability Act (HIPAA);
e Rehabilitation Act of 1973 (Section 504 accommodations, etc.);
e Individuals with Disabilities Education Act (IDEA).
Note: If litigation commences, these records become part of the litigation case file and are
covered by GS553-02-04.
Page 27 of 178
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Washington State Archives
Office of the Secretary of State

Local Government Common Records Retention Schedule (CORE)

Version 3.0 (November 2012)

1.8 LEGAL AFFAIRS
The activity of managing the agency’s legal affairs, including litigation, legal advice, and code enforcement (where not covered by the Law Enforcement
Records Retention Schedule). Includes internal and outside counsel.
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DI::(-I)-EII\"I'E)CI)\INAACNI':)ON DESIGNATION
NUMBER (DAN)
GS2011-171 | Civil Rights — Compliance Retain for 6 years after end of NON-ARCHIVAL
Rev.0 Records relating to the agency’s efforts to comply with federal, state and local statute calendar year NON-ESSENTIAL
governing employee (including contractors and volunteers), student, and the general or OPR
public’s civil rights. May include surveys, reports, notifications, communications, meetings, | conditions of grant satisfied,
agreements, training materials, etc. whichever is later
Excludes: then
e  Rehabilitation Act of 1973 Section/504 accommodations covered by GS50-04C-01; Destroy.
e Civil rightsiolation complaints covered by GS50-04C-04;
e Equahemployment.reports covered by GS50-04C-05.
GS50-04C-01 | Civil Rights — Compliance (Section 504 Accommodations) Retain for 6 years after NON-ARCHIVAL
Rev. 1 Records relating to the agency’s compliance with Section 504 of the Rehabilitation Act of completion or denial of NON-ESSENTIAL
1973 which requires that qualified individuals with disabilities have equal opportunity to accommodation(s) OPR
benefits and services. Records may include applications, agreements, surveys, reports, then
notifications, meetings, communications, training materials, etc. Destroy.
Excludes:
e Civil rights violation complaints covered by GS50-04C-04;
¢ Equal employment reports covered by GS50-04C-05.
GS52-07-03 | Civil Topical and Working Files Retain until no longer needed ARCHIVAL
Rev.0 Reference and working files compiled on various agencies, issues, and subjects by the for agency business (Appraisal Required)

agencies, elected officials, commissions, and related bodies.

Excludes litigation case files covered by GS53-02-04 and records covered in the Prosecuting
Attorney and Assigned Counsel Records Retention Schedule.

Prosecutor and/or deputies in the process of acting as legal counsel for county government

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

NON-ESSENTIAL
OFM

1. AGENCY
MANAGEMENT
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Washington State Archives Local Government Common Records Retention Schedule (CORE)
Version 3.0 (November 2012)

Office of the Secretary of State

1.8 LEGAL AFFAIRS

The activity of managing the agency’s legal affairs, including litigation, legal advice, and code enforcement (where not covered by the Law Enforcement
Records Retention Schedule). Includes internal and outside counsel.

DISPOSITION

AUTHORITY DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS50-01-10 | Claims for Damages Retain for 6 years after claim NON-ARCHIVAL
Rev. 1 Records relating to claims for damages filed either against the agency by other parties, or by | closed NON-ESSENTIAL
the agency against other parties. then OPR
Excludes workers’ compensation claims, which are covered by records series in the Industrial Destroy.
Insurance section.
Excludes litigation case files covered by GS53-02-04.
GS2012-026 | Code Enforcement Retain for6'years after matter NON-ARCHIVAL
Rev.0 Records relating to the enforcement of the local government agen€y’s official code, where | resolved NON-ESSENTIAL

not covered by the Law Enforcement Records Retention Schedule. Includes complaint(s),
investigations, inspections and assessments, warnings, notices, statements of required
corrective action, citations, resolution, and all related communications.

Code violations may include, but are not limited to:
e Animal control;
¢ Building, development, land use, and fire;
¢ Nuisance (accumulation of junk on private property, etc.);
e Parking;
e Personal license and business license.

Excludes records covered more specifically in CORE or sector schedules, such as GS2011-173
(Appeals Hearings — Local Decision-Making Bodies (General)).

then
Destroy.

OPR

1. AGENCY
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Washington State Archives Local Government Common Records Retention Schedule (CORE)
Office of the Secretary of State Version 3.0 (November 2012)

1.8 LEGAL AFFAIRS

The activity of managing the agency’s legal affairs, including litigation, legal advice, and code enforcement (where not covered by the Law Enforcement
Records Retention Schedule). Includes internal and outside counsel.

DISPOSITION

AUTHORITY DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS2011-172 | Court Orders — Served on the Agency Retain until no longer needed NON-ARCHIVAL
Rev.0 Records relating to subpoenas and summonses served on the agency, where the agency for agency business NON-ESSENTIAL
is not a party to the litigation. then OPR
Destroy.

Includes, but is not limited to:
e Personnel/staff summonses;
e Subpoenas foragency records.

Excludes recordsiwhere the agency is;agparty to thellitigationror€laim whichrare coveredby other
records seri@s (Litigation Case Files, Claims for Damages, etc.).

MANAGEMENT




Washington State Archives Local Government Common Records Retention Schedule (CORE)
Version 3.0 (November 2012)

Office of the Secretary of State

1.8 LEGAL AFFAIRS

The activity of managing the agency’s legal affairs, including litigation, legal advice, and code enforcement (where not covered by the Law Enforcement
Records Retention Schedule). Includes internal and outside counsel.

DISPOSITION
AUTHORITY
NUMBER (DAN)

DESCRIPTION OF RECORDS

RETENTION AND
DISPOSITION ACTION

DESIGNATION

GS55-05A-09
Rev. 2

Evictions, Liens, Foreclosures, Condemnations

Records relating to disputes involving real property and/or facilities owned or maintained by
the agency where litigation has not commenced. Includes actions taken (including debt
forgiveness).

Includes all activities and actions, such as:
e Collections;
¢ Vacationof premises;
¢ Property liens (andreleases);
¢ Foreclosure,ofdeedsiandimortgages;
e Condemnation/eminent domain.

Includes, but is not limited to:
e Correspondence, research, invoices/billing statements; proof of mailing;
e Copies of title reports, certificates of delinquency, notices of summons.
Excludes:
e Encroachments covered by GS55-05A-06;
¢ Non-real property financial disputes covered by GS50-03B-14.
Note: If litigation commences, these records become part of the litigation case file and are
covered by GS553-02-04.

Note: Per RCW 4.16.020, the statute of limitations for the commencement of actions for the
recovery of real property is 10 years.

Retain for 10 years after matter
resolved

then
Destroy.

NON-ARCHIVAL
NON-ESSENTIAL
OPR

GS53-02-05
Rev. 0

LEGAL ISSUES/ADVICE FILES

Destroy when obsolete or
superseded

NON-ARCHIVAL
NON-ESSENTIAL
OFM

1. AGENCY
MANAGEMENT
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Washington State Archives Local Government Common Records Retention Schedule (CORE)
Version 3.0 (November 2012)

Office of the Secretary of State

1.8 LEGAL AFFAIRS
The activity of managing the agency’s legal affairs, including litigation, legal advice, and code enforcement (where not covered by the Law Enforcement
Records Retention Schedule). Includes internal and outside counsel.

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS53-02-03 | Legal Opinions (Agency Attorney) PERMANENT ARCHIVAL
Rev. 1 Official interpretations made by agency attorney regarding questions of legal rights or (Appraisal Required)
liabilities affecting the agency or any of its departments and offices. NON-ESSENTIAL
OPR
Excludes legal opinions covered by GS53-02-06, Levy and Bond Planning — Successful.
GS53-02-04 | Litigation Case Files Retain for 10 years after case ARCHIVAL
Rev. 0 Documentation ofa civil suit by the agency against another party, dr defense of the agency | closed (Appraisal Required)

and/or agencyiemployee against suit.by@anothempanty.

Note: Primary copies of official court documents are held permanently by the/Clerk of Superior
Court, or 10 years by the District or Municipal Court Administrator.

then
Transfer to Washington State
Archivesforappraisaland
selective retention.

NON-ESSENTIAL
OFM
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Washington State Archives Local Government Common Records Retention Schedule (CORE)
Version 3.0 (November 2012)

Office of the Secretary of State

1.9 LOCAL GOVERNMENT LEGISLATION
The activity of the local government agency’s governing bodies establishing law, statutes & regulations for themselves and for the people they represent.
Includes enforcement, where not covered by the Law Enforcement Records Retention Schedule.

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS50-05A-16 | Ordinances and Resolutions — Approved Retain until no longer needed ARCHIVAL
Rev. 1 Laws, statutes and/or regulations approved and enacted by the local government agency’s | for agency business (Permanent Retention)
governing body. then ESSENTIAL
; OPR
Note: Official and municipal codes are covered by Publications — Master Set, GS50-06F-04. Transfer to Washington State
Archives for permanent
retentions
GS50-01-25 | Ordinances and.Resolutions - Development Retain for 3 years after approval ARCHIVAL
Rev. 1 Documentation of the analysis and development of ordinances and/or resplutions intended | or decision not to proceed (Appraisal Required)

for submissionste'the ageney’s governing councilpeammission, or board:

Excludes approved ordinances and resolutions covered by GS50-05A-16.

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

NON-ESSENTIAL
OFM

1. AGENCY
MANAGEMENT

Page 33 of 178




Washington State Archives Local Government Common Records Retention Schedule (CORE)
Office of the Secretary of State Version 3.0 (November 2012)

1.10 MEETINGS AND HEARINGS
The activity of the agency assembling groups of people for the purpose of information-sharing, discussion, planning and/or decision-making. Includes all
meetings organized by or on behalf of the agency including open public meetings, executive sessions, public and/or appeals hearings, community
meetings, and internal agency meetings. May involve governing and advisory bodies, executive management, general staff, volunteers, general public.

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DI::;EII\"I'T(I)?\INAAC?'I[:)N DESIGNATION
NUMBER (DAN)
GS2011-173 | Appeals Hearings — Local Decision-Making Bodies (General) Retain for 6 years after final ARCHIVAL
Rev. 1 Records documenting the adjudicative proceedings of the local government agency’s disposition of case (Appraisal Required)
decision-making bodies subject to the Administrative Procedure Act (chapter 34.05 RCW). then ESSENTIAL
Includes hearings and quasi-judicial actions of the legislative body, planning commission, Transfer to Washington State OPR

hearing examiner;, or other bodiesiwhich,determinesthellegalmights,duties, onpprivileges of Archivessforappraisahand
specific parties in a hearing or other contested case proceeding where NO land use decision | selective retention.
is being appealed.

Includes, butis.not limited.to:
¢ Animal control dispute appeals;
¢ Billing dispute appeals hearings (utilities, etc.);
e Civil asset forfeiture hearings;
e Civil Service Commission hearings and employee grievance appeals;
e County Board of Equalization property tax valuation and/or exemption appeals.
Includes, but is not limited to:
e Case files, decisions/orders/rulings, minutes (if taken);
¢ Oral and written testimony, exhibits, etc.;
e Agendas, meeting/agenda packets (briefs, reference materials, etc.);
e Audio/visual recordings and transcripts of proceedings.

Includes indexes and other finding aids.
Excludes records covered by GS2011-174, GS50-05A-13, GS2011-176 and GS2012-027.

MANAGEMENT
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Washington State Archives Local Government Common Records Retention Schedule (CORE)
Version 3.0 (November 2012)

Office of the Secretary of State

1.10 MEETINGS AND HEARINGS
The activity of the agency assembling groups of people for the purpose of information-sharing, discussion, planning and/or decision-making. Includes all
meetings organized by or on behalf of the agency including open public meetings, executive sessions, public and/or appeals hearings, community
meetings, and internal agency meetings. May involve governing and advisory bodies, executive management, general staff, volunteers, general public.

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS2011-174 | Appeals Hearings — Local Decision-Making Bodies (Land Use) Retain for 6 years after final ARCHIVAL
Rev. 1 Records documenting the adjudicative proceedings of the local government agency’s disposition of case (Permanent Retention)
decision-making bodies subject to the Administrative Procedure Act (chapter 34.05 RCW). then ESSENTIAL
OPR

Includes hearings and quasi-judicial actions of the legislative body, planning commission,
hearing examiner;, zoning adjusterpboand of adjustmentiorother bodiesswhichidetermine
the legal rights, duties, or privileges of specific parties in|a hearing or other contested case
proceeding where'a land use decision‘is being appealed.

¢ Includes, but.is‘not limited to: Land use administrative appeals.

Includes, but is not limited to:
e Case files, decisions/orders/rulings, minutes (if taken);
¢ Oral and written testimony; exhibits, etc.;
e Agendas, meeting/agenda packets (briefs, reference materials, etc.), etc.;
e Audio/visual recordings and transcripts of proceedings;

Includes indexes and other finding aids.
Excludes records covered by GS2011-173, GS50-05A-13, GS2011-176 and GS2012-027.

Transfer to Washington State
Archivessforspermanent
retention.

1. AGENCY
MANAGEMENT
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Washington State Archives Local Government Common Records Retention Schedule (CORE)
Office of the Secretary of State Version 3.0 (November 2012)

1.10 MEETINGS AND HEARINGS
The activity of the agency assembling groups of people for the purpose of information-sharing, discussion, planning and/or decision-making. Includes all
meetings organized by or on behalf of the agency including open public meetings, executive sessions, public and/or appeals hearings, community
meetings, and internal agency meetings. May involve governing and advisory bodies, executive management, general staff, volunteers, general public.

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS AL DESIGNATION
NUMBER (DAN] DISPOSITION ACTION
GS2012-027 | Meetings — Advisory Retain for 6 years after end of ARCHIVAL
Rev. 0 Records documenting all meetings of the local government agency’s advisory bodies. calendar year (Appraisal Required)
Includes: then NON-ESSENTIAL
ncludes: OPR

e Meetings regulated by the Open Public Meetings Act (chapter 42.30 RCW), such as regular Tran.sfer to WaShi'j'gtO” State
and special meetings, public hearingsyetc!; Archl\/.es for app.>r3|sa| and
e All othermeetings (including executive sessions regulated by RCWA42.30.110(2)). selective retention.

Includes, but is not limited to;
e Agendas, meeting/agenda packets (briefs, reference/materials, ete);
e Speaker sign-up, written testimony;
e Audio/visual recordings and transcripts of proceedings;
e Minutes.

Includes indexes and other finding aids.
Excludes records covered by GS2011-173, GS2011-174, GS2011-175, and GS2011-176.

MANAGEMENT
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Washington State Archives
Office of the Secretary of State

Local Government Common Records Retention Schedule (CORE)

Version 3.0 (November 2012)

1.10 MEETINGS AND HEARINGS
The activity of the agency assembling groups of people for the purpose of information-sharing, discussion, planning and/or decision-making. Includes all
meetings organized by or on behalf of the agency including open public meetings, executive sessions, public and/or appeals hearings, community
meetings, and internal agency meetings. May involve governing and advisory bodies, executive management, general staff, volunteers, general public.

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS50-05A-13 | Meetings — Governing/Executive Retain for 6 years after end of ARCHIVAL
Rev. 3 Records documenting all meetings of the local government agency’s governing bodies and calendar year (Permanent Retention)
executive management. then ESSENTIAL
Includes: Transfer to Washington State OPR
e Meetingsfregulated by the Open Public, Meetings Act (chapter 42430 RCW), such as regular Archiv.es for permanent
and special.meetings, public hearings, etc.; retention.
¢ All other meetings (including executive sessions regulated by RCW 42.30.110(2)).
Includes, butiismot limitedito:
e Agendas, meeting/agenda packets (briefs, reference materials, etc.);
e Speaker sign-up, written testimony;
e Audio/visual recordings and transcripts of proceedings;
e Minutes.
Includes indexes and other finding aids.
Excludes records covered by GS2011-173, GS2011-174, GS2011-175, and GS2011-176.
Page 37 of 178
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Washington State Archives
Office of the Secretary of State

Local Government Common Records Retention Schedule (CORE)

Version 3.0 (November 2012)

1.10 MEETINGS AND HEARINGS
The activity of the agency assembling groups of people for the purpose of information-sharing, discussion, planning and/or decision-making. Includes all
meetings organized by or on behalf of the agency including open public meetings, executive sessions, public and/or appeals hearings, community
meetings, and internal agency meetings. May involve governing and advisory bodies, executive management, general staff, volunteers, general public.

DISPOSITION

RETENTION AND
AUTHORITY
NOMBER (DAN) DESCRIPTION OF RECORDS DISPOSITION ACTION DESIGNATION
GS2011-175 | Meetings — Inter-Agency Retain for 6 years after end of ARCHIVAL
Rev. 1 Records documenting all meetings held between the local government agency and one or calendar year (Appraisal Required)
more other public agencies. May include multi-agency staff meetings, committees, task or NON—%S::NTIAL
forces that coordinate activities, communications, solutions to problems, etc. 6 years after completion of
Includes, butfis net limited to! projegtywhicheverissiater
e Agendas, meeting packets, sign-in lists, etec.; then
e Minutes, audio/visual recordings, transcripts, etc. Transfer to Washington'State
Includes indexes/and otherfindingaids. Archl\{es ol appralsal gd
selective retention.
Excludes all meetings regulated by the Open Public Meetings Act (chapter 42.30 RCW), which are
covered by GS50-05A-13.
Excludes records covered by GS2011-173, GS2011-174, GS2011-175, GS2011-176 & GS2012-027.
GS50-01-43 | Meetings — Staff Retain for 2 years after end of NON-ARCHIVAL
Rev. 1 Records documenting meetings held by (and/or for) general staff of the local government calendar year NON-ESSENTIAL
agency. May include staff meetings, internal committees/task forces, and other groups that then OFM
meet for various reasons (to plan activities, coordinate communications, solve problems, Destroy.
coordinate employee safety, etc.).
Includes, but is not limited to:
e Agendas, meeting packets, sign-in lists, meeting notices, etc.;
e Minutes, audio/visual recordings, transcripts, etc.
Excludes all meetings regulated by the Open Public Meetings Act (chapter 42.30 RCW), which are
covered by GS50-05A-13.
Excludes records covered by GS2011-173, GS2011-174, GS2011-175, GS2011-176 & GS2012-027.
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Washington State Archives
Office of the Secretary of State

Local Government Common Records Retention Schedule (CORE)

Version 3.0 (November 2012)

1.10 MEETINGS AND HEARINGS

The activity of the agency assembling groups of people for the purpose of information-sharing, discussion, planning and/or decision-making. Includes all
meetings organized by or on behalf of the agency including open public meetings, executive sessions, public and/or appeals hearings, community
meetings, and internal agency meetings. May involve governing and advisory bodies, executive management, general staff, volunteers, general public.

Tﬁiﬁgmy DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS2011-176 | Meetings/Hearings — Arrangements Retain until no longer needed NON-ARCHIVAL
Rev.0 Records relating to the administrative arrangements of meetings held by or on behalf of the | for agency business NON-ESSENTIAL
local government agency. then OFM
Destroy.

Includes, but is not limited to:
¢ Meeting dateand place scheduling récords;
e Agenda requests;
e Arrangement of catering, facilities and equipment.

Excludes financialfrecordsi(facilities, catering, traveliexpense, etc.).
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1.11 PLANNING

The activity of documenting and determining the local government agency’s objectives, and the means for obtaining them.

DISPOSITION

RETENTION AND
NSIL\:ILI:;)':S-:N) DESCRIPTION OF RECORDS DISPOSITION ACTION DESIGNATION
GS2010-079 | Strategic Plans — Development Retain until no longer needed NON-ARCHIVAL
Rev.0 Records relating to the development of the agency’s strategic plan. for agency business NON-ESSENTIAL
then OFM
Destroy.
GS2010-080 | Strategic Plans — Final Version Retain until no longer needed ARCHIVAL
Rev. 0 Final version of agency-wide strategic, long-term plan used to align the agency’s for agency business (Permanent Retention)
organizational and\budget structure with'its priorities, missions)and objectives. then NON-ESSENTIAL
Transfer.to Washington|State OFM
Archives for permanent
retentions
GS50-01-38 | Work Plans Retain until no longer needed NON-ARCHIVAL
Rev. 1 Plans describing work to be performed by divisions and units of the agency, including for agency business NON-ESSENTIAL
timelines and areas of responsibility for specific actions. Also includes records relating to the | then OFM
development of work plans. Destroy.
Excludes agency-wide strategic plans covered by GS2010-080.
Page 40 of 178
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1.12 POLICIES AND PROCEDURES

The activity of creating systematic approaches to operations and processes.

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS50-01-01 | ADMINISTRATIVE PROCEDURES AND INSTRUCTIONS Destroy when obsolete or NON-ARCHIVAL
Rev. 0 Internal procedures and instructions - Guidance on any routine internal procedure or superseded NON-ESSENTIAL
protocol required for day to day operations. Includes work assignments to staff. OFM
GS50-01-24 | Official Agency Policy And Procedure Directives, Regulations and Rules Retain until no longer needed ARCHIVAL
Rev. 1 Officially-adopted policies, procedures or public rules affecting the entire agency. Activated |for agency business (Permanent Retention)
through executive or department head signature, ordinance or resolution. then ESSENTIAL
OPR

Transfer to WashingtonState
Archives for.permanent
retention.

1. AGENCY
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1.13 REPORTING

The activity of providing information as required by federal, state or local statute, or by court order/rule. Also includes internal agency reporting and
voluntary reporting. Excludes published reports covered in the Forms and Publishing section.

DISPOSITION

RETENTION AND
AUTHORITY DESCRIPTION OF RECORDS DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS50-05A-04 | Annual Reports — Adopted Retain until no longer needed ARCHIVAL
Rev. 1 May also include annual messages of chief executive officer. for agency business (Permanent Retention)
then NON-ESSENTIAL
Transfer to Washington State OPR
Archives for permanent
retention:
GS2012-028 | Reporting/Filing (Mandatory) — Agency.Management Retain.for 6 years after report ARCHIVAL
Rev.0 Records relating to general functions of the agency that are réquired to be filed with, or or document submitted (Appraisal Required)

submitted topanoutsideragency (including thesdlegislative authaority) by.federal, statesor local
law, or by court order/rule, where not covered by a more specific records series.

Records include, but are not limited to:
e Reports/forms/certificates/lists;
¢ Submission confirmation, correspondence, inquiries, etc.

Includes, but is not limited to:

e Political campaign reports, lobbying reports, personal statements (financial affairs,
contact information) etc., filed with the Public Disclosure Commission in accordance with
chapters 42.17 and 42.17A RCW;

e Special purpose district reports filed with the County or State Auditor in accordance with
RCW 36.96.090;

e Prosecuting Attorney reports submitted to the Governor, the state Liquor Control Board,
and/or the legislative authority pursuant to RCW 36.27.020.

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

NON-ESSENTIAL
OPR
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1.14 RISK MANAGEMENT/INSURANCE

The activity of identifying and mitigating risks to the local government agency.

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS2011-177 | Accidents/Incidents (Hazardous Materials) — Human Exposure Retain for 100 years after NON-ARCHIVAL
Rev.0 Records documenting accidents, incidents, and any other occurrences within the agency’s individual’s date of birth ESSENTIAL
OPR

jurisdiction that are known to have involved human exposure to potentially hazardous
materials. Includes employees (including contractors and volunteers) and the public.
Includes, but is not limited to:
e Description of accident/incident, response, and investigation;
¢ Personal exposure informationpphysical examinationreports, etcs
¢ Analyses of medical or exposure records (WAC 296-802-20015);
e Toxic and hazardous substances records (29 CFR § 1926.1101(n));
e Personal exposure records as defined by American Nuclear Insurers (ANI) Information
Bulletin 80-1A Section VIII;
e Employment records for persons entering radiologically-controlled areas as defined by
American Nuclear Insurers (ANI) Information Bulletin 80-1A Section I;
e Other records as specified in WAC 296-802-20010.

Hazardous materials include, but are not limited to:
e Toxic substances or harmful physical agents as defined by 29 CFR § 1910.1020(c)(13);
e Hazardous materials as defined by RCW 70.136.020;
e Dangerous waste, extremely dangerous waste, hazardous substances or hazardous waste
as defined by RCW 70.105.010;
e Pesticides as defined by RCW 15.58.030.

Note: There is no limitation of action on the agency’s liability for the exposure of individuals to
hazardous materials.

or

30 years after individual’s date

of death, whichever is sooner
then

Destroy:

1. AGENCY
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1.14 RISK MANAGEMENT/INSURANCE

The activity of identifying and mitigating risks to the local government agency.

DISPOSITION
AUTHORITY
NUMBER (DAN)

DESCRIPTION OF RECORDS

RETENTION AND
DISPOSITION ACTION

DESIGNATION

GS50-19-03
Rev. 2

Accidents/Incidents (Hazardous Materials) — No Human Exposure
Records documenting accidents and incidents within the agency’s jurisdiction involving
hazardous materials where there was no human exposure.

Includes, but is not limited to:
e Description of accident/incident, response, and investigation;
e Toxic and hazardous substances records (29 CFR § 1926.1101(n)).

Hazardous materials include, but are not limited to:
¢ Toxic substances o harmful physical agents.as.defined.by.29 CFR $:1.910.1020(c)(13);
e Hazardous materials as defined by RCW 70.136.020;
e Dangerousiwaste, extremely dangerous wastejhazardous substancesor hazardousiwaste
as defined by RCW 70.105.010;
e Pesticides as defined by RCW 15.58.030.

Excludes accidents/incidents involving human exposure covered by GS2011-177.

Retain for 50 years after date of
accident/incident

then
Destroy.

NON-ARCHIVAL
ESSENTIAL
OPR

GS50-06C-03
Rev. 3

Accidents/Incidents — No Claim Filed (Under Age 18)

Records relating to accidents/incidents involving individual(s) younger than age 18, and
where claims for damages are not filed. Includes, but is not limited to, reports and
investigations.

Includes agency copy of Reports of Accident filled out for volunteer fire fighters and reserve
officers in accordance with RCW 41.24.210.

Excludes hazardous materials accidents and incidents covered by GS2011-177 and GS50-19-03.

Retain for 3 years after

individual reaches age 18
then

Destroy.

NON-ARCHIVAL
NON-ESSENTIAL
OFM
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1.14 RISK MANAGEMENT/INSURANCE

The activity of identifying and mitigating risks to the local government agency.

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS2010-081 | Accidents/Incidents — No Claim Filed (Age 18 and Older) Retain for 3 years after date of NON-ARCHIVAL
Rev. 2 Records relating to accidents/ incidents involving individuals age 18 and older, and where incident NON-ESSENTIAL
claims for damages are not filed. Includes, but is not limited to, reports and investigations. then OFM
Includes agency copy of Reports of Accident filled out for volunteer fire fighters and reserve | Destroy.
officers in accordance with RCW 41.24.210.
Excludes hazardous materials accidents and incidents covered by GS2011-177 and GS50-19-03.
GS50-06C-15 | INSURANCE AUDITS, SURVEYS, REPORTS 4 years NON-ARCHIVAL
Rev. 0 To documentafdhanalyze the/coverageypremiuméosts, andself-insurance costs: NON-ESSENTIAL
OFM
GS50-06C-16 | Insurance Policies Purchased Retain for 6 years after NON-ARCHIVAL
Rev.0 Includes accident/injury, sickness, automobile, theft, fire liability, life, and all other insurance | termination or expiration of ESSENTIAL
policies purchased by the agency. coverage OPR
Note: The Local Records Committee suggests that policies which allow claims retroactive to their then
period of coverage should be retained permanently. Consult your risk manager. Destroy.
GS50-06C-04 | INSURANCE POLICY CERTIFICATES PERMANENT NON-ARCHIVAL
Rev. 0 ESSENTIAL
OPR

1. AGENCY
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1.14 RISK MANAGEMENT/INSURANCE

The activity of identifying and mitigating risks to the local government agency.

DISPOSITION

RETENTION AND
NSIL\:ILI:?:S-/-\\(N) DESCRIPTION OF RECORDS DISPOSITION ACTION DESIGNATION
GS50-06C-35 | Permission for Minors to Participate Retain for 3 years after NON-ARCHIVAL
Rev. 3 Records relating to parental/legal guardian permission for individuals under age 18 (includes |individual reaches age 18 NON-ESSENTIAL
employees, students, interns and volunteers) to participate in agency-sponsored or agency- then OPR
approved programs, events and activities. Includes travel away from agency facilities. Destroy.
Includes, but is not limited to:
¢ Notices and announcements;
e Sign-up sheets)rosters, registration forms;
e Parent/legal guardian permissions (approval for use of private vehicles, waiver of liability,
emergency information, etc.);
e Chaperone/driver lists,and information;
e Transportation and all other arrangements.
Excludes public school-sponsored events and activities for PreK-12 students covered by DAN
SD51-06C-32 in the School Districts and Educational Service Districts Records Retention Schedule.
Excludes records covered by PR50-13C-19 in the Parks, Recreation and Culture Records Retention
Schedule.
Note: If an accident/incident occurs, these records are covered by GS50-06C-03, GS50-01-10,
and/or GS53-02-04.
GS50-06C-25 | RISK DATA 4 years NON-ARCHIVAL
Rev. 0 Information compiled on the costs, liability for risks to which the agency is exposed, and the NON-ESSENTIAL
allocation of expense required to support the risk management program. OFM
Page 46 of 178
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1.15 TRAINING

The activity of the local government agency providing training to agency employees, contractors, customers, or the public. Excludes financial records
covered in the Financial Management function.

DISPOSITION

AUTHORITY DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMEER (DAN) DISPOSITION ACTION
GS2011-178 | Agency-Provided Training — Curriculum and Materials Development Retain until curriculum no NON-ARCHIVAL
Rev. 1 Records relating to the development of training courses, seminars and/or workshops. longer provided by agency NON-ESSENTIAL
Includes research, materials development, etc. then OFM
Excludes final curriculum and materials covered by GS2011-180. Destroy.
Excludes PreK-12 education covered in the School Districts and Educational Service Districts
Records Reténtion Schedule.
GS2011-179 | Agency-Provided,Training — Arrangements Retainwuntilno longer needed NON-ARCHIVAL
Rev. 1 Records relating to the administrative arrangements of agency>pravided training courses, for agency business NON-ESSENTIAL
seminars and Workshops: then OFM
Includes, but is not limited to: Destroy.
e Training date and place scheduling records;
e Training availability announcements and notices;
¢ Participant registration;
e Arrangement of catering, facilities and equipment.
Excludes financial records (facilities, catering, travel expense, etc.).
Excludes PreK-12 education covered in the School Districts and Educational Service Districts
Records Retention Schedule.
Page 47 of 178
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1.15 TRAINING

The activity of the local government agency providing training to agency employees, contractors, customers, or the public. Excludes financial records
covered in the Financial Management function.

Iﬂf;gﬂ;?\l(‘l DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMEER (DAN) DISPOSITION ACTION
GS2011-180 | Agency-Provided Training — Certificated, Hours/Credits Earned, or Mandatory Retain for 6 years after training NON-ARCHIVAL
Rev. 1 Records documenting training courses, seminars and workshops provided by the local provided NON-ESSENTIAL

government agency to the public, customers, contractors, or agency employees, where: then OPR
e Certificates/credentials/licenses may be awarded; or, Destroy.
e Continuing education hours/credits/points may be earned; or
e Training issrequirediby federal, statesor localstatute jand/or by employer.

Records include, but are not limited to:
e Curricula, materials presented, tests administered, etc.;
e Attendeelistsand sign-insSheets, test results;evaluations, ete.;
e Certification/hours/credits/points awarded.

Agency-provided training includes, but is not limited to:
e Continuing legal education (CLE) credits, etc.;
e Certification (and recertification) such as Emergency Medical Technician (EMT), Certified

Municipal Clerk (CMC), cardiopulmonary resuscitation (CPR), disaster response/
emergency preparedness, first aid, lifeguard, childcare, etc.;

e Recreational courses with marked levels of achievement (aquatics, etc.).

Excludes records covered more specifically in CORE or sector schedules such as:
e Hazardous materials training covered by GS2012-029 or UT2012-005;
e In-service education programs (clock hours) covered by SD51-04G-01;

e Hazardous materials trained personnel list covered by GS50-19-09;

e Apprentice certification files covered by GS50-04B-34;

e Employee training certificates/history retained in personnel or training history files.
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1.15 TRAINING

The activity of the local government agency providing training to agency employees, contractors, customers, or the public. Excludes financial records
covered in the Financial Management function.

I?Alfll:'?lﬂ;?y DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS2012-029 | Agency-Provided Training — Hazardous Materials Handling Retain for 50 years after training | NON-ARCHIVAL
Rev. 0 Records documenting training courses, seminars and workshops provided by the local provided ESSENTIAL
government agency to the public, customers, contractors, or agency employees, relating to then OPR
non-radiological hazardous materials/waste handling or exposure (including communicable | Destroy.

infectious disease, toxic substances, harmful physical agents, etc.), where:
e Certificates/eredentials/licensessmaysbe awarded; ory
¢ Continuing education hours/credits/points may be earned; or,
e Training is required by federal, state or local statute, and/or by employer.

Records include,but aresnotdimited to:

e Curricula, materials presented, tests administered, etc.;

e Attendee lists and sign-in sheets, test results, evaluations, etc.;
e Certification/hours/credits/points awarded.

Excludes records covered more specifically in CORE or sector schedules such as:
¢ Radiation protection training as defined by WAC 246-222-030 and American Nuclear
Insurers (ANI) Information Bulletin 80-1A and covered in the Public Utilities Records
Retention Schedule.
e Employee training certificates/history retained in the employee’s personnel file or
employee training history file.

Note: There is no limitation of action on the agency’s liability for the exposure of individuals to
hazardous materials.

1. AGENCY
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1.15 TRAINING

The activity of the local government agency providing training to agency employees, contractors, customers, or the public. Excludes financial records
covered in the Financial Management function.

?Alf;‘?lﬂ;'cr’y DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS2011-181 | Agency-Provided Training — General Retain for 3 years after training NON-ARCHIVAL
Rev. 1 Records documenting training courses, seminars and workshops provided by the local provided NON-ESSENTIAL
government agency to the public, customers, contractors, or agency employees where: then OPR
e Certificates/credentials/licenses are NOT awarded; and, Destroy.

e Continuing education hours/credits/points are NOT earned; and

e Training issNOT.required byifederalpstate omlocalstatuteronby employer.
Records include, but are not limited to:

¢ Curricula, materials presented, tests administered, etc.;

e Attendee lists.and sign-insheets, test results,.evaluations, ete.

Excludes records covered more specifically in CORE or sector schedules such as:
e Agency-provided training covered by GS2011-180 and GS2012-029;
¢ Apprentice certification files covered by GS50-04B-34;
e Employee training certificates/history retained in the employee’s personnel file or
employee training history file.

MANAGEMENT




Washington State Archives
Office of the Secretary of State

Local Government Common Records Retention Schedule (CORE)

Version 3.0 (November 2012)

2. ASSET MANAGEMENT

The function of managing the local government agency’s assets, including physical assets (facilities, land, equipment, vehicles, supplies, hazardous materials,
etc.) and intangible assets (copyrights, easements, water and timber rights, etc.). Includes hazardous materials. Excludes financial assets (stocks, bonds, etc.),
which are covered in the Financial Management section.

2.1 ACQUISITION/OWNERSHIP

The activity of acquiring/owning assets through purchase, donation, or other means. Includes the agency’s structures, infrastructure, and information
system technology (IT). Excludes records documenting financial transactions which are covered in the Financial Management section of CORE.

DISPOSITION

RETENTION AND
AUTHORITY DESCRIPTION OF RECORDS DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS2012-030 | Capital Assets. (Other).and Non-Capital Tracked Assets Retain for 4 years after NON-ARCHIVAL
Rev.0 Records documenting acquisition/ownership of the agency’s capitalized, non-real property | disposition of asset ESSENTIAL
OPR

assets and non=capital assets that aretagged ortracked (small'and attractive @ssetsyetc.).

Non-real property/capital assets may include, but are not limited to:
¢ Vehicles, machinery, computers, equipment, furniture;
e Intellectual property (copyrights, patent rights, trademarks, etc.);
e Works of art and historical treasures;
e Easements, rights-of-way received by the agency;
e Water and timber rights received by the agency.
Includes, but is not limited to:
¢ Appraisals (statement of value);
e Purchase offers for agency assets which are declined by agency ;
¢ Legal ownership documentation (includes copy of vehicle title if original is transferred to
new owner).
Excludes contracts and agreements covered by GS2011-169 and GS2011-183.

Excludes real property assets covered by GS55-05A-06.

or
until disposition of asset and
completionof State Auditor’s
examination report, whichever
is sooner

then
Destroy.

2. ASSET
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2.1 ACQUISITION/OWNERSHIP
The activity of acquiring/owning assets through purchase, donation, or other means. Includes the agency’s structures, infrastructure, and information
system technology (IT). Excludes records documenting financial transactions which are covered in the Financial Management section of CORE.
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS55-05A-06 | Capital Assets (Real Property) Retain for 10 years after ARCHIVAL
Rev. 1 Records relating to the agency’s capitalized, real property assets that document their disposition of real property (Appraisal Required)
acquisition, ownership, division, value, improvements, and sale (or other disposition). and ESSENTIAL
Real property capital assets may include, but are not limited to: 10 years after completion of OPR
e Land, infrastructure; road establishment; improvements; transaction or termination/
e Land division (plat, short plat, bindingisite plans,etc.); expirationofinstrument
e Buildings,leasehold improvements. then _
Includes, but is not limited to: Tran§fer to Washlr‘wgton jrate
¢ Appraisals (statementafiland/facility values); AI‘ChIV.ES for appralsal gd
e Contracts and agreements (including bond/grant/levy-funded real property); includes selective retention.
negotiations, compliance monitoring, etc.;
e Documentation of legal ownership (deeds, titles, title insurance, etc.);
e Easements granted by the agency;
¢ Encroachments (land disputes, water rights and obligations, etc.);
e Environmental site assessments (including tests, abatement/enclosure summary, etc.);
¢ Geological data and geotechnical reports; aerial survey photographs/images and maps;
¢ Land information files (acquisition reference files, condemnation proceedings, title
information such as location, size, value, etc.);
e National and State Environmental Policy Act (NEPA and SEPA) applications, checklists, reports;
determinations of significance or non-significance; draft, final, supplemental Environmental
Impact Statements (EIS), Scoping Notices, etc.;
e Rights of way vacated/relinquished by the agency;
e Purchase offers for agency assets (whether accepted or declined by agency);
continued e Sale/auction/salvage/donation records (where not already included in records of the
next page governing body covered by GS50-05A-13.) continued next page continued next page continued next page
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2.1 ACQUISITION/OWNERSHIP
The activity of acquiring/owning assets through purchase, donation, or other means. Includes the agency’s structures, infrastructure, and information
system technology (IT). Excludes records documenting financial transactions which are covered in the Financial Management section of CORE.
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DI::;EII\"I::-(I)?\INAACI'\'I'E)N DESIGNATION
NUMBER (DAN)
contirlwuedfrom Capital Assets (Real Property) continued from previous page continued from previous page contir.wedfrom
previous page previous page
GS55-05A-06 | Excludes records covered more specifically in CORE or sector schedules such as:
Rev. 1 e Records recorded/filed with the county engineer and covered by G52012-031;
¢ Rights-of-way and easements received by the agency and covered by GS2011-169;
e Land survey field books and maps covered by GS50-18-16;
¢ Lead Agency SEPA records covered'inithe Land Use Planningisector schedule;
e Non-site=specific geological data/geotechnical reports.
Note: Bondtransactions are completed when the final bond payment.is made.
Note: Per RCW:4:16.020, the'statute of limitations forthe'commencementof actions forthe
recovery of real property is 10 years.
GS2012-031 | County Engineer Records Retain for the life of the agency ARCHIVAL
Rev. 0 Records retained by the county engineer in accordance with RCW 36.80.040. Includes all then (Permanent Retention)
matters recorded and filed with the county engineer documenting the complete history of | Transfer to Washington State ESSENTIAL
public roads, highways, bridges, ditches, or other surveys of the county. Archives for permanent OPR
Includes, but is not limited to, original papers, documents, petitions, surveys, repairs, other | retention.
papers and reports.
GS50-06B-24 | Environmental Site Assessments — Asset Not Acquired Retain until no longer needed ARCHIVAL
Rev. 2 Records relating to an analysis of environmental conditions (including hazardous materials for agency business (Appraisal Required)

and conditions) on real property being considered for acquisition, but not acquired by the
agency. Includes appraisals completed by independent appraisers under contract to the
agency as well as agency-generated appraisals.

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

NON-ESSENTIAL
OFM
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2.1 ACQUISITION/OWNERSHIP
The activity of acquiring/owning assets through purchase, donation, or other means. Includes the agency’s structures, infrastructure, and information
system technology (IT). Excludes records documenting financial transactions which are covered in the Financial Management section of CORE.
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS2012-032 | Naming (Assets) Retain until no longer needed ARCHIVAL
Rev. 0 Records relating to the naming or renaming of roads, streets, parks, buildings, schools, for agency business (Permanent Retention)
stadiums, bridges, and other assets within the local government’s jurisdiction where the then NON-E)S;:NTIAL
naming process is not included in the development application. Transfer to Washington State
Includes research, community polls, proposals, approvals, correspondence, contracts and Archives for permanent
agreementsgsale’of naming rights, ete. retention:
Excludes records.covered by GS50-05A-13, Meetings — Governing/Executive.
GS51-07-21 | Property Purchase Proposals'Made by Agency — Unsuccessful Retain for 3 years after/offer NON-ARCHIVAL
Rev. 1 Records relating to proposals made by the local government agency for the purchase of real | declined or withdrawn NON-ESSENTIAL

property where the offer is not accepted or is withdrawn by the agency.
Includes, but is not limited to, negotiations, purchase offers, title reports, etc.

Excludes successful purchase proposals made by the agency AND purchase offers made by other
parties for the agency’s real property, which are covered by GS55-05A-06.

Excludes environmental site assessments covered by GS50-06B-24.

then
Destroy.

OPR
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2.2 AUTHORIZATION/CERTIFICATION
The activity of receiving permission or approval in relation to asset management. Excludes authorizations granted by the local government agency.
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS2012-033 | Authorizations/Certifications — Assets Retain for 6 years after NON-ARCHIVAL
Rev. 0 Records relating to licenses, permits, accreditations, certifications, inspections, and other NON-ESSENTIAL

authorizations acquired by the local government agency in relation to its assets, where not
covered by a more specific records series. Includes authorizations required by and/or
received from regulating authorities (local, state, federal agencies and/or courts).

Includes, but is not limited to:

¢ Building coenstruction/modification permits and inspections (master use, mechanical,
electrical, plumbing, statements of alternate construction, certificates of @ecupancy, tenant
improvement, Federal Emergency Management Agency [FEMAJ fload, etci);

e Fire and life safety permits/inspections (fire extinguishers, alarms, sprinklers, suppression
systems); heating, ventilation, air conditioning [HVAC] systems; boilers/hot water tanks,
elevators, etc.);

¢ Land use and environmental permits (utility, shoreline, conditional use, surface mining,
zoning/land use exceptions/waivers, variances, forest practices, landscape, Army Corps of
Engineers, National Pollutant Discharge Elimination System [NPDES], etc.);

e Registrations (x-ray facilities and devices, etc.);

¢ Vehicle/Vessel registration/tabs, emissions testing, USDOT number, etc., for motor pool/fleet,
buses, garbage/recycling trucks, armored transport, etc.;

e Water permits (drinking, waste, surface, ground, and drainage, etc.).

Excludes records covered more specifically in CORE or sector schedules such as:

e Records filed/recorded with the county engineer and covered by G52012-031;

¢ Real property ownership (land division permits, SEPA, etc.) covered by GS55-05A-06;

e Hazardous materials covered by GS55-01M-04.

Excludes authorizations granted by the local government agency (permits, certificates, licenses,
SEPA lead agency review, etc.), which are covered in sector schedules.

e Application/filing & confirmation, vielations/corrections, reports, relatedicorréspondence;, ete:

authorization superseded or
terminated

and
conditions of authorization
satisfied

and
violations (if any) corrected/
resolved

then
Destroy.

OPR
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2.2 AUTHORIZATION/CERTIFICATION

The activity of receiving permission or approval in relation to asset management. Excludes authorizations granted by the local government agency.

DISPOSITION

AUTHORITY DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS2012-034 | Designations (Assets) Retain until no longer needed ARCHIVAL
Rev. 0 Records relating to designations bestowed on assets owned or maintained by the local for agency business (Permanent Retention)
government agency. Includes applications, correspondence, notifications, etc. then NON-ESSENTIAL
Includes, but is not limited to: Transfer to Washington State OFM
e Heritage or landmark designation, placement on the National Historic Register, etc.; Archives for permanent
e Critical (Sensitive) Area designation. retention.
Excludes elettric utility/designations made by federal regulators ineluding NERC, CIP and TSA.
Excludes the granting of designations,.which is covered in{sectorschedulés:
Page 56 of 178
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2.3 CONSTRUCTION
The activity of designing, planning and construction of structures (buildings, schools, power plants, park facilities, transit centers, etc.), infrastructure
(roads, sidewalks, bridges, runways, helipads, water, sewer, drainage and lighting systems, etc.), and information systems (IT)(software, networks, etc.)
owned, leased, maintained, or occupied by the local government agency.
Tmﬂmy DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS2012-035 | As-Built Drawings — Appraised and Not Selected for Archival Preservation Retain until structure no longer NON-ARCHIVAL
Rev.0 Final set of drawings (as-builts) produced at the completion of the construction of the local | owned by agency ESSENTIAL
government agency’s structures and infrastructure where Washington State Archives has then OPR
appraised and not selected the records for preservation. Documents the approved design | Transfer to new owner
(as-designedsdrawings)iand changessmade duringrconstruction:, Includesy-edesigns; or
remodels, and renovations; architecturalland engineering drawings and specifications. Destroy.
Note: If a final setof as-built drawings is not produced, then theas-designed-drawings (with
notations) serve.as'the as-built.
GS50-18-06 | As-Built Drawings — Appraised and Selected for Archival Preservation Retain until completion of ARCHIVAL
Rev. 1 Final set of drawings (as-builts) produced at the completion of the construction of the local | project (Permanent Retention)
government agency’s structures and infrastructure where Washington State Archives has then ESSENTIAL
appraised and selected the records for preservation. Documents the approved design (as- | Transfer original to Washington OPR
designed drawings) and changes made during construction. Includes redesigns, remodels, State Archives for permanent
and renovations; architectural and engineering drawings and specifications. retention.
Note: If a final set of as-built drawings is not produced, then the as-designed drawings (with
notations) serve as the as-built.
Note: Due to the significance of this record, Washington State Archives recommends that upon
project completion, the agency create a working copy for its use and transfer the original to
Washington State Archives.
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2.3 CONSTRUCTION
The activity of designing, planning and construction of structures (buildings, schools, power plants, park facilities, transit centers, etc.), infrastructure
(roads, sidewalks, bridges, runways, helipads, water, sewer, drainage and lighting systems, etc.), and information systems (IT)(software, networks, etc.)
owned, leased, maintained, or occupied by the local government agency.

DISPOSITION

AUTHORITY DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN] DISPOSITION ACTION
GS50-18-10 | Construction Project Files Retain for 6 years after ARCHIVAL
Rev. 1 Records documenting the planning, design, and construction phases of the local government | completion of project or terms | (Appraisal Required)
agency’s structures and infrastructure. Includes redesigns, remodels, renovations, of grant agreement, whichever NON-ESSENTIAL
improvements, betterments, and increases in efficiency. is later OPR
Structures and infrastructure (above or'below ground) include)but are not limited to: then
e Buildings (effices, schools, plants, warehouses, etc.); Transfer to Washington State
¢ Roads, bridges, tunnels, dams, drainage systems, water and sewer systems; Archiv.es for appraisal and
e Ferry terminals/docks;helipads, runways; transit.stops/pads/shelters;ipark facilities; selective retention.
e Curbs, gutters, sidewalks, parking lots; park benches; fire hydrants;
e Street lighting systems, traffic lights, signs and signals; parking meters; art installations.
Records include, but are not limited to:
¢ As-designed drawings (provided that as-built drawings are retained in accordance with
GS50-18-06);
¢ Design and décor documentation for historical reference (paint colors, building material
and fixture descriptions, etc.);
e Public feedback (input, support, opposition, etc.);
¢ Public meeting materials (handouts, comments, etc.);
e Photographs, official dedication/opening, etc.;
e Preliminary drawings and specifications;
¢ Schedules, calendars, construction logs, quality control reports;
e Related communications (with contractors, consultants, attorneys, regulatory agencies,
continued municipalities, etc.).
next page Excludes records covered more specifically in CORE or sector schedules such as: continued next page continued next page continued next page
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2.3 CONSTRUCTION
The activity of designing, planning and construction of structures (buildings, schools, power plants, park facilities, transit centers, etc.), infrastructure
(roads, sidewalks, bridges, runways, helipads, water, sewer, drainage and lighting systems, etc.), and information systems (IT)(software, networks, etc.)
owned, leased, maintained, or occupied by the local government agency.

DISPOSITION

AUTHORITY DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
con tir}uedf rom | Construction Project Files continued from previous page continued from previous page con tir}uedf rom
previous page previous page

GS50-18-10 Excludes records covered more specifically in CORE or sector schedules such as:
Rev. 1 o As-Designed drawings (serving as As-Built drawings) covered by GS50-18-06 or GS2012-035;
e Records filed/recorded with the county engineer covered by GS2012-031;
e Construction"permits and inSpectionsicoveriedby'GS2012=033;
Contracts and agreements covered by GS2011-183, GS55-05A-06, etc.;
Real property ownership records (SEPA, contracts, etc.) covered by GS55-05A-06.

Note: Per RCW.4.16.310, the statute of limitations.for.the.commencement of.actions or.claims.arising
from construction, alteration, repair, design, planning, survey, engineering, etc., of improvements
upon real property is 6 years after substantial completion of construction or termination of services.

MANAGEMENT



http://apps.leg.wa.gov/rcw/default.aspx?cite=4.16.310
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2.3 CONSTRUCTION
The activity of designing, planning and construction of structures (buildings, schools, power plants, park facilities, transit centers, etc.), infrastructure
(roads, sidewalks, bridges, runways, helipads, water, sewer, drainage and lighting systems, etc.), and information systems (IT)(software, networks, etc.)
owned, leased, maintained, or occupied by the local government agency.

DISPOSITION

RETENTION AND
NS;‘LI:;)I:S’:N) DESCRIPTION OF RECORDS DISPOSITION ACTION DESIGNATION
GS50-06B-22 | Facility Systems/Equipment Retain for 6 years after the NON-ARCHIVAL
Rev. 1 Documentation of systems and equipment installed in facilities owned, leased or maintained | system or equipment is replaced | NON-ESSENTIAL
by the local government agency. Includes only systems and equipment that are not integral | or disposed of OPR
to the structure of the facility and that may be replaced during the life of the facility, such as: | then
e Audio/visual; Destroy:

e Fire and life safety (alarms, sprinklers,etc.);

e Heating, ventilating and air conditioning (HVAC);
e Information technology (IT) wiring;

e Security.

Includes, but is not limited to:
e Installation drawings and other documentation integral to the maintenance and operation
of the system or equipment;
e System layout descriptions, specifications;
e Warranties.

MANAGEMENT
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2.3 CONSTRUCTION

The activity of designing, planning and construction of structures (buildings, schools, power plants, park facilities, transit centers, etc.), infrastructure
(roads, sidewalks, bridges, runways, helipads, water, sewer, drainage and lighting systems, etc.), and information systems (IT)(software, networks, etc.)
owned, leased, maintained, or occupied by the local government agency.

DISPOSITION

AUTHORITY DESCRIPTION OF RECORDS Ll L) DESIGNATION

NUMBER (DAN) DISPOSITION ACTION
GS2012-036 | IT Applications — Noteworthy Retain until no longer needed ARCHIVAL
Rev. 0 Records documenting the planning, technical design, construction, installation, for agency business (Appraisal Required)

implementation, post-implementation review and commissioning of the agency’s
noteworthy information systems (computer software applications, databases, websites, etc.)

Includes, but’is nat limited to, applications whichare:
¢ Of particular significance to the agency orrcommunity;
e Considered to be ground-breaking (first use of technologyto deliver a particular agency
service, etes);
¢ Created or used to manage the agency’s archival records;
e Award recipients (local, state, national, international).

Includes contracts and agreements.

Note: For guidance on how to identify noteworthy IT applications, please contact Washington
State Archives.

and
all records within the
applicationshaverbeenymigrated
ordispositioned in accordance
with a current approved records
retention schedule

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

NON-ESSENTIAL
OPR
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2.3 CONSTRUCTION
The activity of designing, planning and construction of structures (buildings, schools, power plants, park facilities, transit centers, etc.), infrastructure
(roads, sidewalks, bridges, runways, helipads, water, sewer, drainage and lighting systems, etc.), and information systems (IT)(software, networks, etc.)
owned, leased, maintained, or occupied by the local government agency.
%ﬁgmy DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS50-06A-03 | IT Applications — Technical Design and Implementation Retain until application or NON-ARCHIVAL
Rev. 2 Records documenting the technical design and implementation of the agency’s computer version is no longer needed for ESSENTIAL
software applications, databases, and websites (internet and intranet). agency business OFM
Includes, but is not limited to: and
e Design dgélimentation/detail; all recordsiwithinsthe
e Database schema and dictionaries; application have been migrated
e Source code; or dispositioned in accordance
e System and.program change descriptions/autherizations; with a current approved records
e Development plans (for testing, training, conversion, and acceptance); retention schedule
« Release notes; then
e Operational and user instructions; Destroy.
e Acceptance testing.
Excludes noteworthy IT applications covered by GS2012-036.
GS2010-003 | IT Audit Trail — Infrastructure Retain for 1 year after date of NON-ARCHIVAL
Rev. 1 Records documenting authorizations for and modifications to the configurations and settings | activity NON-ESSENTIAL
of the agency’s infrastructure (firewalls, routers, ports, network servers, etc.) then OFM
Destroy.
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2.3 CONSTRUCTION

The activity of designing, planning and construction of structures (buildings, schools, power plants, park facilities, transit centers, etc.), infrastructure
(roads, sidewalks, bridges, runways, helipads, water, sewer, drainage and lighting systems, etc.), and information systems (IT)(software, networks, etc.)
owned, leased, maintained, or occupied by the local government agency.

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN] DISPOSITION ACTION
GS2010-006 |IT Network — Design and Build Retain until no longer needed NON-ARCHIVAL
Rev. 1 Records documenting the design and construction of the agency’s information technology for agency business ESSENTIAL
network. then OFM
Includes, but is not limited to: Destroy.
e Networkdiagrams and build guides;
e Master cantrol list of Internet Protocol (IP) address assignments;
¢ Uniform Resource Locator (URL) addresses and passwords.
GS55-05G-04 | Standards and'Specifications Manuals Retain for 6 years after ARCHIVAL
Rev. 1 Design and development standards and specifications approved by the agency’s governing superseded (Appraisal Required)
body for the construction, operation and maintenance of structures and infrastructure then ESSENTIAL
OFM

within the agency’s jurisdiction.

Transfer to Washington State
Archives for appraisal and
selective retention.
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2.4 DISPOSAL

The activity of disposing of the local government agency’s assets through sale or otherwise. Excludes hazardous materials/dangerous waste.

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS50-06E-08 | Disposal of Assets (Non-Real Property) Retain for 6 years after disposal NON-ARCHIVAL
Rev. 1 Non-financial records relating to the process disposing of all agency non-real property of asset NON-ESSENTIAL
capital assets. Includes sale, auction, salvage, donation, etc. then OPR
Includes, but is not limited to: Destroy.

¢ Selling equipment, vehicles, machinery, art, etc;
e Copy of vehicle/vessel report of sale, etc.;
e Surplus property transfer.

Excludes:
¢ Ordinanges and resolutions (and associated documents) authorizing the auction of surplus
property covered by GS50-05A=16 and GS50=01=25;
e Disposal of hazardous materials covered by GS50-19-02;
e Disposal of real property assets covered by GS55-05A-06;
e Purchase offers for agency assets declined by the agency covered by GS2012-030.

GS50-06B-23 | Waste Materials Analysis Retain for 6 years after analysis NON-ARCHIVAL
Rev.0 Records relating to the analysis of the agency’s waste materials (such as motor oil) used to | completed NON-ESSENTIAL
determine if the materials should be designated as non-hazardous or hazardous waste. then OPR
Includes reports. Destroy.
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2.5 HAZARDOUS MATERIALS MANAGEMENT
Records relating to the identification, location, handling, use, storage, transportation, and disposal of the local government agency’s hazardous materials.
Includes abatement and remediation.
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS Ll DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS55-01M-04 | Authorizations/Certifications — Hazardous Materials Retain for 50 years after NON-ARCHIVAL
Rev. 1 Records relating to licenses, permits, accreditations, certifications, inspections, and other authorization superseded or NON-ESSENTIAL

authorizations acquired by the local government agency in relation to hazardous materials
created, maintained, disposed of, or in any way used by the local government agency, where
not covered by a more specific records series. Includes authorizations required by and/or
received fromsregulating autheritiess(lecal, statepfederalagencies and/or courts):
Includes, butis not limited to:
¢ Radioactive materials licenses and inspections pursuant ta.chapter 246-220 through 254
WAC.
Hazardous materials include, but are not limited to:
e Toxic substances or harmful physical agents as defined by CFR § 1910.1020(c)(13);
e Hazardous materials as defined by RCW 70.136.020;
e Dangerous waste, extremely dangerous waste, hazardous substances or hazardous waste
as defined by RCW 70.105.010;
e Pesticides as defined by RCW 15.58.030;
e Hazardous chemicals defined by the U.S. Department of Labor, Occupational Safety &
Health Administration (OSHA) Hazard Communication Standards.

Note: There is no limitation of action on the agency’s liability for the exposure of individuals to
hazardous materials.

terminated
and
conditions of authorization
satisfied
and
violations (if any) corrected
then
Destroy.

OPR
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Washington State Archives
Office of the Secretary of State

Local Government Common Records Retention Schedule (CORE)

Version 3.0 (November 2012)

2.5 HAZARDOUS MATERIALS MANAGEMENT
Records relating to the identification, location, handling, use, storage, transportation, and disposal of the local government agency’s hazardous materials.
Includes abatement and remediation.
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS Ll DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS50-19-15 | Hazardous Materials/Dangerous Waste — Abatement and Remediation Retain for 10 years after ARCHIVAL
Rev. 1 Records relating to hazardous materials clean-up actions and investigations of incidents completion of project (Appraisal Required)
and/or disasters occurring within the agency’s jurisdiction and completed by or on behalf of or ESSENTIAL
OPR

the agency.

Projects include, but are not limited to:

¢ Comprehensive EnvironmentallResponse,/[Compensationand Liability?Act (CERCLA)
Superfund, projects; sites listed on the/Department of Ecology’s Hazardous Sites List (WAC
173-340-330);

e Abatement, remediation,semoval of potentially hazardous materials such as asbestos,
lead paint, lead in drinking water, contaminated soil, storage tanks (under or above
ground), etc.;

e Clean-up of spills and releases of hazardous materials.

Records include, but are not limited to:

e Preliminary assessment/site inspection reports, remedial investigation/feasibility studies and
reports, risk and endangerment assessment, health and safety plans, etc.;

¢ Notifications (such as Emergency Release Notification of an Extremely Hazardous Substance (EHS)
in accordance with Comprehensive Environmental Response, Compensation and Liability Act
(CERCLA), or asbestos removal/disturbance notification required of local education agencies by the
Asbestos National Emissions Standards for Hazardous Air Pollutants (NESHAP) in accordance with
40 CFR § Part 61, Subpart M.)

e Contracts, abatement permits, consent agreements, record of decision (ROD), administrative
orders, plans (project operations, work, community relations, quality assurance, etc.);

e Sampling data, chemical analysis services, surveys, applicable or relevant and appropriate
requirements (ARARs), enforcement action, operation & maintenance, monitoring & review;

o (Potentially) responsible party searches and investigations; consent decrees;

e Alert notifications (email, web post, tweet, RSS feed, etc.).

10 years after terms of grant
agreement, whichever is later
then
Transfer to Washington State
Archives forappraisal and
selective retention
and
Retain records not selected for
permanent preservation for 50
years pursuant to
42 USC § 9603 (d)(2).
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Washington State Archives Local Government Common Records Retention Schedule (CORE)
Office of the Secretary of State Version 3.0 (November 2012)

2.5 HAZARDOUS MATERIALS MANAGEMENT
Records relating to the identification, location, handling, use, storage, transportation, and disposal of the local government agency’s hazardous materials.
Includes abatement and remediation.

Tﬁiﬁgmy DESCRIPTION OF RECORDS Ll DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS50-19-02 | Hazardous Materials/Dangerous Waste — Control/Inventory/Tracking/Disposal Retain for 50 years after end of NON-ARCHIVAL
Rev. 1 Records documenting the control, tracking, and disposal of the hazardous materials and calendar year ESSENTIAL
dangerous waste generated, transported, treated, stored, used, and/or disposed of by the then OPR
local government agency where no accident or incident has occurred. Destroy.

Includes, but is not limited to:

e Reports@ndformsrequiréd underthe Résource Conservation and Recovery Act{RCRA);

e Dangerous Waste Annual{Report filed with the Department of Ecelogy in accordance
with WAC 173-303-220;

e Materials)Safety Data,Sheet (MSDS)(WAC 296-800-180), annualinventory of,chemicals;
emergency and hazardous chemical inventory form, Tier Two Chemical Inventory
Report, and all other forms and reports submitted to the State Emergency Response
Commission (SERC), Local Emergency Planning Committees (LEPC), the Department of
Ecology and/or local fire department as required by the U.S. Environmental Protection
Agency Emergency Planning & Community Right-to-Know Act;

e Toxic Release Inventory (TRI) reporting in accordance with 40 CFR § Part 372.

Excludes:

e Abatement/remediation records covered by GS50-19-15;

e Pesticide application covered by GS50-18-43;

e Hazardous materials/dangerous waste plans covered by GS50-19-08.

Note: There is no limitation of action on the agency’s liability for the exposure of individuals to
hazardous materials.

MANAGEMENT
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2.5 HAZARDOUS MATERIALS MANAGEMENT

Records relating to the identification, location, handling, use, storage, transportation, and disposal of the local government agency’s hazardous materials.
Includes abatement and remediation.

DISPOSITION

RETENTION AND
NS;LI:;)?SZ\(N) DESCRIPTION OF RECORDS DISPOSITION ACTION DESIGNATION
GS50-19-08 | Hazardous Materials/Dangerous Waste — Plans Retain for 6 years after obsolete ARCHIVAL
Rev. 1 Plans and procedures relating to the proper management of hazardous materials/waste or superseded (Appraisal Required)
used, owned, stored, or created by the local government agency. May include information then ESSENTIAL
relating to the collection, analysis, transportation, recordkeeping, and disposal of hazardous | Transfer to Washington State OPR
waste/materials in an effort to prevent contamination of humans, the environment, etc. Archives for appraisal and
Includes, butfis™Aet linfited tof selectivesnetentions
¢ Hazardous,materials emergency response plans and procedures;
e Employee Right'to Know implementation plan;
¢ Hazardous,waste plans prépared and submitted.to the Department.of Ecology.in
accordance with RCW 70.105.220;
¢ Asbestos management plans prepared in accordance with the Asbestos Hazard
Emergency Response Act (AHERA) and the Asbestos School Hazard Abatement
Reauthorization Act (ASHARA) in accordance with 40 CFR § Part 763.
Excludes hazardous materials reports and inventories covered by GS50-19-02 and abatement
records covered by GS50-19-15.
Note: Local hazardous waste plans (RCW 70.105.220) received by the Washington State
Department of Ecology are designated Archival in accordance with the Department of Ecology’s
records retention schedule.
GS50-18-43 | Pesticide Application Retain for 7 years after date of NON-ARCHIVAL
Rev. 1 Records documenting the local government agency’s application of pesticides to agricultural | pesticide application NON-ESSENTIAL

land, roadsides, and/or landscapes as regulated by RCW 17.21.100 and WAC 16-228-1320.

then

Destroy.
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2.6 INSPECTION/MONITORING

The activity of observing, examining, testing, calibrating, measuring or otherwise evaluating/confirming the functionality, safety, or performance of the
agency’s physical assets. Includes routine, preventive, predictive, scheduled and unscheduled assessments.

*Excludes inspections/monitoring completed by outside regulatory agencies, which is covered by GS50-01-42.

*Excludes inspections/monitoring completed by the local government agency in its capacity as a requlatory agency, which is covered in sector schedules.

DISPOSITION

RETENTION AND
NS;.:;;)I(‘S?\{N) DESCRIPTION OF RECORDS DISPOSITION ACTION DESIGNATION
GS50-18-08 | Inspections — Bridges Retain for 6 years after asset no | NON-ARCHIVAL
Rev. 0 Records relating to the inspection of bridges owned by the agency and performed in longer owned by agency ESSENTIAL
accordance with National Bridge Inspection Standards (NBIS) pursuant to 23 CFR § 650(C) then OPR
and 23 USC 15dmincludes inspectionidiaries sfield:notesyete: Destroy:
Excludes records held by the county engineer and covered by GS2012-031.
Excludes reports covered by GS2012-044.
GS2012-037 | Inspections/Monitoring =Non-Regulated Retain until'no longer needed NON-ARCHIVAL
Rev. 0 Records documenting inspections/monitoring of assets owned, used or maintained by the for agency business NON-ESSENTIAL
local government agency, where not required by regulatory agencies. Includes inspections/ | then OPR
monitoring completed by agency staff and/or contractors. Includes structures and Destroy.

infrastructure, equipment and systems, vehicles/vessels, IT hardware and systems, etc.

May include, but is not limited to:
e Temperature and humidity records;
e Equipment functionality/safety checks (vehicle daily checks, etc.);
e IT system health monitoring (benchmarks, real-time performance logs, etc.).
Excludes records covered more specifically in CORE or sector schedules such as:
e Regulated and/or environmental inspections/monitoring covered by GS51-07-10, GS50-
19-15, GS50-01-42, GS50-18-08, and GS2012-038;
e Traffic/light monitoring covered by GS50-18-33 and GS50-18-34;
e Inspections/monitoring of assets not owned by the agency but monitored by the agency
in a regulatory capacity, which is covered in sector schedules.

MANAGEMENT
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Washington State Archives Local Government Common Records Retention Schedule (CORE)
Version 3.0 (November 2012)

Office of the Secretary of State

2.6 INSPECTION/MONITORING

The activity of observing, examining, testing, calibrating, measuring or otherwise evaluating/confirming the functionality, safety, or performance of the
agency’s physical assets. Includes routine, preventive, predictive, scheduled and unscheduled assessments.
*Excludes inspections/monitoring completed by outside regulatory agencies, which is covered by GS50-01-42.
*Excludes inspections/monitoring completed by the local government agency in its capacity as a requlatory agency, which is covered in sector schedules.

DISPOSITION

AUTHORITY DESCRIPTION OF RECORDS LU L Fal ) DESIGNATION
NUMBER (DAN] DISPOSITION ACTION
GS51-07-10 | Inspections/Monitoring — Regulated (Environmental) Retain for 30 years after end of ARCHIVAL
Rev. 1 Records relating to environmental monitoring of assets owned by the agency where calendar year (Appraisal Required)

required by regulatory agencies and where not covered by a more specific records series.
May include.monitoring of soil; airpwater (gnoundpdrinking;surface,waste), ete:

Includes, but.is not limited to:
e Atmospheric monitoring of confined spaces (WAC 296-809-50006).
Excludes records,eovered menefspecifically in COREsomsector/schedules, suchyas:
e Hazardous materials abatement/remediation covered by GS50-19-15;
e Inspections/monitoring covered by GS50-01-42, Authorizations Received from Regulatory
Agencies — Assets;
e Inspections/monitoring of assets not owned by the agency but monitored by the agency
in a regulatory capacity, which is covered in sector schedules.

Note: Local government agencies may need to retain these records longer in order to comply
with additional federal or state regulatory agency requirements.

then
TransferstosWashington State
Archives for appraisal and
selective retention.

NON-ESSENTIAL
OPR
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Local Government Common Records Retention Schedule (CORE)

Version 3.0 (November 2012)

2.6 INSPECTION/MONITORING
The activity of observing, examining, testing, calibrating, measuring or otherwise evaluating/confirming the functionality, safety, or performance of the
agency’s physical assets. Includes routine, preventive, predictive, scheduled and unscheduled assessments.
*Excludes inspections/monitoring completed by outside regulatory agencies, which is covered by GS50-01-42.
*Excludes inspections/monitoring completed by the local government agency in its capacity as a requlatory agency, which is covered in sector schedules.
B/‘-\If.l")rzg;ll?\’!\l DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS2012-038 | Inspections/Monitoring — Regulated (Non-Environmental) Retain for 6 years after end of NON-ARCHIVAL
Rev. 0 Records relating to non-environmental monitoring of assets owned by the agency where calendar year NON-ESSENTIAL
required by regulatory agencies and where not covered by a more specific records series. and OPR
Includes, butfis™Aet linfited tof violatiensi(if:any).conrected
e Airport self-inspections (14 CFR § 139.327); then
e Underground storage tank (UST) inspections (40 CFR § 280:45); Destray.
Excludes records,eovered more'specifically in COREsomsector schedules suchyas:
e Bridge inspections covered by G52012-031, GS50-18-08, and GS2012-044;
e Environmental inspections/monitoring covered by GS51-07-10 and GS2012-037;
e Hazardous materials abatement/remediation covered by GS50-19-15;
e Inspections/monitoring relating to an authorization/certification and covered by GS50-01-
42 or GS2012-033;
e Inspections/monitoring of assets not owned by the agency but monitored by the agency
in a regulatory capacity, which is covered in sector schedules.
Note: Local government agencies may need to retain these records longer in order to comply
with additional federal or state regulatory requirements.
GS50-18-34 | Monitoring (Traffic) — Analysis Retain for 6 years after analysis ARCHIVAL
Rev. 0 Compilations, analyses and reports prepared by the agency (includes contractors) relating to | or report completed (Appraisal Required)

traffic count/volume/flow, traffic lights/signals, traffic accidents/incidents, etc., on streets
and roads within the agency’s jurisdiction.

Includes, but is not limited to:
¢ Data analysis, summary reports and printouts, maps, etc.

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

NON-ESSENTIAL
OPR
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Washington State Archives Local Government Common Records Retention Schedule (CORE)
Office of the Secretary of State Version 3.0 (November 2012)

2.6 INSPECTION/MONITORING
The activity of observing, examining, testing, calibrating, measuring or otherwise evaluating/confirming the functionality, safety, or performance of the
agency’s physical assets. Includes routine, preventive, predictive, scheduled and unscheduled assessments.
*Excludes inspections/monitoring completed by outside regulatory agencies, which is covered by GS50-01-42.
*Excludes inspections/monitoring completed by the local government agency in its capacity as a requlatory agency, which is covered in sector schedules.

DISPOSITION RETENTION AND

AUTHORITY DESCRIPTION OF RECORDS DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS50-18-33 | Monitoring (Traffic) — Raw Data Retain until no longer needed NON-ARCHIVAL
Rev. 0 Raw data collected during the monitoring of traffic count/volume/flow, traffic lights/signals, |for agency business NON-ESSENTIAL
traffic accidents/incidents, and other information or statistics relating to traffic on the then OFM
streets and reads,within the ageney’ssjurisdiction: Destroy:

Includes, but.is not limited to:
e Electronic data, video recordings;
¢ Accidentreports receiveddrom Washington State Patrol or ather law.enforcement
agency, etc.

Excludes summary report compilations covered by GS50-18-34.
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Washington State Archives
Office of the Secretary of State

Local Government Common Records Retention Schedule (CORE)

Version 3.0 (November 2012)

2.7 INVENTORY
The activity of detailing or itemizing goods, materials and resources on a periodic basis.
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS50-03A-18 | Inventory — Capital, Expendable and Consumable Assets Retain for 4 fiscal years after NON-ARCHIVAL
Rev. 1 Records relating to the inventorying of the agency’s capital assets (as defined by agency date of inventory NON-ESSENTIAL

policy, ordinance, or resolution) and expendable assets (tagged or tracked using tags or
serial numbers in accordance with agency policy, ordinance, or resolution), and consumable
assets (including items offered for resale).
Capital assets may include, but are not limited to:
¢ Land, improvements, infrastructureyeasementsyrights=ofaway;
e Buildings, leasehold improvements;
e Vehicles, machinery, computers, equipment, furniture;
e Works of art and histerical treasures.
Expendable assets may include, but are not limited to:
e Computers, smart phones, global positioning system (GPS) devices.
Consumable assets may include, but are not limited to:
e Commodities (food, fuel, etc.);
e Supplies (office, forms, printing, mailing, linens, etc.);
e Forms, publications;
e Parts (for vehicles, printers, machines, etc.);
e School stores items (shirts, snacks, annuals, planners, yearbooks, etc.);
e Concession supplies, maps, code books;
e Grave markers.
Excludes:
e Hazardous materials inventories covered by GS50-19-02;
e Tree inventories (GS50-06B-25) and surplus property inventories (GS50-08C-06).

Note: Capital asset tracking information must be created in accordance with RCW 43.09.200, and is
covered by GS2011-182. For more information, please contact the Office of the State Auditor.

or
until disposition of asset and
completion of State Auditor’s
examination report, whichever
is sooner.

then
Destroy.

OPR
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2.7 INVENTORY
The activity of detailing or itemizing goods, materials and resources on a periodic basis.
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS50-06B-05 | Inventory — Keys/Key Cards/Badges Retain until obsolete or NON-ARCHIVAL
Rev. 1 Records documenting the inventory of security badges or building keys/key cards issued to | superseded ESSENTIAL
employees (includes contractors and volunteers) and visitors to gain access to agency then OFM
facilities and resources. Destroy.
GS50-08C-06 | Inventory — Surplus Property Retain for 6 years after NON-ARCHIVAL
Rev. 1 Records relating to the inventorying of surplus capital and/or expendable (tagged or tracked) | inventory record obsolete or NON-ESSENTIAL
assets. superseded OPR
then
Destroy.
GS50-06B-25 | Inventory — Trees Retain for 3 years after ARCHIVAL
Rev. 1 Records relating to the inventorying of trees on agency-owned property completed in inventory record obsolete or (Appraisal Required)

NON-ESSENTIAL

2. ASSET
MANAGEMENT

accordance with an agency-adopted policy regarding historical or ornamental trees. May superseded
. . . OPR
include number, type, age, and estimated height. then
Transfer to Washington State
Archives for appraisal and
selective retention.
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2.8 MAINTENANCE
The activity of performing legally required or voluntary actions on assets owned or used by the agency aimed at preventing unsafe conditions, advancing security,
reducing equipment decline/failure, and avoiding unnecessary loss. Includes routine, preventive, scheduled and unscheduled repair, remediation and abatement.
Excludes records documenting financial transactions which are covered in the Financial Management section of CORE.

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS2012-039 | Maintenance — Major and/or Regulated Retain for 6 years after asset no NON-ARCHIVAL
Rev. 0 Records documenting all major maintenance AND all regulated maintenance (required by | longer owned by agency ESSENTIAL
then OPR

regulatory agencies and/or local, state or federal statute and/or court order/rule) which is
performed on assets owned, used, or maintained by the agency in order to ensure the full
useful life of thesageney’s structunessand.infrastructure (buildings, roads;bridges;vehicles/
vessels/airgraft, equipment, IT hardware, ete!). Includes work performed by contractors.

Includes, but is notilimited to:
e Instructions, maintenance/manuals, vendor.statements;
e Maintenance/repair history (logs, summaries, reports, etc., which may also include non-
regulated minor maintenance);
e Original defect and inspection reports;
e Service, repair and maintenance records (regulated and/or major);
e Work orders;
¢ Related correspondence.
Excludes:
¢ Maintenance records covered more specifically in CORE and sector schedules, such as
GS2012-031 and GS2012-044;
e Capital improvements (redesigns, remodels, renovations, improvements, betterments, and
increases in efficiency) covered by GS50-18-10, Construction Project Files
e Contracts and agreements covered in the Contracts/Agreements section;
¢ Financial records covered in the Financial Management section.
Reminder: If a record serves multiple purposes (such as an invoice that itemizes costs of services
and documents maintenance performed), it must be retained according to the longer of the
applicable retention periods.

Destroy.
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2.8 MAINTENANCE
The activity of performing legally required or voluntary actions on assets owned or used by the agency aimed at preventing unsafe conditions, advancing security,
reducing equipment decline/failure, and avoiding unnecessary loss. Includes routine, preventive, scheduled and unscheduled repair, remediation and abatement.
Excludes records documenting financial transactions which are covered in the Financial Management section of CORE.

?L\Ifl?rzg-ll;llgy DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS2012-040 | Maintenance — Minor Non-Regulated Retain for 3 years after end of NON-ARCHIVAL
Rev.0 Records documenting maintenance performed on assets owned, used, or maintained by the | fiscal year NON-ESSENTIAL
agency that is minor in nature and NOT required by a regulatory agency. Includes minor then OPR
maintenance on structures and infrastructure (buildings, roads, bridges, equipment, Destroy.
vehicles/vesselsfaircrafit, IT hardwarezetc.). includes worksperformedsby.contractors:
Minor non-regulated maintenance may include, but is not limited to:
e Custodial, flooriand window cleaning, lawn/gardening, indeor plant care, etc.;
e Painting, furniture upholstery/refinishing, etc.;
¢ Vehicle and equipment oil changes, tune-ups, filters, tires, etc.
Records include, but are not limited to:
e Service, repair and maintenance records (minor non-regulated);
e Related correspondence, work orders, lists/logs and reports.
Excludes:
¢ Maintenance records covered more specifically in CORE and sector schedules, such as
GS2012-039 and GS2012-031;
e Capital improvements (redesigns, remodels, renovations, improvements, betterments,
and increases in efficiency) covered by GS50-18-10, Construction Project Files;
e Pesticide application covered by GS50-18-43;
e Contracts and agreements covered in the Contracts/Agreements section;
e Financial records covered in the Financial Management section.
Reminder: If a record serves multiple purposes (such as an invoice that itemizes costs of services
and documents maintenance performed), it must be retained according to the longer of the
applicable retention periods.
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Local Government Common Records Retention Schedule (CORE)

Version 3.0 (November 2012)

2.9 PLANNING
The activity of assessing the need for, and strategizing the acquisition, use, and disposal of, the agency’s physical assets (facilities, land, equipment,
vehicles, supplies, hazardous materials, etc.) and intangible assets (copyrights, easements, water and timber rights, etc.).
?L\Ifl?rzg-ll;llgy DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN] DISPOSITION ACTION
GS2012-041 | Capital Construction Projects — Preliminary Plans (Project Not Completed) Retain for 6 years after decision ARCHIVAL
Rev. 0 Records relating to the preliminary planning of the agency’s capital construction projects not to proceed (Appraisal Required)
where the project is not completed. then NON-ESSENTIAL
Includes, but is not limited to: Transfer to Washington State OPR
e Preliminary drawings and specifications; Archives for appraisal and
e Public me@tingimaterials (handouts,"éomments, etc.); selectivemretention:
e Communieations between contractors, consultants, public, etc.
Excludes preject plans covered by records series in the Acquisition or €onstruction|sections.
GS50-06A-01 | IT Applications — Planning and Review Retain for 6 years after NON-ARCHIVAL
Rev. 2 Records documenting the planning and post-implementation review of the agency’s finalization of project NON-ESSENTIAL
computer software applications, databases, and websites (internet and intranet). then OPR
Includes, but is not limited to: Destroy.
e Requirements and objectives documents/statements;
e Feasibility studies;
e Charter, cost/benefit analyses, investment plans;
e Post-implementation reviews/evaluations/recommendations.
Excludes noteworthy applications covered by GS2012-036.
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Washington State Archives Local Government Common Records Retention Schedule (CORE)
Version 3.0 (November 2012)

Office of the Secretary of State

2.9 PLANNING

The activity of assessing the need for, and strategizing the acquisition, use, and disposal of, the agency’s physical assets (facilities, land, equipment,
vehicles, supplies, hazardous materials, etc.) and intangible assets (copyrights, easements, water and timber rights, etc.).

Tﬁiﬁgggy DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN] DISPOSITION ACTION
GS2012-042 | Long-Range Asset Plans (Development) Retain for 6 years after final NON-ARCHIVAL
Rev. 0 Records relating to the development of the agency’s long-range strategic plan(s) for the version completed NON-ESSENTIAL
management of its physical and intangible assets. then OPR
Includes, but is not limited to: Destroy.
¢ Forecasting, needs assessment, feasibility studies, surveys and reports;
¢ Goals and’objectives, long-range vision;
e Annual review.
Excludes:
e Final versionsof long-=range asset plans coverediby GS51-07-15;
¢ Preliminary plans for projects covered by GS2012-041 or GS50-18-10;
Excludes financial records relating to successful levy and bond proposals which are covered
by Financial Transactions — Bond, Grant and Levy Projects (GS2011-183).
Page 78 of 178
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2.9 PLANNING

The activity of assessing the need for, and strategizing the acquisition, use, and disposal of, the agency’s physical assets (facilities, land, equipment,
vehicles, supplies, hazardous materials, etc.) and intangible assets (copyrights, easements, water and timber rights, etc.).

DISPOSITION

RETENTION AND
NS“L:I'LI:;)I(!II;IZN) DESCRIPTION OF RECORDS DISPOSITION ACTION DESIGNATION
GS51-07-15 | Long-Range Asset Plans (Final Version) Retain until superseded ARCHIVAL
Rev. 1 Final version of the agency’s long-range strategic plan(s) for the management of its physical then (Appraisal Required)
and intangible assets. Transfer to Washington State NON-ESSENTIAL
Includes, but is not limited to: Archives for appraisal and OPR
e Capital facilities/improvement plans; selective retention.
e Comprehénsivesolid waste plans prepared in‘accordance with REW 70:95.080;
e Environmental and|conservation plans;
e Transportation‘plans (such/as comprehensive transportation plans appreved by the
legislativeibody in accerdance with RCW 35.77:010, Transportationlmprovement,Plans
(TIP) prepared in accordance with RCW 36.81.121, Annual Construction Program (ACP)
prepared in accordance with RCW 36.81.130, etc.).
Excludes:
e Plans retained as part of the records of the governing body and retained in accordance
with GS50-05A-13, Meetings — Governing/Executive;
e Plans held by the county engineer and covered by GS2012-031;
e Agency-wide strategic plans covered by GS2010-080;
¢ Project plans covered in the Construction section.
GS2012-043 | Short-Term/Routine Asset Plans Retain until no longer needed NON-ARCHIVAL
Rev. 0 Records relating to the routine, short-term planning and management of the agency’s for agency business NON-ESSENTIAL
physical and intangible assets, where not covered by a more specific records series. then OFM
Excludes project plans covered by records series in the Acquisition or Construction section. Destroy.
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Washington State Archives Local Government Common Records Retention Schedule (CORE)
Office of the Secretary of State Version 3.0 (November 2012)

2.10 REPORTING

The activity of providing information as required by regulating authorities. Also includes internal agency reporting and voluntary reporting. Excludes
published reports covered in the Forms and Publishing section.

DISPOSITION

RETENTION AND
AUTHORITY DESCRIPTION OF RECORDS DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS2012-044 | Reporting/Filing (Mandatory) — Assets Retain for 6 years after report ARCHIVAL
Rev.0 Records which are required to be filed with, or submitted to, an outside agency (including or document submitted (Appraisal Required)

the legislative authority) by federal, state or local law, or by court order/rule, which are then NON-ESSENTIAL
related to the agency’s assets, and which are not covered by a more specific records series. | Transfer to Washington State OPR
Includes, but is not limited to: Archives for appraisal and

o Reports/formsycertificates/lists; submission confirmation, correspondence, inquiries, etc:; selectivesretention:

¢ Relocation,assistance/real property acquisition and displacementactivities/reports
submitted to federal agencies in accordance with 49/CFR §24.9 and WAC 468-100-009;

e Bridge andhroad inspection/maintenance reports/plans requiredto,besubmitted.or filed
with a regulatory agency by federal and/or state statute.

Excludes records held by the county engineer and covered by GS2012-031.

MANAGEMENT
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2.11 SECURITY

The activity of protecting the local government agency’s assets against danger, loss or threat. Includes structures (buildings, schools, power plants, park
facilities, transit centers, etc.), infrastructure (roads, sidewalks, bridges, runways, helipads, water, sewer, drainage and lighting systems, etc.), equipment
(motor pool cards, transit vehicles, etc.), and information systems (IT software, networks, etc.).

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS LT, DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS2010-002 | Authorization — Employee Access Retain for 6 years after NON-ARCHIVAL
Rev. 1 Records documenting the authorization of employee (includes contractors and volunteers) | termination of user’s access ESSENTIAL
access to agency structures, infrastructure, equipment, supplies, electronic systems, or OPR

networks, applications, electronic and physical records/data.
Includes, but’is not limited to:
e Requests.and approvals for access and permissions;
e Assignment of security identification badges, building/cardikeys, access codes, etc.

Excludes “daylonly” autharizations (security tag clipped to jacket, etc.) issued to contractiand

temporary employees, which are covered by GS50-06B-20.

6 years after system or asset no
longeminmuse; whichever is
sooner

then
Destroy
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2.11 SECURITY
The activity of protecting the local government agency’s assets against danger, loss or threat. Includes structures (buildings, schools, power plants, park
facilities, transit centers, etc.), infrastructure (roads, sidewalks, bridges, runways, helipads, water, sewer, drainage and lighting systems, etc.), equipment
(motor pool cards, transit vehicles, etc.), and information systems (IT software, networks, etc.).

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS2010-008 | Security Incidents and Investigations Retain for 6 years after NON-ARCHIVAL
Rev. 1 Records documenting security incidents and investigations relating to agency structures, investigation completed or NON-ESSENTIAL
infrastructure, vehicles, equipment, supplies, electronic systems, networks, applications, matter resolved, whichever is OPR
electronic and physical records/data. later
Incident doglimentation may include, butis not limited to: then
e Intrusion.and event logs; surveillance recordings; photographic evidence; Destroy.

e Weapons confiseation logs; vandalism reports; voicemail messages;
e Staff/contracter/volunteer/visitor access/entry.logs, swipe card data,login records; etc:

Investigation documentation may include, but is not limited to:
e Witness (and other) statements;
¢ Reports (to law enforcement, agency management, regulating authority, etc.);
e Corrective action taken; decision not to proceed with investigation;
e Correspondence, notes, recorded information.

Excludes accidents/incidents involving injuries to individuals which are covered in the Risk
Management or Industrial Insurance sections.
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2.11 SECURITY
The activity of protecting the local government agency’s assets against danger, loss or threat. Includes structures (buildings, schools, power plants, park
facilities, transit centers, etc.), infrastructure (roads, sidewalks, bridges, runways, helipads, water, sewer, drainage and lighting systems, etc.), equipment
(motor pool cards, transit vehicles, etc.), and information systems (IT software, networks, etc.).

Tmmw DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS50-06B-20 | Security Monitoring — Employee and Public Access Retain for 3 years after date of NON-ARCHIVAL
Rev. 1 Records documenting employee (includes contractors and volunteers) and public access to | report or last log entry NON-ESSENTIAL
agency structures, infrastructure, equipment, supplies, electronic systems, networks, then OFM
applications, electronic and physical records/data. Destroy.
Includes, but’is not limited to:
e Staff and visitor access/entry logs, swipe card data, etc.;
¢ Information system login records (audit logs), etc.
Excludes surveillance recordings covered by GS50=06B=18/and routine security monitoring
covered by GS2010-009.
Note: If an incident occurs, records are covered by GS2010-008 or other relevant investigation
case file series.
GS2010-009 | Security Monitoring — Routine Retain until determined that no | NON-ARCHIVAL
Rev. 1 Records relating to the routine security monitoring of the agency’s buildings, resources, and | security incident has occurred, NON-ESSENTIAL

information systems (network/system/data).

Includes, but is not limited to:
e Intrusion and event logs, intrusion alarm reports, etc.
e Security patrol logs.
Excludes records covered by GS50-06B-20 and GS50-06B-18.
Note: If an incident occurs, records are covered by GS2010-008 or other relevant investigation
case file series.

then
Destroy.

OFM
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2.11 SECURITY
The activity of protecting the local government agency’s assets against danger, loss or threat. Includes structures (buildings, schools, power plants, park
facilities, transit centers, etc.), infrastructure (roads, sidewalks, bridges, runways, helipads, water, sewer, drainage and lighting systems, etc.), equipment
(motor pool cards, transit vehicles, etc.), and information systems (IT software, networks, etc.).

ng;m DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN] DISPOSITION ACTION
GS50-06B-18 | Security Monitoring — Oversight/Surveillance Recordings Retain for 30 days after last NON-ARCHIVAL
Rev. 1 Security recordings monitoring the agency’s infrastructure, buildings, vehicles, equipment, recording NON-ESSENTIAL
etc., where not covered by a more specific records series. or OFM
Includes, but is not limited to: until determined that no
e Audio/vistial recordings (digital'oranalog); securitysincidenthasioccurred,
« Data generated by navigational and/or tracking devices used to track and/or verify vehicle | Whichever is sooner,
routes, locations, or actions, such as Global Positioning System (GPS) tracking data, then
automaticwvehicle locator(AVL) data, etc. Destroy.
Excludes surveillance recordings covered in sector schedules.
Note: If an incident occurs, records are covered by GS2010-008 or other relevant investigation
case file series.
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2.12 USAGE AND OPERATIONS

The activity of the local government agency (staff, contractors and volunteers) using (or granting temporary authority to use) its assets (buildings,
vehicles, equipment, goods, materials, resources, etc.).

Tmﬂ;gy DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS2010-004 | IT Automated/Scheduled Tasks Retain until no longer needed NON-ARCHIVAL
Rev. 1 Records relating to scheduled, computer-driven tasks including, but not limited to: for agency business NON-ESSENTIAL
e Event logs; then OFM
e Run reports and requests; Destroy.
e Task schedules;
e Successfulscompletijon reparts.
GS2010-005 |IT Helpdesk Requests Retain.for 1 year after NON-ARCHIVAL
Rev. 1 Records relating ta'employee/(includes contractors and volunteers).requests for advice and | finalization of request NON-ESSENTIAL
assistance in‘using information technology systemsmand applications. then OFM
Note: Maintenance and repair of IT hardware is covered by DAN GS52012-039 or GS2012-040. Destroy.
GS50-06A-05 | IT Systems Usage Retain for 1 year after activity NON-ARCHIVAL
Rev. 2 Records relating to the usage of the agency’s information technology and communication then NON-ESSENTIAL
systems to ensure appropriate use. Destroy. OFM
Includes, but is not limited to:
e Internet activity logs (sites visited, downloads/uploads, video/audio streaming, etc.);
¢ Fax and telephone logs.
Note: The content of records created or received by employees (includes contractors and
volunteers) must be retained for the current approved minimum retention period(s).
GS50-06B-09 | Operating Manuals Retain until disposition of asset NON-ARCHIVAL
Rev. 1 Operating manuals, specifications, vendor statements, and other related documentation for then ESSENTIAL
assets owned, used or maintained by the agency where not covered by a more specific Destroy OFM
records series in CORE or sector schedules. or

Transfer to new owner.
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2.12 USAGE AND OPERATIONS

The activity of the local government agency (staff, contractors and volunteers) using (or granting temporary authority to use) its assets (buildings,
vehicles, equipment, goods, materials, resources, etc.).

AUTHORITY. DESCRIPTION OF RECORDS LI DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS2012-045 | Usage and Dispersal (Assets) Retain for 4 years after end of NON-ARCHIVAL
Rev. 0 Records relating to the dispersal and usage of the agency’s assets. Includes all assets owned, | fiscal year NON-ESSENTIAL
rented, leased and/or maintained by the agency. or OPR
Includes, but is not limited to: until completion of State
e Energy usage measurements; Auditor’s examination report,
e Facility, equipment/and vehicle usereguests, checkout logs,xental/uséschedules, whichevemisisooner:
statistical reports; then
e Fuel/oil usage and dispersal data; pump/tank audit reports;mileage data, etc.; Destroy.

e Materials'disbursement,stipplies drawn from,central stores, stores,reports, etes;
e Pit and quarry material control files.

Excludes services (public utilities, transit, housing, etc.) covered in sector schedules.

Excludes authorizations issued by the local government agency (permits, certificates, licenses,
etc.), which are covered in sector schedules.

Note: Contracts, agreements and permits authorizing the use of the agency’s assets are covered
in the Contracts and Agreements section.

MANAGEMENT




Washington State Archives
Office of the Secretary of State

Local Government Common Records Retention Schedule (CORE)

Version 3.0 (November 2012)

3. FINANCIAL MANAGEMENT

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

3.1 ACCOUNTING
The activity relating to the creation of financial records of agency business transactions and the preparation of statements concerning the assets,
liabilities, and performance of the local government agency.
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN] DISPOSITION ACTION
GS51-02-01 | ACCOUNTS PAYABLE CONTROL WORKSHEET 1 month NON-ARCHIVAL
Rev. 0 Lists invoice totals and taxes. Used to balance against computer generated warrant register. NON-ESSENTIAL
OFM
GS50-03B-10 | APPLICATION FOR'DUPLICATE INSTRUMENT, AFFIDAVIT, AND BOND 6 years NON-ARCHIVAL
Rev. 0 Authority to isstiexdduplicated checksorwarrantiinféase of lossior destruction. Notarized oath NON-ESSENTIAL
that originalwas lost or.destroyed and request for replacement. OPR
GS2012-046 | Billing Stubs Retain for 4 years after end of NON-ARCHIVAL
Rev. 0 Records accompanying payments submitted by customers to the agency noting the fiscal year NON-ESSENTIAL
amounts, methods, and/or details of the payments (billing stubs, remittance advices, or OFM
payment stubs, etc.). until completion of State
Note: Billing stubs bundled or filed with records requiring longer minimum retention periods Auditor's examination Report,
(such as GS2011-184 or GS2011-183) must be retained for the longer retention period(s). whichever is sooner
then
Destroy.
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3.1 ACCOUNTING

The activity relating to the creation of financial records of agency business transactions and the preparation of statements concerning the assets,
liabilities, and performance of the local government agency.

DISPOSITION

RETENTION AND
NSISIE!??SZN) DESCRIPTION OF RECORDS DISPOSITION ACTION DESIGNATION
GS2011-182 | Capital Asset Record Retain for 4 years after NON-ARCHIVAL
Rev. 0 Tracking record created by the local government agency for each of its capital assets as disposition of asset NON-ESSENTIAL
required by the Office of the State Auditor in accordance with RCW 43.09.200. or OPR
Includes information summarizing: dispositi'on of asset and .
¢ Acquisition (when & how purchased or constructed, purchase price); completion of State Auditor's
e Improvemiéents; examinationsreportpwhichever
e Depreciation; issooner
e Deductions; then
e Disposal(when'& how,disposed of, expenses;related to the sale, etc.) Destroy.
GS50-03B-06 | CHECK STUBS OR DUPLICATE COPIES 3 years NON-ARCHIVAL
Rev. 0 NON-ESSENTIAL
OFM
GS2012-047 | Collection Agency Reports Retain for 4 fiscal years NON-ARCHIVAL
Rev.0 Reports received from collection agencies itemizing collections activities performed on or NON-ESSENTIAL
behalf of the local government agency. completion of State Auditor's OFM
examination report, whichever
is sooner
then
Destroy.
GS50-03A-10 | DISTRIBUTION OF EXPENDITURES 3 years NON-ARCHIVAL
Rev. 0 NON-ESSENTIAL
OFM
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3.1 ACCOUNTING

The activity relating to the creation of financial records of agency business transactions and the preparation of statements concerning the assets,
liabilities, and performance of the local government agency.

DISPOSITION

AUTHORITY DESCRIPTION OF RECORDS Ll DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS50-03B-14 | Financial Disputes and Collections - General Retain for 6 years after matter NON-ARCHIVAL
Rev. 1 Records relating to the agency’s financial disputes and attempts to collect funds, where not | resolved NON-ESSENTIAL
related to real property ownership, and where civil litigation has not commenced. then OPR

Includes, but is not limited to: Destroy.
e Accounts receivable and payable;

e Checks/warrants returned due to' non=sufficient funds (NSF);

e Correspondence, notices, invoices/statements, account closure;
e Damage and loss claims (purchasing);

e Settlement.documentation.

Excludes hearing examiner case files covered by GS2011-173.
Excludes collections involving real property covered by GS55-05A-09.

Note: If litigation commences, these records become part of the litigation case file and are
covered by GS53-02-04.
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3.1 ACCOUNTING

The activity relating to the creation of financial records of agency business transactions and the preparation of statements concerning the assets,
liabilities, and performance of the local government agency.

ngggy DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN] DISPOSITION ACTION
GS2011-183 | Financial Transactions — Bond, Grant and Levy Projects Retain for 6 years after final NON-ARCHIVAL
Rev. 1 Records documenting all resources received and expended by the agency for bond-, levy-, bond payment NON-ESSENTIAL
and/or grant-funded projects. or OPR
Includes, but is not limited to: 6 years after completion of
e Cancelled (and voided) checks, credit card slips, project cost record, etc., for capital levy/grant project
assets constructed by the local government agency; or
e Contractsiand agreements (for non-capital assets only); includes hegotiations, compliance | t&fms of grant agreement,
monitoring, etcs whichever is later
e Documents,supporting.purchase/acquisition/eenstruction and dispesition/sales.prices; then
e Financial statements and reports (cash receipts transmittals, daily cash report/summary, | Destroy.
expenditure transactions, treasurer/finance officer reports, etc.);
e Grant/scholarship announcements, applications, evaluation summaries, award
notifications, etc., for funds awarded or received by the local government agency;
e Project cost/expenditure tracking record (staff time, etc.);
e Registers and journals for all funds and functions (including numerical listing of
checks/warrants/vouchers, etc.);
¢ Revenue bonds and coupons, registers, etc.;
e Trust indenture, loan agreement, etc.
Excludes:
e Contracts and agreements involving the agency’s capital assets which are covered by
GS55-05A-06 and GS2011-169;
e General and subsidiary ledgers covered by GS50-03A-15;
e Unsuccessful grant/scholarship applications covered by GS50-03C-07.
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3.1 ACCOUNTING

The activity relating to the creation of financial records of agency business transactions and the preparation of statements concerning the assets,
liabilities, and performance of the local government agency.

DISPOSITION

AUTHORITY DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS2011-184 | Financial Transactions — General Retain for 6 years after end of NON-ARCHIVAL
Rev. 1 Records documenting all resources received and expended by the agency provided that fiscal year NON-ESSENTIAL
receipts and expenditures are not for bond, grant or levy projects. then OPR
Includes, but is not limited to: Destroy.

e Purchase and sales (purchase/field orders, bills of sale, receipts, cash books, remittance
advices, youchers, fiscal purchasing/receiving documents, etc.);
e Billing statements; billing summaries (registers/ledgers); adjustments to accounts (error
corrections, ovekpayment refunds, consernvation rebates, etc.); delinquent accounts lists;
e Financial'statements.andseports (cash receipts,transmittals, dailyicashreport/summary;
expenditure transactions, treasurer/finance officer, etc.);
e Registers and journals (general and subsidiary) for all funds and functions;
e Check/warrant registers;
e Petty cash.
Excludes:
e Levy-, grant-, and bond-funded transactions covered by GS2011-183;
¢ Utility meter readings covered in the Utility Services Records Retention Schedule;
¢ General and subsidiary ledgers covered by GS50-03A-15;
e Contracts and agreements;
¢ Annual financial reports covered by GS50-03D-02.

3. FINANCIAL
MANAGEMENT

Page 91 of 178




Washington State Archives
Office of the Secretary of State

Local Government Common Records Retention Schedule (CORE)

Version 3.0 (November 2012)

3.1 ACCOUNTING
The activity relating to the creation of financial records of agency business transactions and the preparation of statements concerning the assets,
liabilities, and performance of the local government agency.
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS50-03A-15 | General and Subsidiary Ledgers Retain for 6 years after end of NON-ARCHIVAL
Rev. 1 General and subsidiary ledgers documenting the agency’s assets, liabilities, revenues, fiscal year ESSENTIAL
expenditures, gains and losses. or _ OPR
Note: If your agency has ledgers from the 1800’s, please contact Washington State Archives 6 years after final bond payment
before destroying. or )
6 yearsmaftercompletion of
levy/grant project
or
terms of grant agreemeént,
whichever is later
then
Destroy.
GS50-03C-07 | Grant/Scholarship Applications — Not Approved Retain for 1 year after NON-ARCHIVAL
Rev. 1 Records relating to unsuccessful grant and scholarship applications received or submitted by | notification of denial received or | NON-ESSENTIAL
the local government agency. Records may include applications, evaluations, denial sent OFM
notifications, etc. then
Destroy.
GS50-03B-09 | STATEMENTS OF BOND OR OTHER COLLATERAL SECURITY POSTED BY BANK (or other 3 years NON-ARCHIVAL
Rev.0 depository) NON-ESSENTIAL
OPR
GS50-03A-28 | TRIAL BALANCES 3 years NON-ARCHIVAL
Rev. 0 NON-ESSENTIAL

OFM
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3.1 ACCOUNTING
The activity relating to the creation of financial records of agency business transactions and the preparation of statements concerning the assets,
liabilities, and performance of the local government agency.
DISPOSITION
RETENTION AND
AUTHORITY DESCRIPTION OF RECORDS DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS55-05B-32 | UNCLAIMED PROPERTY RESEARCH/INVESTIGATIVE FILES — FUNDS HELD BY THE AGENCY 6 years after property claimed NON-ARCHIVAL
Rev. 0 Research and investigation records documenting unclaimed property retained by the agency NON-ESSENTIAL
until it is returned to its owner, including property returned to its owner prior to the OPR
completion of the abandonment period and property transferred to agency Gen Fund after
termination of the abandonment period. May include correspondence, registered mail
receipts, lastsknown address, copyroficheck andramountpete:
GS55-05B-33 | UNCLAIMED'PROPERTY RESEARCH/INVESTIGATIVE FILES — FUNDS REMITTED TO 6\years.after. property deemed NON-ARCHIVAL
Rev. 0 DEPARTMENT OF REVENUE abandoned and funds remitted NON-ESSENTIAL

Research and‘investigative'récords created to track attempts to contact individuals of unclaimed
property for funds remitted to the Dept of Rev. May include correspondence, register mail
receipts, last known address, copy of check and amount, etc.

to the DepartmentiofRevenue.

OPR
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3.2 AUDITING
The activity of verifying the accuracy of the local government agency’s financial accounts.
DISPOSITION
RETENTION AND
AUTHORITY DESCRIPTION OF RECORDS DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS50-03F-01 | AUDIT SUBJECT/REFERENCE FILES Destroy when obsolete or NON-ARCHIVAL
Rev. 0 Cumulative data on departments and audit issues. superseded NON-ESSENTIAL
OFM
GS50-03F-02 | FISCAL AND PERFORMANCE AUDIT REPORTS 6 years ARCHIVAL
Rev. 0 Final report of audit findings. (Appraisal Required)
NON-ESSENTIAL
OPR
GS50-03A-26 | STATE AUDITOR’S EXAMINATION REPORT Retain until no longer needed NON-ARCHIVAL
Rev. 1 Note: This record iSiretained permanently by the Office of the State Auditor iMlacderdance with its | fOf agency business NON-ESSENTIAL
records retention.schedule. then OFM
Destroy.
GS50-03F-03 | TECHNICAL REFERENCE MATERIALS — INTERNAL AUDIT Destroy when obsolete or NON-ARCHIVAL
Rev.0 Audit related publications and documents gathered for reference. superseded NON-ESSENTIAL
OFM
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3.3 AUTHORIZATION/CERTIFICATION

The activity of granting and/or receiving permission or approval in relation to financial management.

I?Alz?rflﬂ-lgllg\l(\l DESCRIPTION OF RECORDS ALl DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS50-03B-11 | DELEGATION OF AUTHORITY AND SIGNATURE RECORDS Destroy when superseded plus 6 | NON-ARCHIVAL
Rev. 0 Includes written delegation of authority to specific individuals to sigh documents and years. NON-ESSENTIAL
financial instruments, and to make decisions acting in lieu of a superior officer. Records will OPR
include samples of signatures.
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3.4 BANKING

The activity of transacting monetary exchanges with a financial institution.

DISPOSITION
AUTHORITY
NUMBER (DAN)

DESCRIPTION OF RECORDS

RETENTION AND
DISPOSITION ACTION

DESIGNATION

GS2011-185
Rev. 0

Banking — Accounts and Transactions

Includes, but is not limited to:
¢ Deposits and withdrawals (including Electronic Funds Transfers (EFT), International
Money Transfers (IMT), Automated Clearing House (ACH), etc.);
e Statements (bank, dividend, investment, etc.) and reconciliations;
¢ Records documenting the status of and adjustments to accounts;
e Stop payment reports/requests (and supporting documentation);
e Checks and warrants issued by the agency (if returned by bank).

Excludes:
e Master depository contracts covered by GS50-01-11.
¢ Cancelled and voided checks for capital assets constructed by the agency which are
covered by GS2011-183, Financial Transactions — Bond, Grant and Levy Projects.
e Deposited items covered by GS2011-186.

Records relating to the agency’s banking activities and documenting its banking transactions.

Retain for 6 years after end of
fiscal year

then
Destroy.

NON-ARCHIVAL
NON-ESSENTIAL
OPR

GS2011-186
Rev. 0

Banking — Deposited Items
Negotiable instruments received by the agency and deposited to the bank in a different
format.

Includes, but is not limited to:
e Original paper checks/warrants imaged using Remote Deposit Capture (RDC) or Imaged
Cash Letter (ICL), or returned by the bank after redemption;
e Images of checks/warrants created in lieu of depositing the original item (such as imaged
cash letter (ICL)).

Excludes checks returned to agency due to non-sufficient funds covered by GS50-03B-14.

Retain until deposit verified by
bank

then
Destroy.

NON-ARCHIVAL
NON-ESSENTIAL
OPR
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3.5 BUDGET
The activity of determining estimates of the local government agency’s future revenue and expenditures.
DISPOSITION
RETENTION AND
AUTHORITY DESCRIPTION OF RECORDS DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS50-03D-01 | ANNUAL ESTIMATE OF REVENUE AND EXPENDITURES 2 years NON-ARCHIVAL
Rev. 0 NON-ESSENTIAL
OFM
GS50-03D-03 | BUDGET DEVELOPMENT OR WORKING FILES Destroy when obsolete or NON-ARCHIVAL
Rev.0 Background information and draft documents compiled in the course of budget preparation. | superseded. NON-ESSENTIAL
OFM
GS50-03D-04 | BUDGET FORECASI REPORTS 1 year NON-ARCHIVAL
Rev. 0 NON-ESSENTIAL
OFM
GS50-03D-05 | BUDGET OFFIEER'S MONTHLY REPORT TO GOVERNING COUNCIL, COMMISSION;zOR:BOARDym|6 years NON-ARCHIVAL
Rev. 0 NON-ESSENTIAL
OPR
GS50-03D-06 | BUDGET STATUS REPORT 3 years or until completion of NON-ARCHIVAL
Rev. 0 Includes all types of periodic budget status reports compiled by all units of local government | State Auditor’s examination NON-ESSENTIAL
as per statute, charter, or agency policy. report OFM
GS50-03D-07 | DEPARTMENTAL BUDGET REQUESTS 2 years NON-ARCHIVAL
Rev. 0 NON-ESSENTIAL
OFM
GS50-03D-08 | FINAL BUDGET Clerk of governing council, ARCHIVAL
Rev.0 commission or board - (Appraisal Required)
PERMANENT NON-ESSENTIAL
OFM
GS50-03D-10 | PRELIMINARY BUDGETS 2 years NON-ARCHIVAL
Rev. 0 NON-ESSENTIAL
OFM
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3.6 PAYROLL
The activity relating to the monetary compensation of employees on a periodic basis.
DISPOSITION
RETENTION AND
AUTHORITY
O B DESCRIPTION OF RECORDS DISPOSITION ACTION DESIGNATION
GS50-03E-01 | AUTHORIZATION FOR PAYROLL DEDUCTIONS Termination of authorization NON-ARCHIVAL
Rev. 0 plus 6 years NON-ESSENTIAL
OPR
GS50-03E-02 | BENEFIT DETAIL REPORTS - PAYROLL 3 years NON-ARCHIVAL
Rev. 0 NON-ESSENTIAL
OFM
GS50-03E-05 | DIRECT PAYROLL'DEPQSIT AUTHORIZATION Until transferredto'cancellation | NON-ARCHIVAL
Rev. 0 file NON-ESSENTIAL
OFM
GS50-03E-06 | DIRECT PAYROLLDEPOSILAUTHORIZATION CANEELLATION 4'years NON-ARCHIVAL
Rev. 0 NON-ESSENTIAL
OFM
GS50-03E-07 | DIRECT PAYROLL DEPOSIT ENROLLEES DETAIL DATA 1 year NON-ARCHIVAL
Rev. 0 NON-ESSENTIAL
OFM
GS50-03E-08 | DIRECT PAYROLL DEPOSIT HASH SHEET 1 year NON-ARCHIVAL
Rev. 0 NON-ESSENTIAL
OFM
GS50-03E-09 | DIRECT PAYROLL DEPOSIT PRE-NOTE DATA 1 year NON-ARCHIVAL
Rev. 0 NON-ESSENTIAL
OFM
GS50-03E-10 | DIRECT PAYROLL DEPOSIT TRANSMITTAL LISTINGS 3 years NON-ARCHIVAL
Rev. 0 NON-ESSENTIAL
OFM
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3.6 PAYROLL
The activity relating to the monetary compensation of employees on a periodic basis.
DISPOSITION
RETENTION AND
AUTHORITY DESCRIPTION OF RECORDS DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS50-03E-15 | INDIVIDUAL EMPLOYEE PAY HISTORY If used for retirement NON-ARCHIVAL
Rev. 0 May be used for verification of eligibility for retirement benefits. verification - 60 years. If NOT ESSENTIAL
Note: Either the individual employee pay history or the payroll register must be kept for long- used for retirement verification OPR
term verification of retirement eligibility. - 3 years.
GS50-03A-17 | INTERNAL REVENUE SERVICE (IRS) FORMS 4 years NON-ARCHIVAL
Rev.0 1099 - INT 941 - Employer's Quarterly Return W-2 - Employer's Copies of Federal NON-ESSENTIAL
Withholding Tax Statement W-4 - Employees Withholding Exemptién Certificates W-9 - OFM
Request for Taxpayer ID Number and Certification
GS50-03E-16 | LABOR AND INDUSTRIES REPORT ON PAYROLL 3 years NON-ARCHIVAL
Rev. 0 NON-ESSENTIAL
OFM
GS50-03E-17 | LEAVE BUY-BACK ACCEPTANCE FORMS 6 years NON-ARCHIVAL
Rev. 0 NON-ESSENTIAL
OPR
GS50-03E-18 | LEAVE SHARING AUTHORIZATION 6 years NON-ARCHIVAL
Rev. 0 NON-ESSENTIAL
OPR
GS50-03E-19 | LISTINGS OF PAYROLL DEDUCTIONS 3 years or until completion of NON-ARCHIVAL
Rev. 0 Includes medical insurance. State Auditor’s examination NON-ESSENTIAL
report OFM
GS50-03E-20 | MEDICAL INSURANCE REPORTS - PAYROLL 3 years NON-ARCHIVAL
Rev. 0 NON-ESSENTIAL

OFM
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3.6 PAYROLL
The activity relating to the monetary compensation of employees on a periodic basis.
DISPOSITION
RETENTION AND
AUTHORITY DESCRIPTION OF RECORDS DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS50-03E-21 | OLD AGE SECURITY INSURANCE (OASI) REPORTS 3 years NON-ARCHIVAL
Rev. 0 NON-ESSENTIAL
OFM
GS50-03A-32 | PAYROLL OR EXPENSE CHECKS LOG/SHEET 3 years NON-ARCHIVAL
Rev. 0 Log or sheet that is signed by person picking up payroll or expense checks. NON-ESSENTIAL
OFM
GS50-03E-22 | PAYROLL REGISTER If used*forretirement NON-ARCHIVAL
Rev. 0 May be usedifor verification of eligibility for retirement benefits. verification - 60 years. ESSENTIAL
Note: Eitherthe individual employee pay history or the payroll registermust be kept for long- IfNOT used for retirement OPR
term verificationsof retirement eligibility. verification,s,3 years:
GS50-03A-33 | PERSONNEL FUND MONITORING REPORTS 6 years NON-ARCHIVAL
Rev.0 Reports document financial transactions on state-monitored personnel funds including NON-ESSENTIAL
Health Care, Industrial Insurance, Unemployment, Special Employment and Group Term Life. OPR
Reports document that the fund is being monitored and used accordingly, and are required
by the State of Washington.
GS50-03E-23 | RECORDS OF ATTACHMENTS OR GARNISHMENTS OF SALARIES OR WAGES Satisfaction plus 6 years NON-ARCHIVAL
Rev. 0 NON-ESSENTIAL
OPR
GS50-04A-07 | SALARY SCHEDULE - EMPLOYEE Destroy when superseded plus 6 ARCHIVAL
Rev.0 years (Appraisal Required)
NON-ESSENTIAL
OFM
GS50-03E-29 | STATE DEPARTMENT OF RETIREMENT SYSTEMS APPLICATIONS AND REPORTS 3 years NON-ARCHIVAL
Rev. 0 NON-ESSENTIAL

OFM
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3.6 PAYROLL

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

I?L\Ifl?rzi:TRllg\'(\l DESCRIPTION OF RECORDS S L ) DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS50-03E-24 | STATE EMPLOYEES RETIREMENT TRANSMITTAL 3 years NON-ARCHIVAL
Rev. 0 NON-ESSENTIAL
OFM
GS50-03E-25 | SUPPORTING DOCUMENTS AND REPORTS — PAYROLL Retain for 4 years after end of NON-ARCHIVAL
Rev. 1 Documentation of status of and adjustments to payroll accounts. fiscal year NON-ESSENTIAL
or OFM
until completionofState
Auditor’s examination report,
whichever is sooner
then
Destroy.
GS50-03E-04 | TIME CARDS/TIME SHEETS If used for retirement NON-ARCHIVAL
Rev.0 Daily, weekly, or monthly time accumulation reports. May be used as retirement verification - 60 years. If NOT ESSENTIAL
verification. used for retirement verification OPR

Note: Retain for 60 years if employee pay histories or payroll registers are not used for
retirement verification.

- 4 years. Time records subject
to federal audit should be
retained per federal
requirements.
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3.7 PLANNING

The activity relating to planning financial strategies and processes in regard to revenues and expenditures. Includes benrd levy and bond planning.

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS2012-048 | Impact Fees - Rate Setting Retain for 6 years after rates NON-ARCHIVAL
Rev.0 Records relating to setting impact fee rates for the collection of taxes by regulatory superseded NON-ESSENTIAL
authorities. Includes inquiries, notifications, etc. then OPR
Includes, but is not limited to, fees calculated for collection pursuant to: Destroy.

e RCW 36.73.120, Transportation improvements;
e RCW 39.92.050, Transportation Impact Fee;
e RCW 82.02.050; Impact fees — Intent=Limitations;

e RCW 36.70A:350, Growth Management Act;
e RCW 43:21C.060, State Environmental Policy Act;
e RCW 58.17::40(2)(b), State Subdivision Act.

Excludes approvals by governing bodies, and capital facilities plans covered elsewhere in CORE.

GS2011-187 | Internal Service Fund — Rate Setting Retain for 4 years after rates NON-ARCHIVAL
Rev.0 Records relating to setting rates for goods and services provided by the local government superseded NON-ESSENTIAL
agency to itself on a cost-reimbursement basis through an internal service fund. May then OPR

include motor pools, information technology, purchasing, central stores, duplicating/printing | Destroy.
services, etc.

Includes, but is not limited to:
e Cost-allocation basis;
e Actual costs separated from estimated costs.
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3.7 PLANNING
The activity relating to planning financial strategies and processes in regard to revenues and expenditures. Includes benrd levy and bond planning.
?Alfl"’l‘?lﬂzll?y DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS53-02-06 | Levy and Bond Planning — Successful Retain for 6 years after final ARCHIVAL
Rev. 1 Records relating to the financial planning of successful capital improvement and/or bond payment or completion of | (Appraisal Required)
operations & maintenance levy and bond proposals. Includes Local Improvement District levy project NON-ESSENTIAL
(LID) and Road Improvement District (RID) bond projects. then OPR
Includes, but is not limited to: Transfer to Washington State
e Preliminary studies, proposals, prospectuses, budget requests, decision packages, etc.; Archives for appraisal and
e Legal opinionsjiauthorizations and certificates forissuance;cancellation and exchange selectivesretention:
records; bend counsel opinions; other/legal documents;
¢ Communications and documentation related to the issuance of bonds to finance any
capital orother project.
Excludes:
¢ Receipt and expenditure of levy and bond funds covered by GS2011-183, Financial
Transactions — Bond, Grant and Levy Projects;
e Long-range facilities plans covered by GS51-07-15;
e Asset-specific records covered in the Acquisition/Ownership and Construction sections
(for LID and RID projects, etc.).
¢ Design and construction records for LID and RID projects covered by GS2012-031, GS55-
05A-06, GS50-18-10, or sector schedules.
GS2011-188 | Levy and Bond Planning — Unsuccessful Retain for 6 years after levy NON-ARCHIVAL
Rev. 1 Records relating to the financial planning of unsuccessful capital improvement and/or failure or decision to not NON-ESSENTIAL

operations & maintenance levy and bond proposals. Includes Local Improvement District
(LID) and Road Improvement District (RID) bond projects.
Includes, but is not limited to:
e Preliminary studies, proposals, prospectuses, budget requests, decision packages,
communications, legal opinions, etc.

proceed
then
Destroy.

OPR
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3.8 PURCHASING
The activity of acquiring goods and services to accomplish the goals of the agency. May include development and review of product specifications, receipt
and processing of requisitions, bids and proposals (advertising, evaluating and awarding), and inspections of goods received.
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DI::(-I)-EII\"I'E)CI)\INAACNI':)ON DESIGNATION
NUMBER (DAN)
GS50-08A-01 | Bids and Proposals — Successful Retain for 6 years after NON-ARCHIVAL
Rev. 1 Records documenting bids and proposals made by other parties to provide the agency with | completion of purchase or NON-ESSENTIAL
goods, services, revenue, or other benefits which are accepted by the agency. fulfillment of contract OPR
Includes, but is not limited to: then
e Request for proposal or bid (RFP), request for qualifications/quotations (RFQQ), Destroy.
specifications,etc.;
¢ Notices (filed with county clerk, newspaper, etc.);
e Bid proposals, evaluation documents, statements of qualification, applications, etc.
Excludes contracts and agreements covered in'theiContracts/Agreementsisection.
Excludes unsuccessful bid proposals covered by GS50-08A-11.
GS50-08A-11 | Bids and Proposals — Unsuccessful Retain for 4 years after end of NON-ARCHIVAL
Rev. 1 Records documenting bids and proposals to provide the agency with goods, services, fiscal year NON-ESSENTIAL
revenue, or other benefits, which are not accepted by the agency. Includes bid proposals, then OPR
evaluation documents, statements of qualification, applications (rental/lease), etc. Destroy.
If agency decides not to proceed with purchase or agreement, records also include:
e Request for proposal or bid (RFP), request for qualifications/quotations (RFQQ),
specifications, etc.;
¢ Notices (filed with county clerk, newspaper, etc.).
Excludes successful bids and proposals covered by GS50-08A-01.
Excludes executed contracts and agreements covered in the Contracts/Agreements section.
GS50-08A-02 | CONSULTANT AND CONTRACTOR ROSTERS Destroy when superseded plus 6 | NON-ARCHIVAL
Rev. 0 years NON-ESSENTIAL

OFM
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3.8 PURCHASING

The activity of acquiring goods and services to accomplish the goals of the agency. May include development and review of product specifications, receipt
and processing of requisitions, bids and proposals (advertising, evaluating and awarding), and inspections of goods received.

DISPOSITION
RETENTION AND
AUTHORITY DESCRIPTION OF RECORDS DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS50-08A-05 | DELIVERY RECEIPT-INTERNAL PURCHASING 3 years NON-ARCHIVAL
Rev. 0 NON-ESSENTIAL
OFM
GS50-08A-14 | EMERGENCY PURCHASE AUTHORIZATION AND EXCEPTION REQUEST Date approved plus 3 years NON-ARCHIVAL
Rev.0 Request for an exception of the purchasing process when a department exceeds the dollar NON-ESSENTIAL
limit when puréhasingian iteml Files'documéntitherapprovalfauthorization forremergendy OFM
purchases Under an amount set by the agency. Includes correspondence, copy| of invoice,
log of requests, ete.
GS50-06E-21 | EQUIPMENT/VEHICLE PARTS'ORDERS 3 years NON-ARCHIVAL
Rev. 0 NON-ESSENTIAL
OFM
GS50-08B-05 | MATERIALS ORDERS/REQUISITIONS 3 years NON-ARCHIVAL
Rev. 0 NON-ESSENTIAL
OFM
GS50-08B-06 | MATERIALS RECEIPTS 3 years NON-ARCHIVAL
Rev. 0 NON-ESSENTIAL
OFM
GS50-08B-07 | MATERIALS RECEIVING AND DISBURSEMENT REPORTS 3 years NON-ARCHIVAL
Rev. 0 NON-ESSENTIAL
OFM
GS50-08B-08 | PACKING SLIPS Until confirmation of materials NON-ARCHIVAL
Rev. 0 received NON-ESSENTIAL
OFM
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3.8 PURCHASING

The activity of acquiring goods and services to accomplish the goals of the agency. May include development and review of product specifications, receipt
and processing of requisitions, bids and proposals (advertising, evaluating and awarding), and inspections of goods received.

DISPOSITION
RETENTION AND
AUTHORITY DESCRIPTION OF RECORDS DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS50-08A-06 | PRICE CHECKS AND INFORMAL QUOTATIONS Destroy when obsolete or NON-ARCHIVAL
Rev. 0 superseded NON-ESSENTIAL
OFM
GS50-08A-07 | PURCHASE ORDER, REQUISITION AND BID LOGS LISTING 3 years NON-ARCHIVAL
Rev.0 Listing of purchase order, requisitions and/or bids in numerical order, including date, item, NON-ESSENTIAL
amount, depaftment, @nd vendor? OFM
GS50-08A-09 | RECEIVING REPORTS 6years NON-ARCHIVAL
Rev. 0 Listing of items actually delivered to purchaser used to make'sure that the shipment is NON-ESSENTIAL
correct and complete. OPR
GS50-08A-10 | REQUISITIONS 6 years NON-ARCHIVAL
Rev.0 Official statement documenting the purchase of commodities, goods, or services subject to NON-ESSENTIAL
bid. OPR
GS50-08A-12 | WITHDRAWAL/CANCELLATION/ CHANGE OF PURCHASE ORDERS 6 years NON-ARCHIVAL
Rev. 0 NON-ESSENTIAL
OPR
GS50-08A-13 | WOMEN AND MINORITY OWNED BUSINESS ENTERPRISE (WMBE) VENDOR COMPLIANCE 6 years NON-ARCHIVAL
Rev. 0 REPORTS NON-ESSENTIAL

OPR
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3.9 REPORTING

The activity of providing financial information as required by regulating authorities.

I?L\Ifll"rzi:TRllg\ll\l DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS50-03D-02 | Annual Financial Report of Chief Fiscal Officer to Commissioners/Council Retain until obsolete or ARCHIVAL
Rev. 1 Annual financial report compiled by the local government agency and submitted to its superseded (Appraisal Required)
governing body in accordance with statute, charter, and/or agency policy. then NON-ESSENTIAL
Transfer to Washington State OPR
Archives for appraisal and
selective retention.
GS50-03C-01 | Continuing Grants— Annual Financial Status Reports Retain for 4 years after NON-ARCHIVAL
Rev. 1 Annual repott,submitted for continuing grants.containing summaries;and breakdowns of submission.of report NON-ESSENTIAL
expenditures for the past year. or OPR
Excludes non-continuing grant reports covered by GS50-03C-02. for periodirequiredsby’grant/
program, whichever is later
then
Destroy.
GS50-03C-02 | Bond, Grant and Levy Project Reports Retain for 4 years after ARCHIVAL
Rev. 1 Reports relating to bond, grant (non-continuing) and levy projects. submission of final report (Appraisal Required)

Includes, but is not limited to:
e Progress statements;
e Expenditure of funds;
e Periodic, annual, special, and final reports.

Excludes continuing grant reports covered by GS50-03C-01.

or

for period required by grant/

program, whichever is later
then

Transfer to Washington State

Archives for appraisal and

selective retention.

NON-ESSENTIAL
OPR
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3.9 REPORTING

The activity of providing financial information as required by regulating authorities.

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS2011-189 | Reporting/Filing (Mandatory) — Financial Management Retain for 4 years after ARCHIVAL
Rev. 1 Records relating to financial management and submitted to regulatory agencies as required | submitted to regulatory agency | (Appraisal Required)
by federal, state or local law, where not covered by a more specific records series. Includes then NON";SSENT'AL
reports, confirmation of submission, correspondence, inquiries, etc. Transfer to Washington State
Includes, but is not limited to: Archi\{es for appraisal and
e Report of known or suspected loss of public funds or assets or other illegal activity filed selective retention.
with the Officejof the State Auditoriniaccordance with RCW:43.09.185!
GS55-05B-31 | UNCLAIMED'PRORERTY REPORT — FILEDAVITH:DEPARTMENT-OF REVENUE 6 yearsmaftemreport filed NON-ARCHIVAL
Rev. 0 Report filediwith the Department of Revenue that identifies unclaimed property for agency. NON-ESSENTIAL
Note: Referent@RCW 63.98°170. OPR
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3.10 TAXES
The activity of paying or collecting taxes.
DISPOSITION
RETENTION AND
AUTHORITY DESCRIPTION OF RECORDS DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS50-12D-01 | BUSINESS AND OCCUPATION TAX ACCOUNT LEDGERS 6 years NON-ARCHIVAL
Rev. 0 NON-ESSENTIAL
OPR
GS50-12D-02 | BUSINESS AND OCCUPATION TAX COMPUTATIONS AND LISTINGS 3 years NON-ARCHIVAL
Rev. 0 NON-ESSENTIAL
OFM
GS50-12D-03 | BUSINESS AND OCCUPATION TAX/DEBITPAND CREDIT NOTICES 3,yeals NON-ARCHIVAL
Rev. 0 NON-ESSENTIAL
OFM
GS50-12D-05 | BUSINESS ANR,OCCUPATION TAX TRANSMITTALS 3'years NON-ARCHIVAL
Rev.0 Documentation of transmittal of tax revenue to finance officer. NON-ESSENTIAL
OFM
GS50-12D-07 | LOCAL IMPROVEMENT DISTRICT ASSESSMENT ROLLS AND LEDGERS Final payment plus 6 years NON-ARCHIVAL
Rev. 0 NON-ESSENTIAL
OPR
GS50-12D-08 | LOCAL IMPROVEMENT DISTRICT TAX STATEMENTS AND RECEIPTS Final payment plus 6 years NON-ARCHIVAL
Rev. 0 NON-ESSENTIAL
OPR
GS50-12D-04 | STATE AND LOCAL TAX RETURNS Filing plus 5 years NON-ARCHIVAL
Rev. 0 Returns and reports submitted for taxes paid to state and/or local government agencies. NON-ESSENTIAL
Includes but is not limited to: Sales Tax, Use Tax, Regional Transit Authority Tax, Food and OPR
Beverage Tax, Litter Tax, Lodging Tax, State Public Utility Tax, Tobacco Products Tax,
Petroleum and Hazardous Substances Tax, Solid Fuel Burning Device Tax, Syrup Tax, and
Enhanced 911 Tax.
Note: Reference RCW 82.32.070 and Department of Revenue Advisory No. 3131.2009.
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4. HUMAN RESOURCE MANAGEMENT

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

4.1 AUTHORIZATION/CERTIFICATION

The activity of agency employees (includes contractors and volunteers) receiving authorization/approval, or fulfilling certification requirements, as

required by regulating authorities for purposes relating to employee job activities. Excludes the granting of approval by local government agencies acting
in a regulatory capacity, which is covered in sector schedules.

Tfﬁrﬁgggy DESCRIPTION OF RECORDS A DESIGNATION
NUMBER (DAN] DISPOSITION ACTION
GS2011-190 | Authorizations/Certifications — Human Resources (General) Retain for 6 years after NON-ARCHIVAL
Rev. 1 Records relating to licenses, permits, accreditations, certifications and.other authorizations__| autharization/certification NON-ESSENTIAL
acquired by local government agency employees in certain positions (includes contractors superseded or terminated OPR
and volunteers)ithat are either requireddby or received fromprégulatingrauthoritiesi(such as then
local, statefor federal agencies and/or court order/rule), where.noticovered by a more Destroy.

specific records series. Includes applications/confirmations, correspondence, reports,
violations/corrections, etc.
Includes, but is not limited to:
e Appointed (assigned) counsel certification of compliance pursuant to Washington State
Supreme Court Order #25700-A-1004;
e Board of Pharmacy registration (animal control agencies) pursuant to RCW 69.50.310;
e Drivers’ licenses (individual or commercial);
e Emergency Medical Technician (EMT) certification or recertification.
Excludes health care provider licenses covered by GS2011-191.
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4.1 AUTHORIZATION/CERTIFICATION
The activity of agency employees (includes contractors and volunteers) receiving authorization/approval, or fulfilling certification requirements, as
required by regulating authorities for purposes relating to employee job activities. Excludes the granting of approval by local government agencies acting
in a regulatory capacity, which is covered in sector schedules.

DISPOSITION

RETENTION AND
AUTHORITY DESCRIPTION OF RECORDS DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS50-19-09 | Authorizations/Certifications — Human Resources (Hazardous Materials Handling) Retain for 50 years after NON-ARCHIVAL
Rev. 1 Records relating to licenses, permits, accreditations, certifications and other authorizations | authorization/certification ESSENTIAL
acquired by local government agency employees in certain positions (includes contractors superseded or terminated OPR
and volunteers) that relate to the handling of hazardous materials and are either required then
by or receivedifrom regulatingrauthorities (localystate orfederal agencies,and/orcourts): Destroy:
Includes trained personnel lists.
Note: Thereissnodimitation.of action on the agency’siliability for the exposuré of individuals to
hazardous materials.
GS2011-191 | Authorizations/Certifications — Human Resources (Health Care Providers Licensed by Retain for 8 years after NON-ARCHIVAL
Rev. 1 Washington State) authorization superseded or NON-ESSENTIAL

Records relating to mandatory licenses received from Washington State Departments of
Health or Licensing by local government agency employees (includes contractors and
volunteers) for the provision of health care or related services. Includes physicians, nurses,
psychologists, physical therapists, physician’s assistants, and all other health care providers
licensed by Washington State.

Note: See RCW 4.16.350.

terminated
then
Destroy.

OPR
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4.2 BENEFITS

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

DISPOSITION
RETENTION AND
AUTHORITY
O P DESCRIPTION OF RECORDS DISPOSITION ACTION DESIGNATION
GS50-04D-01 | BENEFITS STUDIES AND SURVEYS Destroy when obsolete or NON-ARCHIVAL
Rev. 0 superseded NON-ESSENTIAL
OFM
GS59-01-02 | COMMUTE TRIP REDUCTION PARTICIPANT FILES 3 years NON-ARCHIVAL
Rev.0 Includes bonus voucher certification forms, registration forms, incentives and parking NON-ESSENTIAL
tracking files for compliance with Commute Trip Reduction Administration. OFM
GS59-01-03 | COMMUTE/TRIP REDUCTION PROGRAM ADMINISTRATIVE FILES 2\wears NON-ARCHIVAL
Rev. 0 Program admiinistration documentation. NON-ESSENTIAL
OFM
GS50-03E-03 | CONSOLIDATED"OMNIBUS'BUDGET RECONCILIATION ACT (COBRA) EXTENSION'NOTICE AND™'6 years NON-ARCHIVAL
Rev. 0 ELECTION FORMS NON-ESSENTIAL
Document extension of health care benefit coverage upon termination of employment or OPR
other qualifying event.
GS50-04B-02 | CUMULATIVE LEAVE RECORD 3 years NON-ARCHIVAL
Rev. 0 NON-ESSENTIAL
OFM
GS50-03E-11 | DISABILITY, HEALTH AND WELFARE CLAIMS - EMPLOYEE Settlement plus 6 years NON-ARCHIVAL
Rev. 0 NON-ESSENTIAL
OPR
GS50-04B-28 | EMPLOYEE ASSISTANCE PROGRAM SUPERVISOR'S REFERRAL DOCUMENTATION Termination of employment NON-ARCHIVAL
Rev.0 Documentation of referrals and completion of treatment by employees referred to the plus 6 years NON-ESSENTIAL
Employee Assistance Program by their supervisors to resolve work-related problems. OPR
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4.2 BENEFITS
The activity of compensating employees via means other than salaries and wages.
DISPOSITION
RETENTION AND
AUTHORITY DESCRIPTION OF RECORDS DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS50-04A-06 | EMPLOYEE ASSISTANCE PROGRAM CASE FILES 8 years after last treatment or NON-ARCHIVAL
Rev. 0 Confidential personal records of the diagnosis of disabling personal problems and session NON-ESSENTIAL
recommended professional treatment or problem solving plan together with a history of OPR
implementation of the plan.
Note: Reference RCW 4.16.350 (3).
GS50-04B-19 | EMPLOYEE ASSISTANCE PROGRAM FILES 4 years NON-ARCHIVAL
Rev. 0 Quarterly réports, contracts, RFPs. NON-ESSENTIAL
OFM
GS50-04D-02 | EMPLOYEEWBENEFIT CONTRACTS/POLICIES/PLANS Until superseded or coverage NON-ARCHIVAL
Rev. 0 Includes insurafice, deferréd compensation, health care, etc. lapses plus6years ESSENTIAL
OPR
GS50-04D-03 | EMPLOYEE BENEFIT PARTICIPATION/ENROLLMENT AGREEMENTS AND WITHDRAWALS Termination or withdrawal plus NON-ARCHIVAL
Rev.0 6 years ESSENTIAL
OPR
GS50-04B-40 | EMPLOYEE RETIREMENT BENEFIT HISTORY FILES — FOR AGENCIES OPERATING THEIR OWN Termination of retirement NON-ARCHIVAL
Rev. 0 PENSION SYSTEMS benefit eligibility plus 6 years NON-ESSENTIAL
Documentation used to track status and changes in individual employee retirement benefits. OPR
GS50-04B-41 | EMPLOYEE RETIREMENT BENEFIT HISTORY FILES FOR EMPLOYEES THAT HAVE WITHDRAWN | Withdrawal plus 60 years NON-ARCHIVAL
Rev. 0 FROM THE SYSTEM — FOR AGENCIES OPERATING THEIR OWN PENSION SYSTEMS NON-ESSENTIAL

Documentation used to track status and changes in individual employee retirement benefits
for employees that have withdrawn from agency's pension system, but retain rights to re-
vest.

OPR
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4.2 BENEFITS

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

DISPOSITION
RETENTION AND
AUTHORITY DESCRIPTION OF RECORDS DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS50-04B-42 | EMPLOYEE RETIREMENT BENEFIT VERIFICATION FILES - AGENCIES OPERATING THEIR OWN Termination of retirement NON-ARCHIVAL
Rev. 0 PENSION SYSTEMS benefit eligibility plus 6 years NON-ESSENTIAL
Documentation of appropriate dispersal of employee retirement benefits. OPR
GS50-04B-43 | EMPLOYEE RETIREMENT BENEFIT VERIFICATION FILES FOR EMPLOYEES THAT HAVE Withdrawal plus 60 years NON-ARCHIVAL
Rev. 0 WITHDRAWN FROM THE SYSTEM - FOR AGENCIES OPERATING THEIR OWN PENSION NON-ESSENTIAL
SYSTEMS OPR
Documentation ofappropriate dispersalof employee retirement benefits for employees|that
have withdrawn.from the agency's pension system, but retaindightsite,re-vest.
GS50-04D-06 | LISTING ORPARTICIPANTS COVERED BY AGENCY HEALTH INSURANCE PROVIDERS — 3 years NON-ARCHIVAL
Rev. 0 EMPLOYEE BENEFITS NON-ESSENTIAL
Report submitted monthly to the agency by the provider. OFM
GS50-06C-19 | MONTHLY STATEMENT OF BENEFITS PAID 6 years NON-ARCHIVAL
Rev. 0 NON-ESSENTIAL
OPR
GS50-04D-04 | MONTHLY STATEMENT OF EMPLOYEE BENEFITS PAID 6 years NON-ARCHIVAL
Rev. 0 NON-ESSENTIAL
OPR
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4.2 BENEFITS
The activity of compensating employees via means other than salaries and wages.
DISPOSITION
RETENTION AND
AUTHORITY DESCRIPTION OF RECORDS DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS50-04B-09 | REQUESTS FOR LEAVE/OVERTIME Retain for 4 years after end of NON-ARCHIVAL
Rev. 1 fiscal year NON-ESSENTIAL
or OPR
until completion of State
Auditor’s examination report,
whichever is sooner
then
Destroy.
GS50-04B-36 | RETIREMENT INVESTMENT PORTEOLIOS - AGENCIES OPERATING THEIR OWN PENSION Closeout of agreement,/contract | NON-ARCHIVAL
Rev. 0 SYSTEMS or account plus 6 years NON-ESSENTIAL
Documentation of all agency retirement system investment contracts, agreements and OPR
accounts, including domestic and international equities, domestic fixed income, real estate,
venture and cash equivalents. May also include broker and partnership agreements,
performance reports, correspondence, asset review and additional investment information.
GS50-04D-05 | UNEMPLOYMENT INSURANCE CLAIMS OF INDIVIDUAL EMPLOYEES 6 years NON-ARCHIVAL
Rev. 0 NON-ESSENTIAL
OPR
GS59-01-04 | YEARLY SURVEY/QUESTIONNAIRE OF EMPLOYEES COMMUTE TRIP REDUCTION 3 years NON-ARCHIVAL
Rev. 0 NON-ESSENTIAL
OFM
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4.3 EQUITY
The activity of ensuring fairness and equal opportunities for all employees.
DISPOSITION
RETENTION AND
AUTHORITY DESCRIPTION OF RECORDS DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS50-04C-02 | AFFIRMATIVE ACTION FORECASTS 2 years NON-ARCHIVAL
Rev. 0 NON-ESSENTIAL
OFM
GS50-04C-03 | AFFIRMATIVE ACTION PLANS Keep until superseded plus 6 ARCHIVAL
Rev. 0 years (Appraisal Required)
ESSENTIAL
OPR
GS50-01-54 | AFFIRMATIVE ACTION|STUDIES AND REPORTS 5\years ARCHIVAL

Rev. 0

(Appraisal Required)
NON-ESSENTIAL
OFM
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4.4 INDUSTRIAL INSURANCE
The activity relating to the coverage of medical expenses and salary compensation for work related injuries and illnesses.
DISPOSITION
RETENTION AND
AUTHORITY DESCRIPTION OF RECORDS DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS50-06C-24 | CLAIMS COSTS REPORTS OR STATEMENTS 4 years NON-ARCHIVAL
Rev. 0 Compilation of costs of processing claims against self-insured liabilities. NON-ESSENTIAL
OFM
GS50-06C-06 | Employer’s Quarterly Report for Industrial Insurance (Workers’ Compensation) Retain for 3 years after date of NON-ARCHIVAL
Rev.1 Note: Department of Labor and Industries (L&I) retains one copy for 6 years in accordance with report NON-ESSENTIAL
L&I’s records retention schedule. then OFM
Destroy:
GS50-06C-01 | INDUSTRIALINSURANCE CLAIM LOG 3lyears NON-ARCHIVAL
Rev. 0 NON-ESSENTIAL
OFM
GS2010-082 | Law Enforcement Officers and Fire Fighters (LEOFF 1) Injury/Disability Claims Retain for 6 years after death of | NON-ARCHIVAL
Rev.0 Records relating to injury and disability claims filed by law enforcement officers and fire individual NON-ESSENTIAL

fighters who are members of the Washington State Law Enforcement Officers’ and Fire
Fighters’ Retirement System (LEOFF) Plan 1, in accordance with chapter 41.26 RCW.

Includes, but is not limited to:
¢ Medical, dental, vision, long-term care records;
e Claim and insurance payment information.
Excludes Local Disability Board records, which are covered by GS50-05A-13.

Note: LEOFF Plan 2 injury/disability claims are covered by GS50-06C-02, GS2010-084, GS50-06C-
27, or GS50-06C-31.

then
Destroy.

OPR
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4.4 INDUSTRIAL INSURANCE
The activity relating to the coverage of medical expenses and salary compensation for work related injuries and illnesses.
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS50-06C-05 | Self-Insured Employer Certification Retain for 2 years after NON-ARCHIVAL
Rev.1 Note: Department of Labor and Industries (L&I) retains one copy for 6 years after termination of | certification withdrawn or NON-ESSENTIAL
certification in accordance with L&I’s records retention schedule. surrendered OFM
then
Destroy.
GS2010-083 | Volunteer Fire Fighters’ and Reserve Officers’ Relief Claims Retain for 6 years after claim NON-ARCHIVAL
Rev. 0 Records relating to,injury and disability relief claims filed by volunteer firexfighters and closed NON-ESSENTIAL
reserve officers.in accordance with chapter 41.24 RCW | then OPR
Note: Claims filed with the State Board for Volunteer FirefightersiandReserve Officers (SBVFRO) | Destray.
are retained pérmanentlyiniaccordance with the'SBVFRO’s records retention schedule;
GS2010-084 | Workers’ Compensation Claims (Department of Labor and Industries) — Eye Injuries Retain for 10 years after claim NON-ARCHIVAL
Rev. 0 Records relating to workers’ compensation claims for injuries to eyes filed by employees closed NON-ESSENTIAL

(and volunteers) of agencies insured by the Department of Labor & Industries (L&I) in
accordance with Title 51 RCW and Title 296 WAC. Includes, but is not limited to, Reports of
Industrial Injury.

Note: L&I retains compensable claims for 75 years and non-compensable claims for 40 years in
accordance with its records retention schedule.

then
Destroy.

OPR
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4.4 INDUSTRIAL INSURANCE
The activity relating to the coverage of medical expenses and salary compensation for work related injuries and illnesses.
I?L\Ifl?rﬂi:Tkllg\ll\l DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS50-06C-02 | Workers’ Compensation Claims (Department of Labor and Industries) — General Retain for 7 years after claim NON-ARCHIVAL
Rev. 1 Records relating to workers’ compensation claims filed by employees (and volunteers) of closed NON-ESSENTIAL
agencies insured by the Department of Labor & Industries (L&I) in accordance with Title 51 then OPR
RCW and Title 296 WAC. Includes, but is not limited to, Reports of Industrial Injury or Destroy.
Occupational Disease.
Excludes claims for eye injuries covered by GS2010-084.
Note: L&I retains cempensable claims for 75 years and non-compensable claims for 40 years|in
accordance with.its records retention schedule!
GS50-06C-27 | Workers’ Compensation Claims (Self-Insured) — Compensable Retain for 75 years after claim NON-ARCHIVAL
Rev. 1 Records relating to compensable workers’ compensation claims filed by employees (and closed NON-ESSENTIAL
volunteers) of self-insured agencies in accordance with Title 51 RCW and Title 296 WAC. then OPR
Includes, but is not limited to, Self-Insurance Report of Occupational Injury or Disease. Destroy.
Note: All files of defaulting self-insured employers shall be transferred to and will be retained by
Department of Labor and Industries (L&I) for 75 years after claim closed in accordance with L&I’s
records retention schedule.
GS50-06C-31 | Workers’ Compensation Claims (Self-Insured) — Non-Compensable Retain for 40 years after claim NON-ARCHIVAL
Rev. 1 Records relating to non-compensable workers’ compensation claims filed by employees (and | closed NON-ESSENTIAL

volunteers) of self-insured agencies in accordance with Title 51 RCW and Title 296 WAC.
Includes, but is not limited to, Self-Insurance Report of Occupational Injury or Disease.

Note: All files of defaulting self-insured employers shall be transferred to and will be retained by
Department of Labor and Industries (L&I) for 40 years after claim closed in accordance with L&I’s
records retention schedule.

then
Destroy.

OPR
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Washington State Archives Local Government Common Records Retention Schedule (CORE)
Office of the Secretary of State Version 3.0 (November 2012)

4.5 LABOR RELATIONS

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

DISPOSITION
RETENTION AND
AUTHORITY DESCRIPTION OF RECORDS DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS50-01-50 | COLLECTIVE BARGAINING AGREEMENTS Termination plus 6 years ARCHIVAL
Rev. 0 (Appraisal Required)
ESSENTIAL
OPR
GS50-04E-04 | COLLECTIVE BARGAINING CONTRACT AND AGREEMENT NEGOTIATIONS FILES Until approval of negotiated ARCHIVAL
Rev. 0 Note: Records from this series may be selected to be transferred to and preserved at a Regional | agreement (Appraisal Required)
Archives brafch subject to any restrictionsprovided by collective bargaining ¢entracts and NON'ZSFS;NTIAL
agreements.
GS50-04E-06 | UNION ARBITRATION FILES 6'years NON-ARCHIVAL
Rev.0 Case histories@fdisputesibetween agency andUnion settled through'arbitration: NON-ESSENTIAL
OPR
GS50-04E-05 | UNION ORGANIZATION LISTS Destroy when obsolete or NON-ARCHIVAL
Rev. 0 superseded NON-ESSENTIAL
OFM
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4.6 MISCONDUCT/DISCIPLINE/GRIEVANCE
The activity of investigating and responding to employee misconduct, grievances and disciplinary matters.
DISPOSITION
RETENTION AND
AUTHORITY DESCRIPTION OF RECORDS DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS50-04B-45 | CIVIL SERVICE CASE FILES - NOT HEARD Administrative Closure plus 3 NON-ARCHIVAL
Rev. 1 Cases may not be heard for the following reasons: unprepared, resolved, referred to another | years. NON-ESSENTIAL
jurisdiction, ineligible employees or withdrawn. OFM
Excludes the records of Civil Service Commissions covered by GS2011-173 (hearings), GS50-5A-13
(meetings), and GS50-01-12 (communications).
GS50-04B-35 | CIVIL SERVICE COMMISSION CASE FILE Case resolved or closed plus 6 NON-ARCHIVAL
Rev. 1 Documentation ofcases of violations or disciplinary actions submitted to the Civil Service years NON-ESSENTIAL
Commission: OPR
Excludes thérecords of Civil Service Commissions covered by GS20115173 (hearings), GS50-5A-13
(meetings), and'GS50-01-12"(communications).
GS50-04B-37 | CIVIL SERVICE COMMISSION EXHIBITS - PETITION FOR REVIEW FILED Petition for review or petition NON-ARCHIVAL
Rev. 1 Exhibits from Civil Service Commission hearings for which petitions for review and/or for reconsideration filed plus 3 NON-ESSENTIAL
petitions for reconsideration have been filed, including documents, affidavits and years, whichever is later. OFM
depositions.
Excludes the records of Civil Service Commissions covered by GS2011-173 (hearings), GS50-5A-13
(meetings), and GS50-01-12 (communications).
GS50-04B-38 | CIVIL SERVICE COMMISSION EXHIBITS - PETITION FOR REVIEW NOT FILED Expiration of review or NON-ARCHIVAL
Rev. 1 Exhibits from Civil Service Commission hearings for which petitions for review and/or reconsideration period plus 3 NON-ESSENTIAL

petitions for reconsideration have not been filed, including documents, affidavits and
depositions.

Excludes the records of Civil Service Commissions covered by GS2011-173 (hearings), GS50-5A-13
(meetings), and GS50-01-12 (communications).

years

OFM
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4.6 MISCONDUCT/DISCIPLINE/GRIEVANCE
The activity of investigating and responding to employee misconduct, grievances and disciplinary matters.
DISPOSITION
RETENTION AND
AUTHORITY
NOMBER (DAN) DESCRIPTION OF RECORDS DISPOSITION ACTION DESIGNATION
GS50-04B-39 | CIVIL SERVICE COMMISSION INVESTIGATION FILES Case resolved or closed plus 6 NON-ARCHIVAL
Rev. 1 Documentation of investigation of improper hiring decisions and practices. years NON-ESSENTIAL
Excludes the records of Civil Service Commissions covered by GS2011-173 (hearings), GS50-5A-13 OPR
(meetings), and GS50-01-12 (communications).
GS50-04E-03 | Employee Grievances Retain for 6 years after matter NON-ARCHIVAL
Rev. 1 Records relating to complaints and grievances relating to workplace issues filed with the resolved NON-ESSENTIAL
local goveramentiagency by its employees. then OPR
Excludes: Destroy:
¢ Appeal Rearings records of the local decision-making body ‘covered by GS2011-173.
e Civil rights'violation complaints covered by GS50-04C-04.
GS50-04B-46 | Employee Misconduct Investigation Files — Sustained Retain for 3 years after case NON-ARCHIVAL
Rev. 1 Documentation compiled in official investigations of employee misconduct that result in closed NON-ESSENTIAL

findings of misconduct by the employee, which may include the complaint initiating the
investigation, investigative reports, statements, taped information, corrective action,
correspondence and notes.

Excludes investigative summary report covered by GS50-04B-06, Personnel File.
Excludes workplace violence case files covered by GS50-05A-24.

Note: Collective bargaining agreements and civil service rules & regulations may require a longer
minimum retention period.

then
Destroy.

OFM
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4.6 MISCONDUCT/DISCIPLINE/GRIEVANCE
The activity of investigating and responding to employee misconduct, grievances and disciplinary matters.
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS50-04B-47 | Employee Misconduct Investigation Files — Unfounded Retain until case closed NON-ARCHIVAL
Rev. 1 Documentation compiled in official investigations of employee misconduct that do not result | then NON-ESSENTIAL
in findings of misconduct by the employee, which may include the complaint initiating the | Destroy. OFM
investigation, investigative reports, statements, taped information, corrective action,
correspondence and notes.
Note: Collective bargaining agreements and civil service rules & regulations may require a longer
minimum reténtion,period.
GS50-01-51 | FINAL AGREEMIENT Terminatiengor withdrawal plus NON-ARCHIVAL
Rev. 0 A written agreement the parties enter into at the conclusion of thesresolution process, which | 6'years NON-ESSENTIAL
sets forth the'settlementiofithe issues and thefuture responsibilities'of@ach partyifany. OPR
Note: Reference chapter 7.75 RCW.
GS50-01-52 | INITIAL AGREEMENT Termination or withdrawal plus NON-ARCHIVAL
Rev. 0 A written agreement that expresses the method by which the disputing parties shall attempt | 6 years NON-ESSENTIAL
to resolve the issues in dispute. OPR
Note: Reference chapter 7.75 RCW.
GS50-04B-25 | WHISTLEBLOWER INVESTIGATION REPORTS Case closed plus 6 years NON-ARCHIVAL
Rev. 0 Agency copies of investigations of allegations of fraud or violations of state laws or NON-ESSENTIAL

regulations. Also includes documentation of investigations into alleged retaliation against
individuals making such allegations.

OPR
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4.6 MISCONDUCT/DISCIPLINE/GRIEVANCE

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

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS50-05A-24 | WORKPLACE VIOLENCE CASE FILES Case closed plus 6 years* NON-ARCHIVAL
Rev. 0 Case files document incidents involving internal workplace violence. Includes investigation, NON-ESSENTIAL
treatment, follow-up, correspondence, corrective measures, etc. May include secondary OFM

copies of documentation filed in an individual's personnel file.

*"Case closed" is intended to mean that point in time when all investigation and follow-up have
been resolved, and no investigation or follow-up is required.
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4.7 OCCUPATIONAL HEALTH AND SAFETY
The activity of creating and maintaining a safe and healthy work environment for employees.
DISPOSITION
RETENTION AND
AUTHORITY DESCRIPTION OF RECORDS DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS51-05D-10 | AUDIOMETRIC TEST RECORDS — INDIVIDUAL EMPLOYEE Retain for the duration of the NON-ARCHIVAL
Rev.0 Note: Reference WAC 296-817-400. affected employee’s NON-ESSENTIAL
employment OFM
GS50-06B-26 | Confined Space Permit Files Retain for 1 year after obsolete NON-ARCHIVAL
Rev. 1 Records of internally-issued permits (notices) for individual entries into confined spaces as | or superseded NON-ESSENTIAL
provided by chapter 296-809 WAC, which should include documentation that required then OPR
safety procgdures were followed. Destroy.
Excludes atmospheric monitoring records.coveredsbys6S51-07-10.
Note: Reference WAC 296-809-50006.
GS50-04B-30 | Employee Medical Records - General Retain for 30 years after NON-ARCHIVAL
Rev. 1 Records documenting the medical condition of employees (includes contractors and termination of employment NON-ESSENTIAL

volunteers), their physical condition, the effects of workplace conditions on their health, and
their physical ability to perform essential job functions.

Excludes hazardous materials exposure records covered by G52011-177, Accidents/Incidents
(Hazardous Materials) — Human Exposure.

Note: Reference 29 CFR § 1910.1020(14)(d)(i) and WAC 296-802-20005. Health insurance claims
records maintained separately from medical program records and records of first-aid treatment
made on-site by a non-physician and filed separately from the employee medical records, are not
required to be retained for 30 years after termination of employment, and thus are not
considered part of this records series.

then
Destroy.

OPR
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4.7 OCCUPATIONAL HEALTH AND SAFETY

The activity of creating and maintaining a safe and healthy work environment for employees.

I?L\Ifl?rtl?li:TRllg\l(\l DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS2011-192 | Employee Medical Records — Employed Less Than One Year Retain until termination of NON-ARCHIVAL
Rev. 0 Records documenting the medical condition of employees (includes contractors and employment NON-ESSENTIAL
volunteers) whose service with the agency is less than one year and where the medical then OPR
records are provided to the employee in accordance with 29 CFR § 1910.1020(14)(d)(i)(C). Provide to employee upon
Excludes hazardous materials exposure records covered by GS2011-177, Accidents/Incidents departure.
(Hazardous Materials) — Human Exposure.
Note: Referénce WAC 296-802-20005.
GS51-05D-11 | ERGONOMICFIEES Last actionitaken plus 3 years NON-ARCHIVAL
Rev. 0 Ergonomicffiles document the analysis, action, and measures takenito adjust workplace NON-ESSENTIAL
environment t6"help prevent work-related injuries. Files include'name'ef employee, OFM
supervisor, organization unit, location, and action taken to adjust workstation or
environment.
GS50-06C-10 | FIRE AND OTHER EMERGENCY DRILL REPORTS 3 years NON-ARCHIVAL
Rev. 0 NON-ESSENTIAL
OFM
GS50-04B-04 | HEPATITIS B VIRUS (HBV) AND HUMAN IMMUNODEFICIENCY VIRUS (HIV) EXPOSURE Termination of employment NON-ARCHIVAL
Rev. 0 REPORTS AND WAIVERS plus 30 years ESSENTIAL
Note: Reference 29 CFR § 1910.1020. OPR
GS50-06C-33 | INDUSTRIAL HYGIENE MONITORING FILES 30 years NON-ARCHIVAL
Rev. 0 Files document the monitoring of agency work environments for industrial health issues. NON-ESSENTIAL

May be for air quality, noise level, presence of chemicals, etc. Includes sample, test results,
corrective action taken if any, etc.

OPR
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4.7 OCCUPATIONAL HEALTH AND SAFETY
The activity of creating and maintaining a safe and healthy work environment for employees.
DISPOSITION
RETENTION AND
AUTHORITY DESCRIPTION OF RECORDS DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS50-06C-21 | OCCUPATIONAL INJURIES AND ILLNESSES U.S. BUREAU OF LABOR STATISTICS LOG AND 5 years NON-ARCHIVAL
Rev. 0 SUMMARY NON-ESSENTIAL
OFM
GS50-06C-20 | PENALTY ASSESSMENT NOTIFICATION 6 years NON-ARCHIVAL
Rev. 0 NON-ESSENTIAL
OPR
GS51-05D-07 | RESPIRATORFITTEST RECORDS Destroy after nexttest NON-ARCHIVAL
Rev.0 | Note: Reference WAC 296-842-12010. administered NON-ESSENTIAL
OFM
GS51-05D-08 | RESPIRATORPROGRAM EILES Destroyswhen obseleté or NON-ARCHIVAL
Rev.0 Note: Reference WAC 296-842-12010. superseded NON'(EDSFSI\EINT'AL
GS51-05D-06 | WORKPLACE HAZARD ASSESSMENT CERTIFICATION Destroy when superseded plus 6 | NON-ARCHIVAL
Rev. 0 Includes name of workplace, address of workplace inspected for hazards, name of person years NON-ESSENTIAL

certifying assessment was done, date(s) assessment done, and statement identifying the
document as the certification of assessment for the workplace.

Note: Reference WAC 296-800-16010.

OPR
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4.8 PERFORMANCE MANAGEMENT
The activity of assessing and directing employee progress toward performance goals.
DISPOSITION
RETENTION AND
AUTHORITY DESCRIPTION OF RECORDS DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS50-04B-20 | EMPLOYEE SUGGESTION PROGRAM FILES 3 years after determination of NON-ARCHIVAL
Rev. 0 Original suggestion forms, evaluation forms, recommendation form, and correspondence to | suggestion NON-ESSENTIAL
document and process employee suggestion files. OFM
GS50-04B-31 | PERFORMANCE EVALUATION BACKGROUND FILE — SUPERVISOR Destroy when obsolete or NON-ARCHIVAL
Rev. 0 superseded NON-ESSENTIAL
OFM
GS50-04A-08 | PERFORMANCE EVALUATIONS Retain for 3 years after NON-ARCHIVAL
Rev. 1 Evaluation ofilemployee work performance, prepared by supervisor oma.regular.schedule. completion.of evaluation NON-ESSENTIAL
Includes prebation records/evaluations where not related to misconduct or corrective then OFM
action. Destroy:
GS50-04B-29 | WORK ASSIGNMENT RECORD, SCHEDULE OR LOG 3 years NON-ARCHIVAL
Rev. 0 Documentation of day-to-day tasks or projects assigned to and/or completed by individual NON-ESSENTIAL

staff or crews.

OFM

4. HUMAN RESOURCE
MANAGEMENT

Page 128 of 178




Washington State Archives
Office of the Secretary of State

Local Government Common Records Retention Schedule (CORE)

Version 3.0 (November 2012)

4.9 PERSONNEL

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

DISPOSITION
RETENTION AND
AUTHORITY DESCRIPTION OF RECORDS DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS50-04B-27 | DRUG/ALCOHOL TEST RESULTS — POSITIVE RESULTS OR REFUSAL TO TEST (AGENCY Date of results plus 5 years NON-ARCHIVAL
Rev. 0 EMPLOYEES) NON-ESSENTIAL
Files document drug/alcohol testing for cases with reasonable suspicion of abuse/use of OFM
substance. Includes drug/ alcohol test results, corrective action, treatment, etc.
Note: Reference 49 CFR § 382.401.
GS50-04B-33 | DRUG/ALCOHOL TEST RESULTS — NEGATIVE RESULTS OR CANCELED TESTS (AGENCY Results posted or test canceled NON-ARCHIVAL
Rev. 0 EMPLOYEES) plus 1 year NON-ESSENTIAL
Note: Reference49.CFR § 382.401. OPR
GS50-04B-44 | EMPLOYEE'AWARD FILES Date of award plus.2 yéars. ARCHIVAL
Rev.0 Files contain records related to employee award programs such as recognition of (Appraisal Required)
outstanding performance, length of service, incentive plans, etc. May include NON-ESSENTIAL
recommendations, approved nominations, appreciation letters and additional related OFM
information.
GS50-04B-13 | EMPLOYEE CONTRACTS — SUPERSEDED 3 years NON-ARCHIVAL
Rev. 0 Contracts superseded within fiscal year. NON-ESSENTIAL
OFM
GS50-04B-14 | EMPLOYEE DIRECTORY/ROSTER Retain until no longer needed ARCHIVAL
Rev. 0 for agency business (Appraisal Required)

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

NON-ESSENTIAL
OFM
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Washington State Archives Local Government Common Records Retention Schedule (CORE)
Office of the Secretary of State Version 3.0 (November 2012)

4.9 PERSONNEL

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

I?L\Ifl?rzi:Tkllg\'(“ DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS50-04B-06 | Personnel File Retain for 6 years after NON-ARCHIVAL
Rev. 2 May include, but is not limited to: termination of employment ESSENTIAL
e Application for employment when hired, start of employment, identification; then OFM
e Citations, letters of recommendation; Destroy.
e Criminal history, background checks and investigations;
e Employment status, position descriptions and job classifications, personal history cards,
raises, etes
e Evaluation of applications of recognition of non-college credit courses;
e Exit interview;
¢ Bonds of officials (electedand appointed);
e Retirement or disability resulting in employment termination;
e Summary report of employee misconduct investigations (sustained only).
Excludes oaths of office covered by GS2012-023 and the County Auditor Records Retention
Schedule.
Note: Collective bargaining agreements and civil service rules & regulations may require a longer
minimum retention period.
GS50-04B-23 | TEMPORARY AGENCY WORKER ACCOUNTS Termination of employment NON-ARCHIVAL
Rev. 0 Tracks temporary agency workers hired using original request forms moved to individual plus 6 years NON-ESSENTIAL
departments. OFM
GS50-04B-10 | VOLUNTEER FILES Termination of volunteer service | NON-ARCHIVAL
Rev.0 Documents work service of individual volunteer. Includes application. plus 6 years ESSENTIAL
OPR
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4.10 POSITION DEVELOPMENT/STAFF STRUCTURE

The activity of structuring and organizing human resources.

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS50-04B-05 | JOB DESCRIPTIONS Destroy when obsolete or NON-ARCHIVAL
Rev. 0 Current statement of qualifications, responsibilities, and duties of each individual position. | superseded plus 6 years NON-ESSENTIAL
OPR
GS2012-049 | Organizational Charts Retain until superseded ARCHIVAL
Rev. 0 Diagrammatical representations of the structure of the agency and internal reporting then (Appraisal Required)
relationships. Transfer to Washington State NON-EOSIS:NTIAL
Archivesferappraisaland
selective retention.
GS50-04B-07 | POSITION GLASSIFICATION STUDIES Destroy when obsolete jor NON-ARCHIVAL
Rev. 0 Details on specifi¢ role andsposition of each jobrtitlepduties, obligationsy@tc. supersedediplus 6years NON-ESSENTIAL
OFM
GS50-04B-08 | POSITION DESCRIPTION HISTORY FILES PERMANENT NON-ARCHIVAL
Rev.0 A history of positions, classifications, and corresponding job descriptions as these positions NON-ESSENTIAL
are revised. (Serves as writing aid for the development of future positions.) OPR
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4.11 RECRUITMENT/HIRING

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

DISPOSITION

RETENTION AND
AUTHORITY DESCRIPTION OF RECORDS DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS50-04B-01 | APPLICATION FOR EMPLOYMENT WHEN APPLICANT IS NOT HIRED 3 years NON-ARCHIVAL
Rev. 0 NON-ESSENTIAL
OFM
GS50-04A-02 | CIVIL SERVICE COMMISSION JOURNAL Expiration plus 1 year ARCHIVAL
Rev. 0 Account of activity pertaining to certain civil service job openings. Contains hames, test (Appraisal Required)
scores, and an indication of whether or not the persons involved are on an eligibility list, etc. NON'(E)SFSI\EINT'AL
Note: One copy ofleach available report sheuld be assembled fortransfer to Regional Archives.
GS50-04A-03 | CIVIL SERVICEEEXAMINATION (PASSED.BUT NOT-HIRED) 2 years NON-ARCHIVAL
Rev. 0 Examinations of thoselapplicants that are on eligibility list, buthave.not been hired. NON-ESSENTIAL
OFM
GS50-04A-04 | ELIGIBILITY LIST OR REGISTER 2 years NON-ARCHIVAL
Rev. 0 List of individuals eligible to fill specific positions. NON-ESSENTIAL
OFM
GS50-04B-11 | EMPLOYEE & VOLUNTEER FINGERPRINT LISTING 6 years NON-ARCHIVAL
Rev. 0 Listings of newly hired employees fingerprinted for criminal background checks. NON-ESSENTIAL
OPR
GS50-05A-26 | Employment Eligibility (INS) Documents — Immigration And Naturalization Services Retain for 1 year after NON-ARCHIVAL
Rev. 1 Documents used to verify employment eligibility within the United States. Records may termination of employment NON-ESSENTIAL

include, but are not limited to, federal I-9 forms and copies of passport, valid driver's license,
certificate of naturalization, etc.

Note: Reference 8 CFR § 274a.2(a)(2).

or
3 years after date of hire,
whichever is later

then
Destroy.

OPR
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4.11 RECRUITMENT/HIRING

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

DISPOSITION

RETENTION AND
AUTHORITY DESCRIPTION OF RECORDS DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS50-04A-05 | EMPLOYMENT INQUIRIES 1 year NON-ARCHIVAL
Rev. 0 Applications filled out by persons requesting positions and test announcement information. NON-ESSENTIAL
OFM
GS50-04B-16 | EMPLOYMENT INTERVIEW EVALUATION FILES 3 years NON-ARCHIVAL
Rev. 0 Includes test results. NON-ESSENTIAL
OFM
GS50-04B-17 | EMPLOYMENT REQUISITION/ PERSONNEL ACTION"REQUEST 3,years NON-ARCHIVAL
Rev. 0 May containposition specifications, needs analysis, and authorization.signatures. NON-ESSENTIAL
OFM
GS50-04B-18 | JOB ANNOUNEEMENTS ©RPOSTINGS 3'years NON-ARCHIVAL
Rev. 0 NON-ESSENTIAL
OFM
GS50-04B-22 | RECRUITMENT FILES 3 years NON-ARCHIVAL
Rev.0 Documents recruitment and selection process for each advertised position, including NON-ESSENTIAL
newspaper announcement, job description, working papers/notes, applicant list, interview OFM
questions and notes, selection documents, and employee applications.
Note: Per RCW 4.16.080, the statute of limitations for the commencement of actions for equal
employment opportunity discrimination complaints (injury to the rights of others) is 3 years.
GS50-04B-24 | VOLUNTEER APPLICATIONS NOT ACCEPTED OR INELIGIBLE Application denied plus 1 year NON-ARCHIVAL
Rev. 0 NON-ESSENTIAL

OFM
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Office of the Secretary of State

4.12 REPORTING

The activity of providing information about agency employees as required by regulating authorities. Includes volunteers and contractors.

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS50-04C-05 | Reporting/Filing (Mandatory) — Human Resources Retain for 4 years after ARCHIVAL
Rev. 1 Records relating to human resources and submitted to regulatory agencies as required by (Appraisal Required)

federal, state or local law, where not covered by a more specific records series. Includes
reports, confirmation of submission, correspondence, inquiries, etc.
Includes, but is not limited to:
e Employer Information Report EEO-1 filed with the Equal Employment Opportunity
Commission infaccordance with 29°CFR § 1602.7;
¢ Elementary-Secondary Staff Information Report EEO-5 filed with'the Equal Employment
Opportunity Commission in accordance with 29 CFR § 1602:.41;
¢ New Hire Reports filed,with the Department,of.Secial and Health Services (DSHS).in
accordance with RCW 26.23.040;
e Commute trip reduction plans and annual progress reports filed with the Commute Trip
Reduction Board in accordance with RCW 70.94-527(7),(8).

submitted to regulatory agency
then

Transfer to Washington State

Archives for appraisal and

selective retention.

NON-ESSENTIAL
OPR
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4.13 STAFF DEVELOPMENT

The activity of enhancing employees’ competencies and skills through programs and training.

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS50-04B-34 | APPRENTICE CERTIFICATION FILES/TRAINING 50 years NON-ARCHIVAL
Rev. 0 Documentation of classes taken, attendance, evaluations, certifications and on-the-job NON-ESSENTIAL
performance compiled for individuals participating in an apprenticeship program that will be OPR
used to meet future job requirements in and out of the agency.
GS50-05A-23 | Continuing Professional Education Records Retain for 4 years after end of NON-ARCHIVAL
Rev. 1 Records documenting completion of continuing education requirements by individual licensing or reporting period NON-ESSENTIAL
employees, then OFM
Destroy.
GS50-04G-01 | EMPLOYEETTRAINING HISTORY FILE Termination plus 6 years NON-ARCHIVAL
Rev.0 Files documenting the training history of individual'employees who have participated’in NON-ESSENTIAL
training and staff development programs. May include in-service and class registrations, OPR
confirmations, and documentation of training completed.
GS50-04G-02 | TRAINING/CLASS COMPLETION REPORT 3 years NON-ARCHIVAL
Rev. 0 Listings of employees and the classes or training exercises that have been completed. NON-ESSENTIAL

Produced on a periodic basis.

OFM

4. HUMAN RESOURCE
MANAGEMENT

Page 135 of 178




Washington State Archives
Office of the Secretary of State

Local Government Common Records Retention Schedule (CORE)

Version 3.0 (November 2012)

5. INFORMATION MANAGEMENT

The function of managing the local government agency’s information, including electronic information systems, forms and publications, mail services, library
services, records management, and public disclosure.

5.1 FORMS AND PUBLICATIONS
The activity of drafting, producing, and managing the local government agency’s forms and publications.
See FINANCIAL MANAGEMENT — Accounting for financial records relating to forms and publications.
See ASSET MANAGEMENT - Inventory for forms and publications inventories.
Tﬁiﬁg;?y DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN] DISPOSITION ACTION
GS2010-011 | Forms — Accountable Retainfor3,fiscalyears NON-ARCHIVAL
Rev. 0 Unused, pre-numbered forms such as checks, receipts, invoices, meal tickets and licenses. or NON-ESSENTIAL
until completion of State OFM
Auditor’s examinationreport,
whichever is sooner
then
Destroy.
GS2010-012 | Forms — Master Set Retain until use of form ceases NON-ARCHIVAL
Rev. 0 Master set of all forms created by the agency. Also includes source materials (.pdfs, camera- | then NON-ESSENTIAL
ready copies, original photographs/images, etc.) Destroy. OFM
Excludes web-based forms covered by DAN GS50-06A-03.
GS2010-013 | Forms and Publications — Creation Retain until no longer needed NON-ARCHIVAL
Rev. 0 Records relating to the design, creation, and revision of agency-created forms and for agency business NON-ESSENTIAL

publications.

Includes, but is not limited to:
e Job descriptions/specifications/design records;
e Sample job products/proofs/samples.

Excludes web-based forms covered by DAN GS50-06A-03.

then
Destroy.

OFM
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5.1 FORMS AND PUBLICATIONS

The activity of drafting, producing, and managing the local government agency’s forms and publications.

See FINANCIAL MANAGEMENT — Accounting for financial records relating to forms and publications.
See ASSET MANAGEMENT - Inventory for forms and publications inventories.

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS LA ule L1 DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS50-06F-04 | Publications — Master Set Retain until no longer needed ARCHIVAL
Rev. 2 Master set of all publications created by the agency. Also includes source materials (.pdfs, for agency business (Appraisal Required)

e Reports,Mmanuals, brochures;

e Official/municipal code;
e Maps, planspcharts;

camera-ready copies, original photographs/digital images, etc.).

Publications include, but are not limited to:

¢ Newsletters;magazines, journals;

e Audio/video recordings and films/presentations.

then
Transfer to Washington State
Archivesforappraisaliand
selective retention.

NON-ESSENTIAL
OFM
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5.2 LIBRARY SERVICES
The activity of circulating a collection of materials. Includes public, school, and internal agency libraries.
See FINANCIAL MANAGEMENT — Accounting for financial records relating to library services.
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
TR DISPOSITION ACTION
GS50-12A-03 | Annual Report of Trustees Retain for 3 years after report NON-ARCHIVAL
Rev. 1 Records relating to the annual reporting of statistics to the library’s legislative body and the | submitted NON-ESSENTIAL
State Librarian in accordance with RCW 27.12.260. then OPR
Note: Reports received by the Washington State Library are designated Archival in accordance Destroy.
with the Office of the Secretary of State’s records retention schedule.
GS50-12A-01 | Catalog Retain until no longer needed NON-ARCHIVAL
Rev. 1 Records describing the library information sourcessowned-by.the ageney. for agencysbusiness ESSENTIAL
then OFM
Destroy:
GS50-12A-02 | Circulation Retain until no longer needed NON-ARCHIVAL
Rev. 1 Records relating to the borrowing, lending, and returning of items in the library’s collection. |for agency business NON-ESSENTIAL

Includes, but is not limited to:

e [tem circulation history;

e User/patron records (applications for membership, borrower registration,
parent/guardian permissions).

Excludes interlibrary loans covered by DAN GS50-12A-08.

then
Destroy.

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

DISPOSITION

RETENTION AND
NS“L:ILI-;)I(%II;IZN) DESCRIPTION OF RECORDS DISPOSITION ACTION DESIGNATION
GS50-12A-08 | Collection Control — General Retain for 3 fiscal years NON-ARCHIVAL
Rev. 1 Records documenting the physical control of the library’s collection. or ESSENTIAL
Includes, but is not limited to: until completion of State OPR
e Accession and deaccession (discard) of items; Auditor’s examination report,
e Interlibrary loans; whichever is sooner
o Shelf list/inventory of holdings! then
Excludes specialcollections covered by GS2010-023, Destroy.
Note: Agreements relating to bequests are covered by GS50-01-11.
GS2010-023 | Collection Control — Special Collections Retain until special collection ARCHIVAL
Rev. 0 Records documenting the physical control of the library’s special collections (archival, items no longer needed for (Appraisal Required)
manuscript, rare books, etc.). agency business ESSENTIAL
Includes, but is not limited to: then OPR
e Accession and deaccession (discard) of items; Transfer to Washington State
e Interlibrary loans; Archives for appraisal and
e Shelf list/inventory of holdings. selective retention.
Note: Agreements relating to bequests are covered by GS50-01-11.
GS2010-024 | Special Collections Retain until no longer needed ARCHIVAL
Rev. 0 Items in the library’s special collections, including, but not limited to: for agency business (Appraisal Required)

e Archival collections;
e Manuscripts;
e Rare books.

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

NON-ESSENTIAL
OPR
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5.3 MAIL SERVICES

The activity of managing the circulation of printed information. Includes incoming and outgoing, internal and external mail processes.
See FINANCIAL MANAGEMENT — Accounting for financial records relating to mail services.

I?Alfl':'?lﬂ;:'cr’y DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
TR DISPOSITION ACTION
GS50-06D-02 | Mail Delivery and Receipt Retain for 3 fiscal years NON-ARCHIVAL
Rev. 1 Records documenting the agency’s incoming and outgoing physical mail (letters, packages, or NON-ESSENTIAL
etc.). until completion of State OPR
Includes, but is not limited to: Auditor’s examination report,
o Certified/registered/insured mail logs and return receipts; whichever is sooner
¢ Postage meterillogs/reports; then
e Private ground delivery registers/receipts (UPS, Federal Express, etc.); Destroy.
e Signed pick-upand delivery receipts;
¢ United States,Postal'Service (USPS) forms (certificate of bulk mailing,.etc.).
Note: Contracts/agreements/permits relating to mailing services and equipment are covered by
GS50-01-11.

5. INFORMATION Page 140 of 178
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5.4 PUBLIC DISCLOSURE
The activity of responding to requests for access to the public records of the local government agency in accordance with chapter 42.56 RCW.
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS50-09-13 | Public Disclosure/Records Request Logs Retain for 3 years after date of NON-ARCHIVAL
Rev. 2 Records documenting the tracking of public records requests made in accordance with latest entry NON-ESSENTIAL
chapter 42.56 RCW. then OFM
Note: Exemption logs are covered by DAN GS52010-014. Destroy.
GS2010-014 | Public Disclosure/Records Requests Retain for 2 years after public NON-ARCHIVAL
Rev. 2 Records relating to requests from the general public for access to the agency’s public records NON-ESSENTIAL

in accordance with\chapter 42.56 RCW.

Includes, but'isaet limited to:
e Internal'and external correspondence relating to the request;
e Records documenting the public records provided to the requestor (copies or lists of the
records provided, etc.);
e Records documenting the public records (or portions) withheld (exemption logs, copies of
portions redacted, etc.);
e Records documenting administrative reviews relating to the request.

Excludes the records that are the subject of the public records request (which must be retained
in accordance with the applicable records series).

records request fulfilled
then
Destroy:

OPR
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5.5 RECORDS CONVERSION
The activity of converting the agency’s public records from one form (source records) to another (converted records) through the processes of imaging
(digitization or microfilm preservation) or data migration (digital or magnetic).
As per WAC 434-662-040, electronic records must be retained in electronic format. For information on microfilm standards or obtaining approval for early
destruction of source documents after imaging, please contact Washington State Archives.
3\'3:_?3;:%’(‘1 DESCRIPTION OF RECORDS AL DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS2010-015 | Conversion Process — Archival Records Retain until the converted ARCHIVAL
Rev. 0 Records documenting the process of converting the agency’s Archival public records from Archival records are transferred | (Appraisal Required)
one form to another where not captured in the metadata of the converted records. to Washington State Archives NON-ESSENTIAL
Includes, butfis net limited to: then oM
* Migrationyef digital records (mapping schemas, testing reports, ete.); Transfer to Washington State
» Digitizatjon of paper-based records (tests, inspection results, etc.); Archives for appraisal and
* Microfilming,ef digitahand/or paper-based records (arrangementiof originals;guide selective retention,
sheets, etc.);
e Transfer of magnetic recordings.
Note: The source records are covered by GS2010-017 or GS2010-018.
GS2010-016 | Conversion Process — Non-Archival Records Retain until the converted Non- | NON-ARCHIVAL
Rev.0 Records documenting the process of converting the agency’s Non-Archival public records Archival records have been NON-ESSENTIAL

from one form to another where not captured in the metadata of the converted records.

Includes, but is not limited to:

e Migration of digital records (mapping schemas, testing reports, etc.);

e Digitization of paper-based records (tests, inspection results, etc.);

e Microfilming of digital and/or paper-based records (arrangement of originals, guide
sheets, etc.);

¢ Transfer of magnetic recordings.

Note: The source records are covered by GS50-09-14 or GS2010-018.

destroyed in accordance with a
current approved records
retention schedule

then
Destroy.

OFM
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5.5 RECORDS CONVERSION
The activity of converting the agency’s public records from one form (source records) to another (converted records) through the processes of imaging
(digitization or microfilm preservation) or data migration (digital or magnetic).
As per WAC 434-662-040, electronic records must be retained in electronic format. For information on microfilm standards or obtaining approval for early
destruction of source documents after imaging, please contact Washington State Archives.
Ij\lfl‘:'?lﬂzll'cr’\’(q DESCRIPTION OF RECORDS AL DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS2010-017 | Source Records — Imaged (Archival) Retain until verification of ARCHIVAL
Rev. 1 Archival source records which have been imaged using either of the following processes: successful conversion (Appraisal Required)
e Scanned/digitized in accordance with a valid approval by Washington State Archives’ then NON_(E)SFS“EINHAL
legacy pro€ésses (Eléctroni€imaging'Systém (EISYor Early"DestructionvAfter Digitization Transferto:Washingten State
(DAD) ; or; Archives for appraisal and
e Microfilmed in‘dccordance with Washington State Standards for the Préduction and Use | sélective retention.
of Microfilm.
And, provided that the converted records are retained in accordance with a current
approved records retention schedule.
Excludes Superior Court source records covered by GS2010-085.
GS50-09-14 | Source Records — Imaged (Non-Archival) Retain until verification of NON-ARCHIVAL
Rev. 2 Non-Archival source records which have been imaged using any of the following processes: | successful conversion NON-ESSENTIAL

e Scanned/digitized in accordance with Washington State Requirements for the Destruction

of Non-Archival Paper Records After Imaging;

e Scanned/digitized in accordance with a valid approval by Washington State Archives’
legacy processes (Electronic Imaging System (EIS) or Early Destruction After Digitization
(DAD); or,

¢ Microfilmed in accordance with Washington State Standards for the Production and Use
of Microfilm.

And, provided that the converted records are retained in accordance with a current approved

then
Destroy.

OFM

records retention schedule.
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5.5 RECORDS CONVERSION
The activity of converting the agency’s public records from one form (source records) to another (converted records) through the processes of imaging
(digitization or microfilm preservation) or data migration (digital or magnetic).
As per WAC 434-662-040, electronic records must be retained in electronic format. For information on microfilm standards or obtaining approval for early
destruction of source documents after imaging, please contact Washington State Archives.
Ij\lfl:'?lﬂylgy DESCRIPTION OF RECORDS AL DESIGNATION
NUMBER (DAN) DISPOSITION ACTION

GS2010-018 | Source Records — Migrated

Rev. 0

format such as:
e Digital recordsywhich are migratedstoyanotherdigitalformat;
e Magnetic records (VHS, cassette tapes, reel to reel, 8-track tapes,.etc.) which are
migrated to anether magnetic ora‘digital format.

And, provided,that the converted records are retained in accordanceywith a current
approved records retention schedule.

Non-paper-based source records which have been migrated to another non-paper-based

Excludes paper- and film-based source records covered by DANs GS2010-017 and GS50-09-14.

Retain until verification of

successful conversion
then

Destroy:

NON-ARCHIVAL
NON-ESSENTIAL
OFM

GS2010-085 | Source Records — Reproduced (Superior Court Records)

Rev. 0

and, provided that the converted records are retained in accordance with a current
approved records retention schedule.

Superior Court records which have been reproduced in accordance with RCW 36.23.065,

Retain until verification of

successful conversion
then

Destroy.

NON-ARCHIVAL
NON-ESSENTIAL
OFM
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5.6 RECORDS MANAGEMENT
The activity of systematically controlling the lifecycle of the local government agency’s public records (creation or receipt, use, maintenance, and
disposition).
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DI::(-;EII\"I'E)CI)\INAACNI':)ON DESIGNATION
NUMBER (DAN)
GS2010-019 | Conservation (Archival) Retain until the Archival records ARCHIVAL
Rev. 0 Conservation treatment records documenting repair to public records designated as are transferred to Washington (Appraisal Required)
Archival. State Archives NON-ESSENTIAL
then OFM
Transfer to Washington State
Archivessforappraisahand
selective retention.
GS2010-020 | Conservation (Non-Archival) Retain until the Non-Archival NON-ARCHIVAL
Rev.0 Conservationitreatmentirecords documentingrepairitopublic recordsidesignatedrasiNon- recordsshavesbeenrdestroyed in NON-ESSENTIAL
Archival. accordance with a current OFM
approved records retention
schedule
then
Destroy.
GS50-09-06 | Destruction of Public Records Retain for the life of the agency. | NON-ARCHIVAL
Rev. 1 Records relating to the destruction of the agency’s public records. ESSENTIAL
OPR

Includes, but is not limited to:

¢ Destruction logs;

o Affidavits;

e Agency authorizations;

e Certificates/Notices of destruction.
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5.6 RECORDS MANAGEMENT

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

disposition).
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMEER (DAN) DISPOSITION ACTION
GS2010-007 | Online Content Management Retain for 1 year after online NON-ARCHIVAL
Rev.0 Records documenting the publishing of the agency’s online (internet and intranet) content. | content removed NON-ESSENTIAL
Includes, but is not limited to: then OFM
e Requests/approvals to upload/update/remove content; Destroy.
e Confirmation of content upload/update/removal;
e Point-in-time record of webpage/sitéi(screenshot, snapshot)sitedmap):
Note: All published content consists of individualrecords which have theinewn separate
retention requirements. Each of these records must be retained for the current approved
minimum retentioh period(s)according to their applicable records series:
GS50-09-02 | Records Control Retain until no longer needed NON-ARCHIVAL
Rev. 2 Records relating to the physical and intellectual control of the agency’s records, including, for agency business NON-ESSENTIAL

but not limited to:
e Files classification schemes/guidelines;
¢ Inventories;
e Records center transmittals/retrievals;
e Master indexes, lists, registers, tracking systems, databases, and other finding aids used to
access public records designated as Non-Archival.

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

then
Destroy.

OFM
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5.6 RECORDS MANAGEMENT

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

disposition).
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DI::(-;EII\"I'E)CI)\INAI:INI':)ON DESIGNATION
NUMBER (DAN)
GS50-09-01 | Retention and Disposition Authorization Retain until no longer needed NON-ARCHIVAL
Rev. 1 Records relating to the retention of the agency’s records in accordance with chapter 40.14 for agency business NON-ESSENTIAL
RCW, including, but not limited to: then OFM
e Internal working guides abstracted from approved records retention schedules; Destroy.
e Application for Early Destruction of Source Documents after Digitization (DAD) or
Electronielmaging Systemsi(EIS)rapplication;providedthatithe originahis retainediby the
Washington State Archives;
e Agency’s copiesiof records retention schedules approved by the Local'Records Committee
in accordance with REW 40.14.070, provided.that the original is retained by the Local
Records Committee.
GS2010-021 | Transfer of Legal Custody Retain for the life of the agency. | NON-ARCHIVAL
Rev.0 Records relating to the transfer of the agency’s legal custody of its public records under one ESSENTIAL
OFM

of the following circumstances:
¢ Transfer of Archival records to Washington State Archives;
e Lawful transfer to another government entity (state agency, other local government
agency, etc.);
e Donation of public records (to a public library, historical or genealogical society, etc.), with
the approval of the State Archivist in accordance with RCW 40.14.070(3).
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6. RECORDS WITH MINIMAL RETENTION VALUE

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

DISPOSITION

AUTHORITY DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS50-02-01 | Agency Information — Routine Retain until no longer needed NON-ARCHIVAL
Rev.0 Internal and external requests for, and provision of, routine information about the for agency business NON-ESSENTIAL
operations of the agency, such as: then OFM
¢ Business hours, locations/directions, web/email addresses; Destroy.
e Meeting dates/times.
GS50-02-02 | Agency-Generated Forms and Publications — Copies Retain until no longer needed NON-ARCHIVAL
Rev. 0 Blank formsfand duplicate copies of publications, provided thatthe@agency retains the for agency business NON-ESSENTIAL
primary recokdsin accordance with the current.approved minimum retention period. then OFM
Includes, but is not limited to; Destroy.
¢ Reports, catalogs, brochures, calendars, posters;
e Multi-media presentations (videos, CDs, etc.).
Excludes:
¢ Publication masters covered by DAN GS50-06F-04;
e Form masters covered by DAN GS2010-012;
e Accountable forms (unused, pre-numbered checks, receipts, meal tickets, licenses, etc.)
covered by DAN GS2010-011.
GS50-02-03 | General Information — External Retain until no longer needed NON-ARCHIVAL
Rev. 0 Information received from other agencies, commercial firms, or private institutions, which for agency business NON-ESSENTIAL

requires no action and is no longer needed for agency business purposes.

Includes, but is not limited to:

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

¢ Informational copies, notices, bulletins, newsletters, announcements;
e Unsolicited information (junk mail, spam, advertisements, etc.).

then
Destroy.

OFM
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DISPOSITION

AUTHORITY DESCRIPTION OF RECORDS AL L) DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS50-02-04 | Secondary (Duplicate) Copies Retain until no longer needed NON-ARCHIVAL
Rev. 1 Copies of records (created or received), provided that the agency retains the primary record |for agency business NON-ESSENTIAL
in accordance with the current approved minimum retention period. then OFM
Includes, but is not limited to, data extracts and printouts from agency electronic Destroy.
information systems, provided that the:
e Records within the database are retained for their minimum retention period; and,
e Data extracts/printouts are NOT required to substantiate “point-in-time” evidence of
business transactions.
GS50-02-05 | Transitory Records Retainguntil;no lenger,needed NON-ARCHIVAL
Rev. 1 Public records that'only document information of temparary, short-term value, and for agency business NON-ESSENTIAL

provided that thexrecords are:
¢ Not needed as evidence of a business transaction; and,
¢ Not covered by a more specific records series.

Includes, but is not limited to:

e Miscellaneous notices or memoranda which do not relate to the functional responsibility
of the agency (notices of community affairs, holidays, etc.);

¢ Preliminary drafts of letters, memoranda, reports, work sheets, spreadsheets,
presentations, and informal notes, etc., which do not represent significant basic steps in
the preparation of record document(s);

¢ Routing slips used to direct the distribution of documents;

¢ Shorthand notes, stenotype tapes, and mechanical records, after they have been
transcribed into typewritten or printed form on paper or microfilm;

¢ Telephone messages (including voicemail, digital voice messages, etc.);

e Letters of transmittal which do not add any information to the transmitted materials;

¢ Abandoned, voided or defective architectural drawings.

then
Destroy.

OFM
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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 — See Archival (Appraisal Required) and Archival (Permanent Retention).

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. Local government agencies must either transfer these
records to Washington State Archives or retain and preserve these records according to archival best practices until such time as they are
transferred to Washington State Archives (WSA).

WSA will not sample, weed, or otherwise dispose of records fitting the records series description designated as “Archival (Permanent Retention”) other than the
removal of duplicates. Master indexes, lists, registers, tracking systems, databases and other finding aids for public records designated as Archival should be
retained with the records and transferred to Washington State Archives.

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

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

Local Records Committee
The committee established by RCW 40.14.070 to review and approve disposition of local government records.

Its three members include the State Archivist and one representative each from the Offices of the Attorney General and the State Auditor.

Migration
The periodic transfer of data from one electronic system to another in order,to ensure continued integrity and accessibility of data despite changes
over time in hardware, software, and storage media.

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

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

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

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



http://apps.leg.wa.gov/rcw/default.aspx?cite=40.10
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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 recordssshall inelude alljeriginalwouchersyreceipts, andwather documents necessarysto isolatesand provesthewaliditysef-every transaction relating to
the receipt, use, and disposition ofiall public\praperty and public income from all sources whatsoever; all agreements and contracts to which'the state of Washington or
any agency thereof may belaypparty; all fidelity, surety, and performance bonds, all claimsfiled against the state of Washington or any agency thereof; all records or
documents required By law to be filed with or kept by any agency of the state ©f Washington;, ... and all other documents or records /determined by the records
committee... to be official'public records.”

Permanent — See Archival (Permanent Retention) and Non-Archival.
Potentially Archival or Potential archival value — See Archival (Appraisal Required).

Primary Records

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

Public Records
RCW 40.14.010 - Definition and classification of public records.
“... The term "public records" shall include any paper, correspondence, completed form, bound record book, photograph, film, sound recording, map drawing,

machine-readable material, compact disc meeting current industry 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...”
GLOSSARY Page 152 of 178
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Records Series

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

Secondary Records
Copies (or duplicates) of the agency’s primary records used for specific legal, fiscal, or administrative purposes.

Secondary records exist for convenience of reference, or for informational purposes, and may be discarded when no longer needed for agency business in
accordance with GS50-02-04.

Security Microfilm
Silver duplicate or first-generation microfilm which is stored at Washington State Archives under strictly-controlled environmental conditions and
serves as an emergency/disaster back-up, in accordance with chapter 40.10 RCW.
Washington State Archives,provides security microfilm storagesand inspection services.to locakgovernment agencies:
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GS50-03B-14......coovviiiiiiciincieee, 89
GS50-03C-01 ..coovviiiiiiiiiiienne 107
GS50-03C-02 .....vvviviiiiiriieennne 107
GS50-03C-07 ..cooviviviiiiiiiiiciieee, 92
GS50-03D-01...ccvvviviiiiiiiiiciieee, 97
GS50-03D-02......vvviiiiiiiiiienne 107
GS50-03D-03.....cooviiiiiiiiiieiieene, 97
GS50-03D-04.......oovvviiiiiiiniieene 97
GS50-03D-05.....ccevvviiiiiiiiiniiene, 97
GS50-03D-06.....ccovvviriiiiiiiniiiene, 97
GS50-03D-07...cccvvviriiiiiiiiiciieeee, 97
GS50-03D-08.......coocviiriiiiiiiiiiene, 97
GS50-03D-10...ccceiiiiiiiiiiriciieee. 97
GS50-03E-01 ....vvveviiiennne i, 98
GS50-03E-02 .....ovviviiiieenen i 98
GS50-03E-03 ..o 112
GS50-03E-04 ....covviiiiiin e 101
GS50-03E-05 ....covvieieieieiciieeieee 98
GS50-03E-06 .....oovvverereienrienneee, 98
GS50-03E-07 ..coovvieieiiieeeieeeiee 98
GS50-03E-08 ......ooovreierieciieenenee 98
GS50-03E-09 ....ccovviiiiiiiiiicieene, 98
GS50-03E-10....ccviiviiiiiiiiiciieeee, 98
GS50-03E-11 ...oovvviiiiiiiiiiiieie 112
GS50-03E-15....ooiiiiiiiiiiiiiciee, 99
GS50-03E-16 ....covvvereriieicieeenie, 99
GS50-03E-17 ..oovvviieieieicieeeeee 99
GS50-03E-18 ....cvrieieieiiicieee 99
GS50-03E-19 ...covviiiiiiiiiiiiicie, 99
GS50-03E-20 .....cevvviriiiiiiiciieene, 99
GS50-03E-21 ...oovvviiiiiiiiiiiicien 100
GS50-03E-22 ....cvvviiiiiiiiienn 100
GS50-03E-23 ..o 100
GS50-03E-24 ......ovveieiieieieee 101

GS50-03E-25 ..., 101
GS50-03E-29 ..., 100
GS50-03F-01 ....oovviiiiiiiiiiiiniiees 94
GS50-03F-02 ....ooviiiiiiiiiiiiiiiiies 94
GS50-03F-03 ....oocviiiiiiiiiiiiciiees 94
GS50-04A-02......oovvviiiiiiiiiee 132
GS50-04A-03 ... 132
GS50-04A-04 ..o, 132
GS50-04A-05....ccviiiiiiiiiiiiinnee 133
GS50-04A-06......ccooovviiiiiiiniinninne 113
GS50-04A-07 ...oovviiiiiiiiiiiiieee 100
GS50-04A-08.......oooviviiiiiiiiiiiinns 128
GS50-04B-01 ....ccvvvvvieiiieeee 132
GS50-04B-02 .50 v 112
GS50-04B-04 ... 126
GS50-04B-05 ..., 131
GS50-04B-06 ......... oo .o oo 130
GS50-04B-07 ...coovvvvviiiiiiiiiiiicinns 131
GS50-04B-08.......ovvvivviiiiiiiiiiinns 131
GS50-04B-09.....cccvvviiiiiiiiiiiiiiins 115
GS50-04B-10....cccvvvivriiiiiiiiieinne 130
GS50-04B-11 ....coviiiiiiiiiiiienie 132
GS50-04B-13 ... 129
GS50-04B-14 ....ccvviiiiiiiiiiienee 129
GS50-04B-16 ....ccvvvviiiiiciiiinee 133
GS50-04B-17 ..covuvviiiiiiiiiiiiiiciins 133
GS50-04B-18.....ccvviviiiiiiiiiiiicinns 133
GS50-04B-19....cccvvvviiiiiiiiiiiicins 113
GS50-04B-20 .....ccevviiiiiiiiiinnie 128
GS50-04B-22 ....ccvviviiiiiiiie 133
GS50-04B-23 ....ccviiiiiiiiiiie 130
GS50-04B-24 ......ooviviiiiiiiee 133
GS50-04B-25 .....cvviiiiiieiiee 123
GS50-04B-27 ..o 129

GS50-04B-28 .....ccvvveveeiiiiieeen, 112
GS50-04B-29......ccvvviiiiiiiieeen 128
GS50-04B-30....cccvvviiiiiiiiiiieennn, 125
GS50-04B-31 ..., 128
GS50-04B-33 ..., 129
GS50-04B-34 ..., 135
GS50-04B-35....ccviiiiiiiiiiiie, 121
GS50-04B-36....ccvvviiiiiiiiiiicn, 115
GS50-04B-37 ..ooovviiiiiiiiiiiien, 121
GS50-04B-38.....ccvvviiieiiiiciiei, 121
GS50-04B-39......cceeviiiiiiiiii, 122
GS50-04B-40 ......coovvviiiiiiiiienn, 113
GS50-04B-41........cooevvnriiinen, 113
GS50:04B-42 ..........oiiieni 114
GS50-04B-43 ..ottt 114
GS50-04B-44 .........ooiidevvirii i, 129
(OIS0 L0721 BV 1 W—_——— S —— 121
GS50-04B-46 ......coovvvriiviiiiienen, 122
GS50-04B-47 ....uvvvviviiiiiiniiiinnen, 123
GS50-04C-01 ....coeevviiiiiiiiiiiiieee 28
GS50-04C-02......ovvvviiriiiiniiienee, 116
GS50-04C-03 ....ccvvviiiiiiiiiiicein, 116
GS50-04C-04 ......ooovviriiiiiiiiiee 27
GS50-04C-05 .....ovvviiiiiiiiiiicin, 134
GS50-04D-01...ccvviviiiiiiiiiiicin, 112
GS50-04D-02......coovvvnriiiiiiiiiinnee, 113
GS50-04D-03......ooovviriiiiiiiieee, 113
GS50-04D-04......coovvvnviiiiiiiienee, 114
GS50-04D-05.....ccvvviiiiiiiiiiiein, 115
GS50-04D-06......ccovvvieiiiriiiein, 114
GS50-04E-03 ....ooviiiiiiiiiiicci, 122
GS50-04E-04 ......cooviiiiiiiiiei, 120
GS50-04E-05 ...ooovvviiieiiicieecn 120
GS50-04E-06 .....cvvveveeeieicieecnnn 120

GS50-04G-01...cccvvvviiiiiiiiieennne 135
GS50-04G-02......coovvvviiiiinieennne 135
GS50-05A-01.....coovviiiiiiiiicieen, 10
GS50-05A-04......ooovviiiiiiiiiien, 42
GS50-05A-07 ..cooviiiiiiiiiiiicicee, 11
GS50-05A-10.....cevviiiiiiiiiiinieen, 20
GS50-05A-13 ..., 37
GS50-05A-15....cciiiiiiiiiiie, 23
GS50-05A-16....cceovviiiiiiiiieieee, 33
GS50-05A-23 ... 135
GS50-05A-24 ......oviiiiiiiiiiie 124
GS50-05A-26....ceviiiiiiiiiiicnee 132
GS50-06A-01......ccovviiriiiiiiieenen, 77
GS50-06A-02........oooviiiiiiiiiiiiies 25
GS50-06A-03.....cceviiiiiiiiiiiiiiiene 62
GS50-06A-05.....ccevviiiiiiiiiiiiiiiens 85
GSS50-06B-05.........oovvviiiiiiiiiiiinns 74
GS50-06B-09.......coovvereriiiieienee, 85
GS50-06B-18.......ccovvvviiiiriiiiiieene 84
GS50-06B-20......ccoovviiiiiiniiiiiieene 83
GS50-06B-22 ......ccovvnvviiiiiiiiiiieene 60
GS50-06B-23.......covvviiiiiiiieiiee, 64
GS50-06B-24.......ccocvvviiiiiieiene, 53
GS50-06B-25.......covviiiiiiiiciiee, 74
GS50-06B-26.........oovvieiiiiiicnine 125
GS50-06C-01 .....oeevvviiiiiiiiiiiinnen, 117
GS50-06C-02 .....oeevvvviiiiniiicinnen, 119
GS50-06C-03 ......cooviiiiiiiiiiiiieene 44
GS50-06C-04.......oovviiriiiiiiieen, 45
GS50-06C-05 ......oeovviiiiiiiiieiee 118
GS50-06C-06 .......ooovviiiiiiiicnine 117
GS50-06C-10....ccviviiiiiiiiiieniee 126
GS50-06C-15.....oviiiiiiiiiecieee, 45
GS50-06C-16....cvvvvreeiieinieciee, 45
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GS50-06C-19 ...covvvviviiiieieieieeeeeeeenns 114 GS50-08A-06.....ccuvvvvvererererererernnnns 106 GS50-12D-03....ccevvvirerrierieeieneeenenens 109 GS51-05D-10..ccccviiiiiiiieieieierenenenens 125
GS50-06C-20...cceveverereiereeeneneeenennns 127 GS50-08A-07 ..cevvvevevvrvrerernrererenennns 106 GS50-12D-04....ccovvvverereiererenenenenens 109 GS51-05D-11..cciiiiiiiiiiiiiiieieieeenenes 126
GS50-06C-21 ..ccovvvvrveieierereeeeeeeneenns 127 GS50-08A-09.....cvvvvvvvevererererererennns 106 GS50-12D-05...cccvvviveieienereneneeenenens 109 GS51-07-10 ccceviiiieiiiereieierereieneeerenes 70
GS50-06C-24 .....cooeevvevveveeeeeveeeeenns 117 GS50-08A-10....ccuvvererererererennrennnnns 106 GS50-12D-07..cccvvveveveveverevereeerenenes 109 GS51-07-15 ccoviiiiieieieieeeieeeeeeeeeeeeeees 79
GS50-06C-25 ...coeviveeeeeveeeeeeeeeeeeeeeees 46 GS50-08A-11 ....ovvvveieiererernrnnenennnnns 104 GS50-12D-08.......covvvvevevererererenennns 109 GS51-07-21 ccovvvveveveieieeeeeeeeeeeeeeeeeees 54
GS50-06C-27 .ooveveeeveeeeeveeeeeeeeeeenns 119 GS50-08A-12...cccvvvevevvierererennnenennns 106 GS50-14-03 ...coeveveeeeeeeeeeeeeeeeeeereeeees 25 GS52-03A-05...ccevvvvieiiieieeeeeeeeeeeeeees 12
GS50-06C-31 ..covviiiiriiiiiieiiieieeeeennns 119 GS50-08A-13....civviiievevererereiereianans 106 GS50-16-09 ...covvvviiiiiieiiiiieieieeeeenenens 11 GS52-07-03 ..ccoiiireeeieieieeeeeeeeeeeeeeeees 28
GS50-06C-33 ...coiiiiiiiieieeeeeeeieeeeeeens 126 GS50-08A-14.....covvvvvvvverirerereienanans 105 GS50-18-06 ...covvvvevereiereierereienenenenens 57 GS53-02-01 ..covvvvveveieieieeeeeeeeeeeeeeeees 27
GS50-06C-35 ...ciiiiiiiiieieieeeieeeeeeeeeenns 46 GS50-08B-05.....cvvvvvvvererererererernnnns 105 GS50-18-08 .....cevvvveveieieieieieierenenenens 69 GS53-02-03 ...coiiiiiiiieieieeereeeeeeeeeeeees 32
GS50-06D-02.....cccevvvveeieieiiieneineennns 140 GS50-08B-06 .....covvvvvverererererererannns 105 GS50-18-10..ccciiiiiiiiiiiiieieieneieeerenenens 58 GS53-02-04 ....cooeveviviiieeieieeeeeeeeeeeees 32
GS50-06E-08 .....covvvveeeeeieeeiiiiceeeens 64 GS50-08B-07 ..covvveeeeeeeeeiiicieeeeeeee 105 GS50-18-29 ... 26 GS53-02-05 ...niiieeieiiceee s 31
GS50-06E-21 ...covvivieeeieeereiieeeeees 105 GS50-08B-08........ecevvveervviiicieeeeenes 105 GS50-18-33 ... 72 GS53-02-06 ...eeeevvvieeeeeeeeeiieeeens 103
GS50-06F-01 ...ccovvvvieeeeeeeeeiiieee e 13 GS50-08C-06...ccvvvueeeeieeeeiniieieeaeaens 74 GS50-18-34 ... 71 GS55-01M-04.....ccovvieieeiieeeeeceeen 65
GS50-06F-02 ...ccovvvvieeeeeeeeennnn 14 GS50-09-01 ...t ek e 147 GS50:18:38 .....coeeeeehiteeeeeeeesa e e 12 GS55-05A-06......cuvvvvveenrnrnnnnnrnrnnnnnns 52
GS50-06F-03 ...cooviiriiiiieeeeeeeeee e 8 GS50-09-02 ... ouruuuothannnnnnnnnseeersans 146 GS50-18-43 ... bt bt b 68 GS55-05A-09....cuvvvvierernrrinriieiiiainnnns 31
GS50-06F-04 .....ccovvvviiiiiiiieieiisnrenens 137 GS50-09-06 ...cvvvvvedithiviirererereneniins 145 GS50-19:02 ....covvvvvibitieiiiiiiiebaneen b 67 GS55-05B-31 ...covvviiivivieieriiiiiininnnns 108
GS50-06F-05 ...coovvviiiieieieeeeeees i 15 GS50-09-13 ....oovvve fsbrwmmmmmmmsnns o ves o 141 GS50-19703 evvmmmmns oo bevsmmmmesa@ineeeeenohe 44 GS55<05B-32 ....covvviviiiiviiiiiiiiiiiiinias 93
GS50-06F-06 .....coevvvererireieeeeenenenennns 15 GS50-09-14 ....ooveiiiieieieeeeeeeee 143 GS50-19-08 ....coovvvvreeerrieiieeeeeeeeeeeenns 68 GS55-05B-33 ... 93
GS50-06F-07 ..ccovvvvvririiiieieieeeneeeneenns 15 GS50-12A-01 ..covviiieieveiiieveieeeeeeeee 138 GS50-19-09 ...covvvviirieriiiririeeieeeeeeens 111 GS55-05G-04.....covvviiviiiiiiiieieieieneees 63
GS50-06F-08 .....cccvvvvveririienenereennnnnns 16 GS50-12A-02..cccvvieeeiereieieeeieieieieeee 138 GS50-19-15 ..iiiiiiiiiiiiiiiiieeeeeeeeeeeeeeee 66 GS59-01-02 ..covvevivereieieieeerererereees 112
GS50-06F-09 .....covvvvvrviiiiieieeeeennnennns 17 GS50-12A-03...ceiiiieieivieiereeeeeieieees 138 GS51-02-01 ..covvvvvvieiieeeeieieeeeeeeeeeeeee 87 GS59-01-03 ..ciiiiiiieieieieiererereeeeeees 112
GS50-08A-01.....ccevvvvvviiiieieieneeenennns 104 GS50-12A-08.....cvvvvvvvvrerernrererenennn 139 GS51-05D-06.....ccevvviveiererenenenenennns 127 GS59-01-04 ....ccovveviviiiieieieeeeeeeieees 115
GS50-08A-02.....ccevvvvvvviiieeeieenienenens 104 GS50-12D-01...ccvvvvivevvierernrenerenennns 109 GS51-05D-07..ccvvvvveriieieieieierenenenens 127
GS50-08A-05.....cceevvvvveirieieieneeeeennns 105 GS50-12D-02...ccvvvvvvvvvrererernrererenens 109 GS51-05D-08......ccvvvvveverererenenenennns 127
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5
504 accommodations......cccceeveeeeeeeieieieieeeeeeeeenes 27,28
A
acceptance testing (computer applications)........... 62
access
badges/Keys.....coveeueeereeeec e e id et 74
EMPlOYEE c..eeiieeieeeee e it 81
facility (staff)...cccceceeeiiieeeeeeeeee B b 83
accession/discard (libraries) fu......deeeesiboeenesid 139
accidents/incidents........ see also Industrial Insurance
claims for damages.....cccccceeeeecieeeciieeecciee e, 29
hazardous materials ......ccccccevvvvviveieiiieiiiennnn, 43, 44
traffic colliSioNS......uveeeieiiiciiiiieiiec e, 44, 45
accommodations (section 504).........cccceeveeeenne 27,28
accountable forms .....ccoeeveeeiiciee e 136
accreditation........... see authorizations/certifications
acquisitions
bond/levy/grants.......ccccceeveeeeeecrercceeeciee e, 90
capital asset record.........ccocveeiiiiiciiiieee s 88
[aNd/PropPerty ..cceecveeeeeeeeee ettt e 52
ADA (Americans with Disabilities Act)..................... 27
addresses/passwords (URL) ......cccceevveeeveeencreesieeennns 63
adjudicative proceedings .......cccceeevvveeercrerennnnns 34,35
Adjustment, Board of........ccccevcieeieiiieeccee e 35
adjustments
INVENtOry (SSetS) ..ccvveeeeeeeeeciiee et 73

INDEX: SUBJECTS

to banking accounts.........ccocceeeveiinieinieenieeee 96
tO CUSTOMEr ACCOUNTS ..ecvvveeeieeiie e eee e 91
to payroll accounts ......cceeevvveeeeviiee e, 101
administrative
appeals (Iand USe)....cccuveeecieeeeciieeeeiee e, 34, 35
PrOCEAUIES ... ettt ettt ettt
working files
advertising/promotion..........cceeveeverenenereseeenenens 13
advice
1€8Al . 31
Provision Of ..........ccccueeeeiiiiieiiiiee e, 6,7
advices (remittance) ...t brroee ittt 90, 91
advisory.bodies
COMMUNICATIONS ..o e eeeeeese b bt e, 6
L1 0 =Y= AT Y= T SRR U S S S— 36
aerial photos ....cceeveviiieiei e 11, 12
affirmative action......ccocceveeeiieeniereee e 116
agency
charter/bylaws........ccveecveeeiieeeiee e 10
g0als/objectives........coceevviiiiiecii e 40
historical files......cceevvviivecii e, 14
identity/brand ........ccccveeeeieeiee e 10
informational reports ........cccoceeveienieenieenieeneee 8
liability (risk data) ......cccoeeveeiiiiieeeceee e, 46
(o] ale]deY={ -] o] o I PU 15
policies/procedures........cceeveeeererecveecreeeseeennne. 41
Press rel@ases .....cceeveccuvieeeieeeeeciiieeee e eeecvraeeeen 15
public opinion polls........ccccvivciieeeiiieecee e, 16
publications/forms ........cccceevveeeveeeveesciee e 148
retirement investment contracts ..........ccc........ 115
SCraPbOOKS....ceeeeiiieciee e, 16
SPEECNES .ottt 17

agency attorney

civil topical and working files.........cccccceeviiineenns 28
claims for damages......cccocvveveevieeeicieee e, 29
legal OpiNIoNS......ccccciiiieeiee e, 32
litigation case files ......ccoecvveeiviiee e, 32
agendas/packets
adjudicative proceedings.........ccceeeerruvieneennne 34,35
advisory meetings......coeceevveeeieeiiieenee e 36
governing/executive meetings ........cccoceeveeneenne. 37
inter-agency meetings....ccccccvvveveieieieieieieneneneeennns 38
FEOUESES coviieieieieiiiiiiieieieieieeeeececeeee e eeee e e e e eeeeeeeees 39
staff meetings.......iihevvee i, 38
agreements
bond 10aNS cieeeeiee it 90
capital.assets,(nonreal property) .......cccceevueneen. 18
collective bargaining........ccccceeevveieevieeescieeeens 120
dispute resolution........cccccveeeeeiiiiiiiiieeee e, 123
employee enrollment .......ccccceeeeeiiiiieieeiieciinns 113
franchise ... 18, 20
general (non-capital assets) ........cccceeeeeeeiiveeennnns 19
ANt e 90
interlocal
Capital @SSEtS ..cuvviiiiieeeeiee e 18
emergency/disaster ........ccceeveeeireeeieeccieeenennn 26
BENEIAl coviiiiiiieee e 19
superfund consent.......cccccvveeecieeeicieee e, 66
air quality monitoring ......cccceeveeiiieeee e, 70
industrial hygiene .......ccccovveveciee e, 126
airborne pathogen (training) .....cccceevvvevcveeevcieeeens 49
airport
certification......coeee i, 9
self-inSPeCctions.......cccveeeeciiiceciiec e, 71
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albums/scrapbooks (agency history) .......cccceeeueene. 16
analyses (research) ......ccocceeevieeeccciee e, 8
animal control
Board of Pharmacy registration........cc.ccccecueenee 110
code VIolatioNnS......coccveeiiiiiiiciiec e, 29
AISPULES cooeevieeeiiee e 34
animal exhibitor registrations............ccccceeeecveeeennnenn. 9
ANNEXation ......eeeeeeiiiiiieee e,
announcements/postings .................. see also notices
JODS e 133
Annual Construction Program (ACP)
development ......ccovieerieiniiee e 78
final Version .......ccccveeeeeiiieiiieeeee e 79
annual reports
chief fiscal officer.......cooue i e ereiiibee e 107
prosecuting attorney ..o it 42
special purpose districts ... uaweanr.ee e s diueeasitn 42
trustees (libraries) .....ccoceeeveeeeevivereeceee e, 138

appeals hearings (adjudicative proceedings).... 34, 35
applications
accommodations (Section 504)
authorizations (credentials)..........cccvee...
bids/pProposals .......cceeeeeecieeeieeeireeccee e
Dept. of Retirement Systems (DRS)
EMPIOYEE ACCESS ..vvivrieriiirrienieerieesireesreesaee e
employee recognition........ccceeeveeerceeeeeiieneeenns
employment ......cccceeecieiiicciee e
fire alarms.....oooeeeieiie e
information technology (IT)......ccccovvveeivnnennn.
library patron......cccoccciveeeiiceccieeee e
NOLEWOItNY ...vvvieiiiiicieeee e
planning/review
rental/lease...............
VOIUNTEET i

appointment calendars.........cccceeeevveeeccieeeesieee e, 5
appraisal/appraisal required................... see Glossary
aApPraisals (aSSets) ....coceeeerrieriiiee e e 51,52
apprentice certification..........ccceeevviiiiiicien e, 135
APPrOPriate USE..cieiiieiiiiiiiei ettt 85
architectural drawings .......ccccceeveveveenieeeneenane 57,58

abandoned/voided/defective........ccccccevvreeennnns 149

project not completed
archival......cccocveevcieineeniicceeeen,
as-builts/designed drawings

collections (libraries) ......ccccceevveevveencieesieennenn,
records (transfer)......ccccceeceeveeeciee e
arrangements
charity fundraising events’..........h...heeeeeeeeen. 14
field trips/transportation (MINOrS) .....cieessmemnner .- 46
meetings/hearingsiu.......cveecveeeiiheccbevere e, 39
art
installation/construction .........ccccevevveveevereeveeennen. 58
INVENTOTIS .eiviiieeiee it e e 73
owned by aBENCY ....ccveeeeriiee e 51
as-built/designed construction drawings/plans 57, 58
assessment rolls/ledgers (LIDS)......cccceeeveervrennnnen. 109
assessments (environmental site) ........ccccceevveeenns 53
asSet MANAZEMENT....ccvveiriie ettt 51
assigned counsel certification..........ccccceeveeevvieennn. 110
Associated Student Body (ASB).see Governing Bodies
DYIAWS ..eiiiieeecee e 10,11
certification of election.........cccccevvvcieeeeierecnen, 22
MINUEES/MEETINGS ..eeevveeereieieeceree e 37
atmospheric Monitoring ........cccccveveeeeeeiiiiieeeee e,
attachment (salaries/wages) .....ccccoevveeveevveeennnen.

Attorney General opinions
auctions (authorizations/notifications)
audio/visual recordings

agency general (photos, etc.) ..cccccocvveeecciveeennen. 15
meetings/hearings.......cccocveeevveeceeeceeecneens

SOUICE FECONAS vevvuveeriieerieerreenreesieesreesveesaneens
SUNVEIIIANCE .eviiiie et
systems (installed) .......ccoeeveeeveeeiieccee e
audiometric testing.......ccoeceerieerieeiiieeec e
QUAIES <eveieeiiee e s
fiscal and performance
fuel/pump tank
insurance ................
INternal ..o
State Auditor examination reports..........ccccee.uee 94
trails (IT infrastructure)........ccceeeveeevieeecieeccieeenenn 62
authorization
delegation of authofity...........ccccccovvveeecciieeennen. 95
payroll deductions ..cc......cceeeeiiieeecciiee e, 98
authorizations/certifications
AZENCY EENENAl..uuiiiiiciiieeciiee et 125
assets
from other agencies .................. 9, 55, 65,110, 111
hazardous materials .......cccccevviieeeniieeeeceee e, 65
human resources
general (CDL, EMT, etc.)..ccccceeeciveeeecneeeeneen. 110
hazardous materials handling....................... 111
health care providers .......ccccovvveeeeeiicciiinennnn. 111
automated clearing house (ACH) ........cccoveevveeceeens 96
automated tasks (electronic info systems).............. 85
AVL tracking data (security monitoring) ................. 84
awards/recognition
QEENCY ervvvrvrurerererererererererererererererer————————————————— 13
computer applications.......cccceeeeeiiciiiieeee e 61

employee
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B
B&O (business and occupation) taX.......c.ccceeeueennne 109
backups (public records) ........cccccueevereveeeierisieennnen. 25
badges (employee access)
authorization for........cvevrieiniienieeeeeeee 81
INVENTOIY..oiiiiiiiiiiiees 74
ballots (EleCtioNS)......ccceveveeecreeeie et 22
banking
activities/transactions .......ceeeeveeivceeeeseeee e, 96
master depository contract ......cccoccceveeecveeennnnn. 19
benchmarks (IT system health).........ccccceeevieeennnnn. 69
benefits
contracts/policies/plans ... iitie e, 113
detail report (payroll) ...l et 98
enrollment agreements... i ...cccc oo b ce ey 113
monthly statements (paid) ... T 114
PArticipation .....cccovveviiiiieiii e 113
StUIES/SUIVEYS ....veevveeteeectre ettt 112
bids/Proposals ......cceecveiecieeeiieeeiee e 104
DIlING.cee e 91
AISPULES weeeieeeiiireeee e e 89
appeals hearings ......cccccecveeeeecier v, 34
equipment/vehicle Use.......ccccccevveeeeeceecreecieennen, 91
STUDS Lo 87
bills of sale ...cooovvvviiiiiiiii 90, 91
biographical files........ccoceeeiiiiieciiee e, 13
bloodborne pathogen (training) ........c.ccccccveeenneen. 49
Board of
Equalization/Adjustment (appeals) .........ccueee... 35
Pharmacy (registration/animal control) ........... 110
boards/councils/committees
certification of election........ccccevvvevveevvveevnnnnns 21, 22
Meetings/minutes .......c.ccoceeeeeveeeceeeeveecineeenns 36, 37

oaths of office....ueeiieiiciiiiiiiiiie, 23,24
boilers/hot water tanks (permits/inspections)....... 55
bonds

COUPONS (FEVENUE).....eeereeriieeereesteeeiveesreeesaee e 90

officials (elected and appointed).....c..ccccevueee. 130

projects

financial documentation .......c.ccceveevcieinnennnns 90
PIANNING...eiiiieee s 103
(1] oTo] o £ TN 107

statement Of ....covceeviiiniieccce e 92
brand (AZENCY) .oovvevueeveeeieieeeteeee e 10
bridges/roads......... see also County Engineer records

awards/recognition ......cceceeeeeeererinieseeeeeenenn 13

construction/design/planAing ....%....cleeveeveennen. 58

INSPECLIONS . hoteieieieeaderteee e e Moo et 69

MAaiNtENANCE ...t eerraeeieereeesathenetaseeeeenns 75,76

traffic. Monitoring.....ch .. ieeeeidlo e e 71,72
brochures (agency publications).........ccccecveeeeueennn. 148
budget

ABENCY ceeniieeeeeetirne e e e e e rere e s eer e e e e reren s 97

1eVIES/DONAS .. 103
build guides (Network) ........ccceeeecveeiiciieecieee e, 63
building

ACCESS euetteeeeeeraiiereeeeeeese sttt eeeeeeesnnrer e e e e e e e sennnneee 81

code VIolatioNns.......coccueeviniiiiiiiic e, 29

CONSEIUCTION .. .eiiiiiieiee et e e e e 58

(o1 ] ) 1 = [ oL £ J PP UPRPPPRN 18

INVENTOTY...eiiiiiiiieeeee e 73

MaAINtENANCE....ccevvvieeeeeeeeeeeceeee et eeeees 75,76

PEIMIES. .ot 55

SECUIILY wrvvvrvrererererererererererererererererererererere.. 83, 84
business

hours/addresses ......ccovvveeeiiivecieveeeeeieseeeeeeeen, 148

license inspections/violations..........ccccccveevveenneen. 29

taxes (B&O)....ceeecieieieiee e 109
bylaws (agency & decision-making bodies) ............ 10
C
calendars

agency publications .........cceeeeeiiieiciiee e 148

APPOINTMENT ..eviiiiiiiiiiiieiiieieiiir 5
camera-ready artwork ........cccceeeveerieeeneennne 136, 137
campaigns (charity fundraising) .........cccoccevveerrenenne 14
cancelled (and voided) checks

for capital assets constructed by the agency ..... 90

for general expenditures ...........ccceeeeeevieeennns 91, 96

NSF (non-sufficient funds) ........ccccoeeeeciveeiinneennn. 89
capital assets/projects

contracts/agreements .........cccceeeeveeeeueeeireeenneeenns 18

financial documentation (bond, grant, levy

o] o [=Tot 4] PR 90

IMProVEMENTS ..oovviiiiriiiiiiee e 58

INVENTOTIS ..ttt 73

plans (not completed) .......ccccceveeeeeciiieeeciiee e, 77

tracking record (for State Auditor) ........ccc.uc..... 88
car parts disposal ....ccccvveiieiiiiiie e 67
card keys

authorization for........cceevviiieiiiniieeeeceeee 81

INVENTOTY...eiiiiiiieeeee e 74
case files

agency Civil Service ......ooccvvveeeeeeeeccivneeennn. 121, 122

appeals hearings......ccceecvvveeeeeiieccciiieeee e, 34, 35

Civil Service CommisSion .......cccceeevvveeeeniiieeennnen. 34

employee assistance........ccoceeevceeeercieeeecieeeees 113

financial disputes/collections.........c.cccceeevvenen. 89

litIgAtioN . ceeeee e, 32
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workplace Violence.......cccoccvveeeecieeeccieee e, 124
cash (receipts/reports/summaries/petty) ........ 90, 91
catalogs

agency publications ........ccceeveiiiiineenieeneene 148

library collections ......ccccceevecieiinciieeeniier e, 138
catering arrangements.......cccoccveviiieeeiniieeeninne 39,47
CDL (commercial driver’s license) .......cccueeevvveenne 110
CDs/DVDs/videos (agency publications)............... 148

census records (Office of Financial Management) . 10
central stores

rate Setting ..occccveveveeeeiiieie e, 102

SUPPIIES draWwn ..c...eevvieeieeieeeeeeee e 86
certificates

bond isSUANCE ....ccovveeeeeree ol 103

bulk Mailing .....ovveiieeee B e b, 140

deliNQUENCY ..ocoeeveeiieeeer e st e 31

destruction

hazardous materials
public records
iNSUrance .........ccee.....
IRS (withholding)
naturalization (copies)
title (VENICI®) uueeeeiei e
certifications ....see also authorizations/certifications
hazardous materials/dangerous waste .............. 65
of elections
DY @BENCY oo 22
by regulatory agency......ccccccevevceeeeecieeesnnenn. 21
certified mail (logs/return receipts)......ccccccuveeneeen. 140
charity fundraising ......cccceeeeeieeiiiiieeeee e 14
charter
agency/council/committee
computer applications....................
charts (organizational) ......ccccccveeeeiieeecciee e,

checks/warrants
numerical listing .....cccceevevver i,
original paper/imaged ........ccocceevviveeieerireeeineeenne

chemicals (inventory sheet)
chief fiscal officer (annual report)
chronological reference file.....

circulation (libraries) ......ccccceevveerveescreeniee e
citizen complaints/requests.......ccocvevererererereennns
civil
asset forfeiture hearings. £4......... 00 ...l 34,35
rights
comMPlianCe ...l evie et e bt e 28
violations/complaints ..o . ... besssrmssmmesss « 27
service
agency case files.....cocceveeincci i, 121
examinations/eligibility journal.................... 132
service (agency case files)...
suits (involving agency)......cceceeeeevciveeeecieee e,
topical and working files.........ccccceeeiiieeeiiiieeeenns
Civil Service Commission hearings/case files.......... 34
claims
costs reports/statements .........ccceeeveeereeeennnnne. 117
JaMAEES..ccvieeeeiee et 29
disability/health/welfare........cccccccevveerereernnnne. 112
FEMA (disaster/emergency) .....ccceeeeevveerveennnnnne 26
unemployment insurance..........cccceeeeevenvvneennnn. 115
workers’ compensation .........ccccceeeeeeinnnes 118,119

client service agreements
code
ACCESS (SECUNLY) vrererrreeeeriieeerieeesireeeeseeeeeeneeeas 81

official/municipal.......ccccoeevvveriiiiiiecee e, 137

souce (applications) .....cccccveeeecieeeccieee e, 62

violations/enforcement......cccccvveeeeeieeviinveeneennnnne 29
collateral security (bonds) .....cccceeveeeiieeveeiiieesieens 92
collection agency reports........cceceerieeeseenseenneennne 88
collections

libraries

non-real property....

real property/facilities..................

collective bargaining...
combined excise taX....ccovvverevrvieeeeniiiee e
communicable infectious disease (training) ........... 49
communications

governing/executive/advisory .........cccoceeereeereennenns 6

NON-EXECULIVE .........ludiiiiieieee e 7
commute trip reduction...........oeeevvveveeenennnne 112,115
complaints

CITIZEN et

civil rights violations ...

employee (workplace issues)

compliance (Civil rights) ...cceevcieeeeiviie e
computer software

design/implementation .........cccceeevveeeeeeiiveennneenns 62

NOLEWOItNY ...vviiiiieiiicieeee e, 61

Planning/reVieW........cccuveeveecieeeieecie e 77
concession supplies (inventories) .......c.cccceeveveeennns 73
CONAEMNALIONS ..vevieiiiieciiee e e e 31
confined space

atmospheric Monitoring.......ccccceveccvvieeeeeeicccnnns 70

(012150 411 £ PNt 125
conservation

public records

FEDATES ...t
Conservation Districts
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certification of election........cceceevieenveinienniiennne 22
Consolidated Omnibus Budget Reconcilation Act
(COBRA) ...ttt sttt 112
construction/modification
as-built/designed drawings/plans ................ 57,58
CONTIACTS ceeviiiiiiiiiiiiiiiiiieiiieie ettt 18
PEIMILS. ittt 55
PrOJECES coviiiiiiiiiiii 58
not completed........ccccvveiviiiee e, 77
consultant/contractor rosters........cccceevveveeveeeeennn. 104
consumable assets inventories........ccecvveeeeiieeeennns 73
contested-case proceeding......ccccccevveerveeenieennieennne 35
contests/events (agency-sponsored)............cceu.... 13
continuing education
completed by employee ... ccvveeaiitieeeennns 135
provided by agency......ccocceeeiveeeesitberecintee e e 48
contracts/agreements
bond/grant/levy projects (non-capital).............. 90
capital assets
NON-real Property....cccccceeecceeeeerceeeeesiee e 18
real Property .....oeeeeceeecccee e eeeee e 52
EMPIOYEE .ottt 129
asSiStanCe Program .....evveeveeeiiiieiiieieneieeenns 113
beNefits v, 113
franchise ..oocvevveevcii e 20
oL T=T - | PSPPSR 19
hazardous materials (abatement/remediation) . 66
IT applications (noteworthy) ........ccccceeeveecveennen. 61
retirement system investments ...........ccceeeel 115
coNVersion (records) ......ccoceeeeceeeeecieeeeciieeeeieeeenns 142
copies
duplicate/secondary........cccceeevveeeveeceeeiveeennen, 149
informational ......ccccccovviiniiiiniinee 148
copyrights (owned by agency) ......ccccceecveeeeiveeenenns 51

corrective action (employee).......ccceeevvvenne 122,123
councils/committees/boards
COMMUNICALIONS .eeeeiieiiiiiiieee e 6
€leCtiONS .ooiiieieeee e 21, 22
Meetings/MIiNULES ......cccoveveeeeieriee e 37
oaths of office....ueeiieiicciiiieiiee 23,24
ordinances/resolUtioNS.......cccevvvveeveveeeeeeererianees 33
County Engineer records.......cccevvveeeeeeeviniveeeeneeennne 53
court orders served on the agency .......ccccceevveeennes 30
criminal history/background checks............. 130, 132
critical (sensitive) area designation ...........ccceeeueenn. 56
critical materials list......ccceeeieeiiiiiiiieceeccieeeee e, 67
cumulative leave (employee).........cccocvveevueennenne.. 112
curriculum development(training)..a......... 47,48, 49
custody (publicrecords).......clmmm vvee e bt 147
D
DAD (Early Destruction of Source Documents after
Digitization) ..cc.eeeeeeiieeeeiee e 147
daily cash report .......cocceveeeeiiieiciieee s 90, 91
damages (claims for) .......ccceeeiiieeeciii e 29
data extracts .....ccceeevveeeieiiee e 149
day files (chronological reference files) .................... 5
decision-making bodies (meetings/hearings)... 34, 35
deductions (capital asset record)..........ccceeevveevueenns 88
Lo L=Y=Ye LY A {11 L=Y ST RRRRPRRRN 52
deferred compensation benefits (employee)....... 113
delegation of authority ........cccceiiiieiiiiiiiiee 95
delinquency (certificates of) .....cccccoveeeeiiieeeiiiieeenns 31
delivery (Mail) ....ooeeeeiieecee e 140

Department of (state agency)
Labor and Industries

boiler vessel report ........cccccveeevcieeeecciee e, 55
industrial insurance reports .........cccceeeeuvenn. 117
self insured employer certification .............. 118
Retirement Systems (applications/reports) ..... 100
Revenue (unclaimed property).......ccccceeun. 93, 108
deposits/withdrawals (banking) ..........cceceecereeennee. 96
depreciation (capital asset record) .......cccceeeevveeenns 88
design (agency forms/publications)...........c.......... 136
designations (ASSEtS)......ccvvveeviieeeeiiiiee e e e e 56
destruction
hazardous materials .......cccccevvveereniieeineeee e, 67
public records ......cocuvervieeniieniennieeneeeee, 145, 147
development (computer applications) ................... 62
diagrams (NetWork)......ccveeeveecee e 63
digital voice messages/voicemail..........ccccccvvennee. 149
digitization of records ... ....ccccvvveeeeiieeeiieenn. 142, 144
dinect. deposit rmmsssinr vvrreee e 98
directory/roster (employee) ......cccccveeveevreevecnnnne. 129
disability/health/welfare claims ........c..ccceeevennnne. 112
LEOFF .. 117
disaster preparedness/recovery ..........coceeveeereenenns 25
damage declaration statements........cccccceeeunnnes 26
public records (backups)......ccccceeeeeciveeeeciieeennen. 25
re€SPONSE/IECOVEIY ....cccuveerveecreeerreeereeens 26,43, 66
discipline (employee) ......cccceevcvieeeecieeeccinennn. 122,123
disposal
QUCEIONS Leeeieiiiiiiieeee et e e e sierre e e e e s 64
capital asset record........ccccceeeevieeeviieeecniiee e, 88
hazardous waste/materials .......cccocvveevvvererinnen. 67
permits (hazardous waste) .........ccccveeeecvieeennneen. 65
disposition.....ccccveeiiiiieciee e, see Glossary
Disposition Authority Number (DAN) ..... see Glossary
disputes
anNimal CoNtrol.....ceeviieeiiiiiieee e 34
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DIING v 34
financial (and collections) .........cccceeveveeeeiieeennns 89
real Property....cccccccveeecceeeeecee e 31,52
resolution agreements .......c.ccceeceerveeniieennieennne 123
union (case histories).......ccccveeeeceesieescieesieennns 120
distribution of expenditures .........cccceevveeriienneenne 88
ditches/surveys...... see also County Engineer records
MaAINtENANCE ....cceveiieeee et e e e e 75,76
donation of public records.........cccccvieeiciieeeniieenn, 147
drafts (preliminary) ....cccccove e, 149
drawings
abandoned/voided/defective......cccccevvveeernnn. 149
agency jurisdiction.......cccoeveeeeeeiiiinieeneene 11, 12
as-builts/designed ... b 57
drinking water monitoring ... e vececviiesiiieeei e 70
driver’'s lICENSE «.uuvivieirieerie s e erve bbb e 110
Drug Enforcement Agency (DEA).license ....ou....t.... 9
drug license (Drug Enforcement Agency (DEA)) ....... 9
drug/alcohol tests.......cccvvevveevieecieeiecrecee e 129
duplicate affifavit/bond .........cceeveveeieenieiicieeeene 87
duplicate COPIES ..evvvrriieiiiee et 149
duplicating/printing services rate setting............. 102
E
Early Destruction of Source Documents after
Digitization (DAD) ......ccoceevreeevreeecreeecreeennen. 143, 147
easements
granted by agency ......cccoeeeciiiieee e 52
INVENTOIY ..ot 73
received by agency .......cccceeeeeeiiivcceee e 18,51
elected officials
certification of election.........cccevvvvevvevevevennnnns 21, 22

COMMUNICALIONS .eeeeieiiiiiieee e 6
0aths of office...ccceiviiiiiiiiiiie 23
elections
certified by a regulatory agency ........cccoceeevueenne 21
held and certified by the agency ......ccecvevennenn. 22
held by the agency.......cccoceveiieiiiiinieiiceeeee, 22
initiatives/referenda/recalls.....ccccccvevevevevnvneeenn. 23
electronic funds transfers (EFT) .....cccccevvveeeeivieeeenns 96
Electronic Imaging System (EIS) .......cccceeeenees 143, 147
electronic information systems
applications
design/implementation..........ccoceeceveeerceennnne 62
NOLEWOIthY.....c.eeiiiiiiiiiiecc e 61
planning/review ..h.... 4 i et 77
automated/scheduled taskSmme. . ... ... lederssssnnnne e 85
backups (disaster preparedness/recovery) ........ 25
employee access/authorization....... .. cusmmsess . 81
helpdesk requests........ccceveierierieiinienniieseeeee, 85
infrastructure (audit trail)......ccccccvevvveeceieneeenen. 62
IT hardware maintenance............ see Work Orders
network design/build ........ccccecvevverenienvnineennn, 63
online content .......oocceeiiiiieiiniiec e 146
real time performance..........ccccceevcvveeeecieeccnnen. 69
SECUrity MONItOring .........vvvvvvvvvivveveverererennnnns 82, 83
electronic records
CONLIOl it 146
CONVEISION 1iiiiiiiiiieeeeeeriiireeeeeeessiereeee e e s ssinnnees 142
AeSrUCTION .uveeeeeiieeceee e 145
disaster preparedness backups .......cccccceeeiennnnns 25
forms/publications ........cc.cccvveeevieieeenee e, 148
from external SOUrces........ccccevvvieeennciieeenineen. 148
MIGration ...cooiviiiiiiiiiiiee 144
ONIINE it 148
online content ......coccveeveinieeniienieeee e 146

retention/dispostion.........cceeeveeeiveeeeeeciveenneens 147
secondary/duplicate.......ccceoveeceeiiieecieeccieeeneen, 149
SOUICE FECONAS .evvuveeriieerieerieesreesieesreesveesneens 143
transfer of legal custody .......ccccceeevieiniieniennnee. 147
TrANSITONY coviiiiiiiirce e 149
elevator pPermits........ccoeeeveeiiieeseenieeeee e 55
eligibility list (employment) .......cccccvveevcieeeecieenn. 132
email
AAArESSES . vveeeeiiiie ettt 148
unsolicited/spam .......ccceevveeeieenieeiie e 148
emblems (agency identity/brand) .........ccceceeeveennene 10
emergency
contact information.........cccceveeieeeiiieeeenciee e, 25
information (MINOM.....ccovveeviieiieceecee e, 46
medical technician (EMT) certification
completed by employee........ccccceevveeennenn. 110
training provided by agency.........ccccevvveennnenn. 48
planning
contact information .........ccoeeeeeeiiieeenciee e 25
fire safety drills.....ccocveeiiiieeee e, 126
preparedness/recovery plans ........cccccueeueene. 25
response plan......cccocoeeeei i, 68
purchasing authorization........ccccccceeeeiecinnneenn. 105
re€SPONSE/IECOVEIY ....cceveerreecreeetreeereeens 26,43, 66
Emergency Planning/Community Right-to-Know Act
............................................................................ 66
emineNnt domMaiN......cccueeieeeeeriiee e e e 31
employee
access
fACHlitY oveeeeee e 83
networks/systems/data .........ccceeeeeeeeveenneeens 81
aSSIStanNCe Program..........eeeevevvvvevereeererenerenenenens 113
assistance program (EAP) .....ccccovevvcveeeecveeennns 112
AUdiOMELriC teSt cvvvrveerieereeeiec e 125
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aWard files ..ooovevieerieie 129
criminal history/background checks................. 130
cumulative |€ave........evveeerieenieeiieeeeeeeeene
directory/roster .....covevieeeeeeeeecieeeee e
disability claims.......ccceevveiiiiiniiiiieceeeeee
drug/alcohol testing .......cccecveveerierenenereneenens
emergency contact information
emergency plans.....cccoveeveieenieennne
enrollment agreement ...................
E€rEONOMICS wuvvvvvvvvvrernrererererererererenens
exposure (to HBV and HIV) .......ccccvveeveevieecnnenne
BIIEVANCES ...evieeiiiie et
APPEAIS ettt
health/safety (industrial hygiene monitoring) . 126
medical records
employed less than 1 year ........a...0L..........
general oo e B
hazardous materials exposure
MISCONAUCE ....evrvieeieiiiieriec e,
summary report ...
pay history .....cccceveecieeencieee e
payroll deductions (charity)......ccccccvveeeeiieeennnnenn.
performance evaluations........cccccevveevcreeniieenas
personnel file.......ccooeeeiiiieciiee e,
retirement benefits .......cccccevveevieeiniennen,
Fght-t0-KNOW ....cooveviiiiiiiii e,
SUgEEStION files c.uvvviviieeicieee e
TEMPOrArY cceeiieieeiee e
training history .....ccccceeeeeeciiieeee e
work assignment.......ccccooceciiieeiei e
employee assistance program (EAP)..........cc........ 113
Employee Right to Know Implementation Plan...... 68
employer certification (industrial insurance)........ 118
employment

applications

eligibility «ooeeeeieeiie e
INQUITIES 1.ttt
INTEIVIEWS ..o
requisition/personnel action request
encroachments (real property disputes)

ENErgy USABE ...ccvvveervrereveernens
enforcement (code)
engineering specifications .........cccocveeeeiieeennnne
environmental
chemicals list ..ot i e, 67
MONILOLING . hoteieeeieeaderteee e e B eeeee bt 70
pesticide spray application documentation ....... 68
site.assessments
ABENCY PrOPErtY covvereriieiiieeereice e 52
asset Not acquired.......occvveveeverevcieeeesiiee s 53
equal employment opportunity complaints........... 27

Equalization, Board of (appeals)
equipment

auctions (disposal) ......ccccccvveeeecieeeiiieeeeceee e, 64
DIlING weveeeeeeee e 91
boilers (inspection reports) .......cccccveeeecveeeennnenn. 55
CheckoUt 1085 ...covveiriiiieenieeeee e 86
disposal (auction/sale/salvage) ........ccceevevennnn. 64
iNstalled ......oooevvieeeee e, 60
maintenance (history/reports) ........ccccceueeun. 75,76
safety analysis.....ccccceeeeiiiiieiec s 69
sale/salvage (disposal)......coeeeeeecreeeveeeireeeineeenns 64
statistical reports................ ... 86
surplus/sed property .64
USE eeieiee e et e et e e e s e s e e e s e e 86

ErEONOMICS eiviiiieiiieieeereeeeerererererererereeerererererereneeens 126
€SCrOW agreemMent .....cvvvvviiiieiiieieiieeieeeeeeeneneeenens 18, 19
essential records.......ooceeeviieeccieeeccneeenn, see Glossary
JISES 1ttt ettt 25
event logs (electronic info systems) ........... 82, 83, 85
events/contests (agency-sponsored)..........ccceeunene 13
EVICTIONS 1ot
excise taxes
executive.......... see also Governing/Executive Bodies
communications (internal/external) .................... 6
MEETINGS «.eveeeeiiriiee et 37
Proclamations.........ceevveeniienieinieeneee e 15
SPEECNES ..o 17
expendable assets iNnventories.......ccccevcveeeeriieeennns 73
expenditures
distribULioN sl .veee it
estimates . bt oo
transactions/reports......ccoeererereeerceenennens

eye injuries (workers’ comp)

F

facilities
as-builts (architectural drawings)
project not completed .......cccceevvieeeeiiieeinnen.
boilers (inspection reports) ......ccccecveeeeecvveeernneen.
CONSEIUCTION ....eiiiiiieeee e eeriiireeee e e e
engineering specifications..........cccccceeeeeennn.
fire alarms (applications) .......cccccoveeeeiieeeeiieeeennns
installed systems/equipment .........cccceeveeenveennee.
plans (IonNg range) .....ccceeveeeeecveeeeceeee e
FENTAIJUSE et
safety
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INSPECLIONS .ooveiiiiiiiiii
maintenance

ValUBS ..o
feasibility studies (computer applications)....... 61, 77
Federal Fair HOusing ACt ..........cooceevcieenneeniienieenane 27
fees (impact) —rate setting......ccoceveecerieenieneenne. 102
FEMA

ClAIMS 1ottt 26

flood Permits .....ccvveeecieee e 55
ferry authorizations (USDOT)......ccceeiveeeviieeeeireeeenns 9
field books (land sUrvey)......cccccevveeecieereveennnenne 11, 12
field orders......cccovveeeeeeeeccceeeee e 90,91
files classification .........ccocvvveeeieeieecciiiieeee e, 146
final budget.......cooueeeevnn b 97
finance officer/treasurer repottSuu...........een...... 90, 91
financial

AISPULES weeeieeiiireeece e e csion s o 89

planning (levy and bonds) .......cccceeveercieeiiieenns 103

FEPOIES c i 107

transactions/statements/reports................. 90, 91
finding aids (public records)......ccccceevvvveeeiverennnenn. 146
fingerprinting (employee/volunteer).................... 132
fire and life safety

alarms (applications) .......ccccceeeeeeeicieeeeciee e, 55

code VIolatioNns.......ooceeeeriiiiinriiec e, 29

AFllS et 126

equipment (Maintenance).......ccoccveecveeevveene 75,76

hydrant ..o 58

permits/extinguishers/inspections..........cc......... 55

prevention plans........ccccceeeeieeiiiiieeee e, 25
fire fighters (LEOFF) ....oeieeciei e, 117
fixed asset iNVeNtOries ......cccvvvvvvvvvvvvverererennnennns 73,74
fleet (vehicles)

accidents/inCidents......cccvvvveeeeeivecieveeeeeeenenns 44, 45

DITING e 91
checkoUt 1085 ..ccuvvviiiieeeee e, 86
disposal (auction/sale/salvage) .......cccceevveecueenne 64
maintenance (reports/history) .......c..cccue..... 75,76
safety analysis......ccooeeeririieiriee e, 69
statistical reports.....cccccvvviieeirciee i, 86
USE eiiteeeee ettt e e e e st e e e s e s e e e e e e e e e nnnreneeeeens 86
food/beverage permits......c.cccceevveeceeevireceeecveennee. 9
forecasting
affirmative action ......ccocceevieeniieiiienee e, 116
ASSEES tereeieie e e 78,79
DUAZEL ...t 97
foreclosures (deeds/mortgages)........ccocvvveeeeeeenennn. 31
forest practices permitsa.... 4 oo, 55
forfeiture hearings (assets) ... e e vvees tevunnanns 34, 35
forms
accountable ..o b e s e 136
creation/master set (agency-created).............. 136
naturalization (1-9) ......coovveveeevveeceieeeeeee e, 132
supplies/blank .......cccceveevievieneenieieecre e 148
franChises ...ccuveevcieeeece e 20
granted by agency .....cccceevviiiieei e 20
proposal declined .........ccccoeeeveiiiieiee e, 20
received by agency .....ccocceeeiieiiiiieee e, 18
Fraud. .o 123
fuel/oil storage
INVENTOTY...eiiiiiiiieeeee e 73
MaINtENANCE .....cevvveeieeeeeeeeee e 75,76
regulatory authorizations.........ccccceeeeeeiciiinnenn.n. 55
Usage/dispersal.....ccccceeeeeeceeecieeceeeeee e 86

G
garnNiShMeNts ....oceeviiiiiieniiee e 100
general information (external)........ccccceevvievveennen. 148
general ledgers ......ooccvvveieciee i 92
geological data/geotechnical reports......... 11, 12,52
goals/objectives (working files) ........ccceeevverirvennnenn. 40
governing bodies
COMMUNICATIONS .eeeeiieiiiiiiieee e 6
EIECHIONS .eeieei et 22
MEETINGS et 37
GPS tracking data (security monitoring) ................. 84
grants
applications (approved)........ccccceevviieeecciieeeennen. 90
applications (not approved) ........ccccveeeevveeenneen. 92
CONTINUING .ioteeeieere i 107
financialidocumentation........cccccveveceeeencieeennns 90
Project rePOrtS..cccieeieciiiiieeeeeiriiieee e seieeeeenn 107
grave markers (inventories) ........ccccecvveeeecveeeeciveennn. 73
grievances (employee) .....ccocveeccieeeeciieeceeieee e, 122
APPEAIS. .eeeeeeee i 34
groundwater monitoring ......ccccceeeevvvveeeeeevecninneennn. 70
H
hardware (information technology) ........ccuue.u..... 63
harmful physical agents (training) ........ccccccveeeuneee. 49
hazard assessment.......ccccevvvieeieriiee e 127
hazardous materials/waste
accidents/incidents.......cceevvveveeviivciireeeieeeeenne 43, 44
authorizations received by agency .................... 65
chemical inventory ........cccoveeeiiiicciiiieeee s 67
destruction/disposal.........cccveeeeeeiieeecieenireeeeeenns 67
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emergency response plan......cccccovcveeeecieeeennen. 68
handling (authorization/certification) .............. 111
inspection/test reports........ccceeeeeeveeecreeecreeennen. 67
1] PP 67
management plan.....c..cccocceenieniicinieniec e, 68
PEStICIAE SPray ...ccivecieiieiiee et 68
Fght-to-KNOW ......ccccvviiiiiiieicee e, 68
safety data sheet (MSDS) ......cccoeeevevveeeecieeecnnen. 67
training
agency provided........occcvvieeieiincciiieeee, 48, 49
certification .....ccveveveviei i, 110
health benefits (employee)........ccccevveriennnne 112,113
health insurance participants ..........cccccceecveerneennne 114
hearings (adjudicative proceedings) i............ 34,35
ArrANEEMENTS .ovvvvvvvvvreveeeee s iErwnas e eeeeeeehadeesererenetn 39
hepatitis B virus (HBV) .....ccoiivreeeeies it it 126
heritage designations............i Beeesfonreee e oot siln 56
HIPAA (Health Insurance Portability and
Accountability ACE)......cceeeueevvveeeeeecreecieeeeireenes 27
NIFING e e 132
historic property designations............cccceeeeverernnnn. 56
historical files (ageNCY) ..ueeeveveeeeeiieecee e, 14
historical treasures (inventories) .......c.ccccecveeeeunenn. 73
hold harmless agreements..........ccccceeevuvvnenennn. 18,19
holiday NOtiCeS......ccuviiiieiieeiceee e, 149
human immunodeficiency virus (HIV)........cccue..... 126
HVAC PEIrmMItS..cciiiiieiiiiiiiee et 55
HVAC systems (installed) .......ccccoceeveeeveeeceeecieeenen. 60
hydrant (fire) .....eeeeciee e, 58

IDEA (Individuals w/ Disabilities Education Act) 27, 28

imaged cash letter (ICL) ....ccccvveeecveeeciee e, 96
Immigration and Naturalization Services (INS)..... 132
impact fees (rate setting)........ccceeevvvevvveeeeiciee e 102
improper hiring decisions .........cccceceveveeriieeneenae 122
improvements
capital asset record.........ccoceeeveeniiiennienieeeneene 88
[EVY ProjJECES.....uvieeeeiieie ettt e 58
incidents/acCidents .....ccccveevveeevveeeeeeeeeeeereeeeenn 44, 45
hazardous materials .......c..cccoevvuvvererceiieiinnnnns 43, 44
INCOrporation .....cccccevviiiiiieees 11,12
indigent defense certification ..........ccccceevieeineenne 110
industrial hygiene ........ccooceviiininiiiieeceeee 126
industrial injury/insurance
Claim10g. ..o i e 117
L&L ClaimsS. .. oeheseeeiendoneeeee oatiimmmaseeeee s sunnnee 118,119
10 IEY oYoT o € S R N 117
law.enforcement/reserve officers (LEOFF.1)...... 117
SEIf-INSUIEd ..oeeieeiee e 119
volunteer fire fighters/reserve officers ............ 118
information technology (IT)
backups (disaster preparedness/recovery) ........ 25
infrastructure (audit trail).........cccocevveeeecineennnen. 62
network (design and build).........ccccveeeeciieennneen. 63
systems (installed) ......ccccccvveeeecieeiicieeeecee e, 60
informational
(o0 o =TT USRI 148, 149
reports (AZENCY USE) ...vvvvereereeerieeieeeeeeeneeeneeeneens 8
initiatives/referenda/recalls .........ccouvevvveererenrneennen. 23
iNJUFIES .o see also accidents/incidents
occUPAtional .....uvvieeiiieiiee s 127
inquiries (employment) .......ccccoeeeiiiieiiiieeeciiee e 133
inspections/monitoring.......... see also authorizations
bridges/roads........ccceevveeniieeniiiescee e 53,69
business liCENCE ....cvevrvieriiieiieeee e, 29

documentation .....ccocveeveeriiieeiee e 55
facility safety...ccccceeiccieece e, 55
fire extinguishers/systems........ccccocvveecveecivvennnennn 55
hazardous materials .......cccccevviieeiniieeeniiee e, 67
hazardous materials/dangerous waste .............. 65
HVAC ... e, 55
insurance/safety/fire .......ccccevveeieecieecieecieenen, 55
NOt rEQUIrEd....uveeeeeiieiieeeee e 69
required
environmental.......cccveveiiviieeiiniiiene e 70
non-environmental ........cccoecevveeeeeiienicinnnennn.. 71
insufficient funds collections .........ccccccceevveieeeinnen. 89
insurance
AUAITS/SUMVEYS oo B 45
employee benefits ... ..ocoveeeiiiiiiiieeeeee e 113
POlICIES 1otk 45
Premitm COSES vummfteriiiiiiiiiiiieieieieieeeieeeeeeeeeeeeeeeeens 45
safety/fire iNSPections .........cccccveeveevveeveceenreennen. 55
WAIVETS .eitiiieeteeeieriiirteeeessesirereeeessssnnbreneeeess 18, 19
workers’ compensation ........ccceecveeeecieeesiieenn. 117
intellectual property (owned by agency)................ 51
interlibrary loans.........cccccee i, 139
interlocal agreements.......cccoeccvveveeeeieniciinneennn. 18,19
emergency/disaster response/recovery............. 26
internal agency procedures ........cccccceeveeiiiieeeeeeeenne 41
Internal Revenue Service (IRS) ....cceeeeeevveeeecveeeeennnen. 99
internal service fund rate setting........ccccceevvvevennne 102
international money transfers (IMT) .......ccccevenneen. 96
internet/intranet
content MaNagemMeENt . ........uvvvvvvvvevevereverererennnnn 146
Internet Protocol (IP) addresses........cccccceuuneee.. 63
WeEb addresses .....uveiveeiiiiiiiieeeniee e 148
web applications.......ccccceeeevieeeecciiee e, 61, 62,77
interviews (employment)........ccccecvveveveeeencieecenns 133
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iNtrusions (SECUrity) ....ccceveevcveeeeiieeeeeree e, 82,83
inventories

fixed @SSt .cuiieieiiieeie e
Keys/Dadges.....coeieieierieereeeee e
materials/equipment

public records ...........
surplussed property..

year end rePOrt......ccoceeereeenieeiee e
investigations
accidents/incidents......cccooovveeveeeeeeeirieeeneeene 44, 45
hazardous materials.....4 ... iitier s 43
employee misconduct ........meneeeeernieen.. 122,123
equipment/vehicles safety...........ibecietieecneen e 69
WhistlebloWer ........cooveeei i B sahns oot 123
INVOICE tOTalS/TaXeS .uiiiieeeeieeriee et 87
Irrigation Districts ............. see also Governing Bodies
certification of election.........ccccevevcveeeecierennnnn. 22

IT rate setting

K

keys/card keys
authorization for.......ccccvvieiiriee e, 81
inventory

J
job
ANNOUNCEMENTS ..eevviirirriiiiierereierererereeerereeeeeraeee 133
descriptions ......cccveeeecieeeeeciee e 131,133
junior taxing districts (annual statement)............... 42
JUNK Mail/SPam ....ocuveeeieieieecee e 148
jurisdictional boundary ........ccccovveeeiieeiciiinnen.n. 11,12

reference maps/drawings/photos............c......... 12

L

Labor and Industries, Department of

boiler vessel report ...55

PAYroll report......ccccveeeeciee e
land

disputes/condemnation .L.........ihecccidevee e 52

survey field books............ccceiiiiien e, 11, 12

use

codewiolations ... 5.t L. 29
permits (from other agencies) ........ccccveeeueennne 55

VAlUBS ittt 52
landmark designations........c.cccouvvveeeeeeiciiiiieeeee e, 56
law enforcement officers (LEOFF ) 117
1€aKING PIPES .eeveveieiieeiei ettt
lease

ABIrEEMENTS...ceiiieiieiei et 18, 19

applications (not accepted) ......cccovveeveerreennnenn. 104
leave

buy back.....cccoiverii e, 99

cumulative record.......cccovveeeeeiieieniieeeenieee e 112

FEOUESES coiiiiiiiiieiiiecereceeeeeceeeeeee e 115

sharing authorization.........ccceceevivcieeeccee e, 99
ledgers (general and subsidiary)........ccccceevverernnnenn. 92
legal counsel

Attorney General opinions .......ccccceeecvivveeeeeeeenne

civil topical and working files

claims for damages......cccoccveeeevieeeccieeeccee e, 29
ISSUES/AAVICE wevvvvveeeieeeieeeeee et eee e eevareeee s 31
levy/bond planning........ccccueeeeeevveeneeeciveenneens 103
litigation case files .......ccevvieiieiiiiiniiieeee, 32
OPINIONS Leeiiiiiiiiiiiee ettt e e e 32
legend drugs (animal control registration) ........... 110
LEOFF Plan L....ococcieii et
letters of recommendation...............
letters of transmittal
levy projects......cccceeeeecveeeecvvee e,
financial documentation.......cccccccvveriieeiniiennnnns
planning
SUCCESSTUl oo 103
UNSUCCESSTUl ..ot 103
=T oTo T o £SO U o P PTPPPRRRt 107
liability waivers ..........oueeeeiiieeceieee e, 18, 19, 46
libraries
annual report of trustees........ccccoveevceeriieenneen. 138
catalog/circulation.......cccccceeeveeeevieecreennens 138, 139
special collections........ccovcveeeeiciee e 139
licenses............. see also authorizations/certifications
ABENCY ASSELS cevviiiieiieeiiiice e 55
AgENCY EeNETraAl...uuieeeeieiciiieee e, 9
agency-provided training..........cecccvvvveeeeeenne 48, 49
code Violations.......cccceeeeicciiiieee s 29
hazardous materials/dangerous waste .............. 65
human resources.......ccoveveeeeeeecciveeeeeeeenn, 110,111
pre-numbered (accountable) .........cccceevvennennns 136
lIeNS/TeleASES ....ee i 31
lights (street or traffic) ........coceeeeiieiiciieeeciee e, 58

Liquor Control Board
temporary permit notification

no objection to iSSUANCE .......ceevvveeeeriieeenns 148

objection to issuance
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litigation case files......ccoveevviiieccciee e, 32
loans (interlibrary) ......ccceeecceeeeecee e 139
lobbyist reporting ........coceeeevieeeecciee e, 42
local

improvement districts .....cccoecveevriieeiniierennenn, 109

TAX FELUINS Lo 109
Local Disability Board (LEOFF ).......cccccvveeeiivieeennns 117
Local Emergency Planning Committees (LEPC)....... 67
Local Records Committee (LRC).............. see Glossary
logos (agency identity/brand).......cccceevveecveeeivennen. 10
logs

industrial insurance .......cccceeeeeviiveeeeeeeennn, 117,127

internet/telephone/fax .....cococceeveveevreeceeeceennnene 85

intrusion/event.......coooveeorrenic it 82, 83

VISIEOr/@NTIY e e e het e e 33

weapons confiscation ..........ecccceiibenniieniieeeeen b 82

WOrK assignmeNnts.............iuiueeeuider. vves oo diumeesds 128
long-range/term planning

strategic (agency-Wide) .....c.cceceevvveesveeerreesiieennns 40
long-range/term plans

ASSEES tevtiiiiie e raans 78,79
M
magnetic records (audio/video tapes).......... 142, 144
mail (delivery and receipt) .....cccceevveeivcveeeeiieenenns 140
maintenance history/logs/reports...........c........ 75,76
mandatory reporting/filing ........ 42,80, 107, 108, 134
manuals

MAINtENANCE ..ccoiiiiiiiiiiiiiieeeeeees 75

OPEIAtING ceviiiriieeee e 85

published by agency ......cccceeevveevvcieeeeciee e, 137

standards/specifications.........ccccecvverieerireesineennns 63

manuscript collections (libraries)........cccccecvveeennns 139
(101 ] oL TP OO P PP P PO PP PUPPPUPPPUPPPUPPPRY 11,12
master indexes (public records).........ccccevevvieeenns 146
master set
FOrMIS e 136
pUblications .......ccoveiieiiriiiiie e, 137
materials
audit (technical reference)
disbursement/usage................
hazardous .......cccceeviveeiiieennns
accidents/incidents ........cccveeeeeerereereeennen.
authorizations .......cccoveeee e,
environmental site assessments .................... 53
orders/requisitions/receipts.......h....iceeverveenne. 105
public MEEtiNg .......cduvree s Birnee e ceevees fennaens 58, 77
reference (meetings/hearings)........cvee.n. 34, 35
safety.data sheet (MSDS)  hiweie..... e siveresnnns - 67
source (forms & publications) .................. 136, 137
TrAINING v
civil rights compliance
waste analysis........ccoeveenne
mechanical recordings
media (press releases/newspaper clippings).......... 15
medical INSUrANCe ......coceieiiiiiieeiee e 99
medical records (employee) ......cccveeeevnenne 125, 126
meetings
AAVISOY weviiieiiieeiee ettt 36
arrangements/scheduling...........cccoceeveeienreennen. 39
dates/times/l0cations..........ccoevveveveeeeeiivereienns 148
BOVErNiNg/eXeCUtIVE .....ccuvvevueeeereeeereeeireecreeeaneean 37
inter-agency

staff (agency)....
memo/memorandum (transitory) .
messages (telephone/voicemail) ........cccceevvveneennne

microfilm
conversion of source records ..............u.... 142, 143
records/standards ........ccccveeeveiiiinneereeeinnnn. 142, 143
MIGratioN.....coovvieiiiiiieieee e see Glossary
CONVEISION PrOCESS ..evveeirrrieiiireresireeeesreeesenne 142
o]0 ol g =Tole] o LSRR 144
minimal retention value (public records) ............. 148
MINING tiiiiiii e 55
minors
accidents/incidents.......cccvveeeeennn.
emergency contact information
library permissions ........ccocueeveeeneeeneenieeeneennne
travel Permissions .......ccoceevveencieeniieeniieeniieenieenn
minutes/recordings/transcripts
adjudicative proceedings.........cccceeeevveeennnenn. 34, 35
AdVISOry MeEEtings...cciieevveiiireeeeeeieiirieee e e e eeennnes 36
governing/executive meetings .........cceeeeecveeennennn 37
inter-agency MeetingsS.....cccccvvvvvvveeeeeeeenncienneennn. 38
staff meetings.....ccccocevvevevieeennen.
misconduct (employee)
models (research) .......ccocvveeeeeeeieeveeeeeeee e
monitoring
T o] o] o] o g - LIV L= SO ON 85
environmental .....ccooeceeeeiiieiiniiiee e 70
information systems........ccccccceeeeiiciiececiiee e, 69
Traffic oo 71,72
motor pool
accidents/inCidents........coveveeeveveeeeeeeeesennen. 44, 45
DIIING weveeeeeeeee e, 91
checkoUut 10gS .....uvviviieiiiiiieee s 86
disposal (auction/sale/salvage) .......cccceevveeeueens 64
maintenance (reports/history)
rate setting ....ccovvvvvevviiieiiieieienenenens
registration/tabs.......cccceviieviienieece e,
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safety analysis......cccccoeeeeviiie e,
statistical reports

mottos/slogans (agency identity/brand) ................ 10
multi-agency Meetings ......ccccceeveeeieerieenieeinieennnen. 38
multi-media presentations (videos/CDs/DVDs)
agency publications ........cccceeeecieievciee e
from external sources
municipal code.......cccceeeviiirieeiiieeeeen,
mutual aid agreements (emergency/disaster) ....... 26
N
naming
programs/mascots/colors ... it eecreeenans 10
Naming (agency asSets)........iineeeecdonneeesindineennnsdes 54
National Bridge Inspection Standards (NBIS).......... 69
National Historic Register ......cccccccevvvieeeecciee e, 56
networks
access authorization ........cccceveeeiiiieeeeesiec e, 81
AUt Trail e 62
design/build......cccueevvieeeiceeeeeceeee e 63
newsletters
AEENCY eeeteeererererererererererrrererererererarerarerararararar———.. 137
from external SoUrces........ccccevevveeeeccieeeerieeennne 148
newspaper Clippings ....cccccevvvereeeveeeeeiiiee e 15
nine one one (911) taX.....ccoeeevuvreeeeeeeeecirreeeeee e 109
noise level monitoring (industrial hygiene) .......... 126
non-archival .......cccccovieeiiiiiiiiieeeee, see Glossary
non-essential .......cccovvveeeiiiiiiiiiieeee, see Glossary
non-paper-based records .......cccoceeeercveeesiieeennnns 144
notes (shorthand/stenotype).......cccceeveeercveeecueennns 149
notices

B&O taX NOLICES .ccuvveveeiiee e, 109
COBRA. ..ottt 112
€coNfined SPACES ...eeevevveeeeiieie e 125
destruction of public records.......c.cccceevriveennnnns 145
financial disputes/collections ..........cccecvevvvernennee. 89
informational ..........cccoovieeiiiiiiii 148, 149
minor participation......cccccvvviiiiiiiiieeens 46
public (official) .....ccecveeieeiieece e, 16
published (requests for bids/proposals)........... 104
staff meetings......ccoevveeeciie e, 38
SUMIMONS «itiiiiiiieeeiiie e ettt e eeraeeereneseeennesernnsenens 31
NPDES PErmIts .ecovuvereieiriieiieee e 55
nuisance code violations.......ccceeecuveveiiiieeeciee e, 29
numbered forms (accountable) ......h....L............ 136
(0]
oaths of office (boards/councils/committees) . 23, 24
o] o170 ] 1=1 o SRR see Glossary
occupational
health/safety .....ccccvvveveieiiieeece e, 125
INJUrIES/IllNESSES ..ccveeereeetee ettt 127
INJUIY/dIiSEASE ..cveeeveeeteeeiee ettt 119
Office of Financial Management census records.... 10
Office of Record .......cvvvevvverivccieneiiieene see Glossary
Office of the State Auditor
capital asset record......ccccccvveevierincieeeeciee e, 88
examination report.......ccccvvevevererereiereiereiererenannn. 94
loss of public funds/assets........cccccovveeererenneenns 108
official Code..ciiiuiiiiiiiiiiic e 137
official public NOtICES .....c.vvvveriiieeeee e 16
OFM (Office Files and Memoranda)........ see Glossary

oil see fuel/oil

Old Age Security Insurance (OASI) ......cccovvvevcureennn. 100
online

commuNications/adVviCe .......eoevvvevvvveeeeeeriiiinns 6,7

content management ..........cccuvviiiniiiiiiiniiiinnn, 146

routine agency information..........ccccceeviieneenne 148
open public MEetiNgS.....cccveevrieereiiiieeeniee e 36, 37
operating

manuals (facility equipment) ........ccoeeeeeiveeenneen. 85

permits (boilers/elevators).......c.ccccoeeeeveenveennee. 55
OPINION POIIS......vviieeiiie e 16
opinions

agency attorney........ccccveieieiiiiiiieieiei, 32

Attorney General .......cccoocveevieeniiiiniieeniee e 27
OPR (Official Public Reeord)...........c....... see Glossary
orders (adjudicative proceedings) .........ccveeeunee 34, 35
orders/requisitions .....c..cceeeieeeceeenieeeneeenns 105, 106
OrAINANCES .. .. s besrrassilie s veeenveerreeeiueeesieeesieeesieeeseennns 33
organizational (org) charts........ccceevevivccieeeviienne 131
OVEIEIME.ci ittt 115
P
PACKING SIIPS wvvveeeeeeieiiieee e 105
parent/legal guardian permission

[IDrary USe ..cocueeveeriiieieeeieceeeeiee e 138

TrAVEL. e 46
PArk bENCHES.....ccocceieiiiiee e 58
parking

code violations/tickets..........coevvevvveeeeeiere e, 29

lots (construction) ........ccceveeeiiiieeeeciieeeecieee e, 58

meters (CONSLrUCtioN) .....eeeeeeeeecciiveeeeeeeeicrreeeenee. 58
parts

INVENTOMIS ..eeiiiiiieieiie e 73
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patent rights (owned by agency) .......cccceeeeveeeennnenn. 51
patron/users (libraries) ........cocceevveeiveeieerireeecieennns 138
payment stubs (billing) ......cccoevevieeiiiiiiececeeeee, 87
payroll
account adjustments ......c.cceeveeeiiienieenieeneene
deductions .......cccueeeeeiiiiniiee e,
direct deposit
eXPeNSe l0g...ccvuveeeeiieeeeiiee e,
labor and industries report
[08/SNEEL...c.eiceieeieeieeeeree e
PAY RISLONY coceeeiiiieeieeieeeec e
FEEISTOI et
penalty assessment.......cccco i iitee e
pension system (agency operated)........
performance

management

monitoring/audits (IT)) ....cccoveeveenene

outstanding (employee) .....ccccveeeeciieeecveeeeennns

retirement investment portfolio ......................
permanent retention .........cceceeveveeniieennne
permission (parent/legal guardian)

permissions (networks/systems/data) ................... 81
permits............. see also authorizations/certifications
confined SPaCES ....cceeeeiciiiiiiee s
construction/modification
from other agencies .........cccueee..n.
hazardous materials/dangerous waste .............. 65
operating (boilers/elevators).......ccccceceeveveercneennns 55

surface MiniNg ......ooocveeeeiciee e, 55
L]0 oTo] -1 oV 2N 9
VEhiClES/VESSEIS ...eeeveeieeeiieeeiieee e 55
WaTEE et 55
personal exposure (to hazardous materials) .......... 43
personal license code violations........c.ccceeeveeeennnenn. 29
personal service contracts ......ccocceevvveercveernieenane
personnel action request........
personnel file ........ccceeeeennenn.

pesticide spray application
petitions signed by citizens
PEttY CASh..ciiiiiiieeee e
PROLO ID ...
photographs....cecee i b
agency forms/publications M. .....tedeune 136, 137
physical examination‘reports...........oh... e, 43
pipes.(leaking) .ob......... et e e Bl b 26
pit/quarry
material control.......ccccoeevverivcieeesee e, 86
PEIMITS.ceiiiiiiiiieee e e et e e s rarereeee s 55
planing
civil rights compliance ......ccccceeeiiciiiiieei e, 28
planning
CONSEIUCTION ....eiiiiiieiee et
project not completed .......ccccvveieiiieiiiiinnennn.
emergency/disaster.......cccovveeeeneeireeieecneenne.
EVENES/CONTESTES wevvviierieeeereee e
hazardous materials ......ccccceveveveveveeeerciieennn,
information systems.......cccccoeeeviiieeiiiiiciinnnns
initiative/referenda/recall measures..................
1EVY/DONd .ottt
levy/bond proposals...........
long-range (assets) .............
rate SEtLING ..vvvveeei i

short-term (assets) ...ccccevvveeeecieee e, 79

SErAtEGIC .uvvveveririiiieiiiiieieiiite 40
planning commission hearings............cccceeeuu.... 34,35
plans

as-built/designed construction plans........... 57,58

ASSELS ciitiiei e 78,79

emergency preparedness/recovery ................... 25

hazardous materials ......cc.cccevveeniieniieeniiienieene,

point-in-time (webpage/site)
policies
EMPIOYEE ..ttt 113
INSUFANCE .t 45
official ABENCY ....cc.evriiieiiiiiceeeeee 41
polls (public opINTION) R .coveieiieiiieieeeee e 16
positions (classifications/development) ............... 131
posters (agency publications) ..........cccceueeeeiieeennns
posts.(social Nnetworking) ...........cccceeevveeeeiieeeenns
potentially archival .......ccccccooeveeviniiennnnns
preliminary drafts .......ccccceevcieeennen.
premises (vacation of) .........cccceeneee.
Premium COStS ..ooovvvvvirieereiniiiiieeeen.
presentations (videos/CDs/DVDs)
press releases/clippings.....ccceevveeeeveeccieenveecveennee.
price Checks......iiiiiciiieeii e
primary record .......cccovveeeeeeieiciiieeeee e
printouts (from electronic info systems) .............. 149
private vehicle (minor permission) .........c.cceeveneee. 46
probation (EMPIOYEE) .....cevvvcvveeeeiiiieiee e 128
procedures (administrative/directives) .................. 41
processing claims ........cccceveeeieciiiiiiee e
Proclamations ........ccccvveeeeeiieicciiieeee e
professional education
project files
construction (facilities) .....cccceeeeevveciiveeeeeee e 58
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MISCEIlANEOUS ....vveeeiiiiieeecee e 8
project reports (bond/grant/levy) ......ccccoveeeneennn. 107
promotional events/campaigns........ccccveevveeervveennen. 13
property

disputes and liens .......coovvveeevriiee i,

eNCroachmMeNntS .....covceeeriiiieeciec e

11 (o] SRR

liens/releases

purchases (real property)...............

SUrplus/sed .....c..oovveevieeecieecreeeieeens

tax exemption/valuation appeals

UNCIAIMEd ...

proposals/bids (requests for)..........cccceeveeveecreennen.
prosecuting attorney reportsf.........buee il eeceeeenats
public
gatherings (Permits) ......ccvveeeecisiabeniien e e 9
hearings/meetings.............Bueessder veeesadionne 34,35
notices (Official) ...coovvereeeveeeeieeeeeeeee e, 16
public disclosure
lobbyist reporting ........cccccvevevceeeeeciee e, 42

records requests
public opinions

citizen complaints/requests ........ccceeeeeereeecneennns 14
POIIS e 16
public records .......cccovvveeieeiiiiiiiieeeee e see Glossary
backups (disaster preparedness)........ccccceevvenneee. 25
CONSEIVALION ...eviiiieeeieiiiireee e 145
conversion/digitization/migration............ 142, 144
deStruction .....occveeevciieiiiiieeee e 145
finding aids ....cooviiiiieeee 146
legal cuStOdY ....ceeeeeeiiiiiiiee e 147
magnetic
minimal retention value

records center transmittals/receivals............... 146

requests (discloSUre) .......cccoeceveeercveeeecneee e, 141

retention schedules/disposition authorization 147

transfer/donation .......cccooeeevveeeeeeiiesiirieeeee e 147

ErANSITONY oo 149
publications

AgENCY SUPPIIES.cueieieiieeieeieeeeee e 148

creation/master set (agency-created) 136

from outside SOUrces......cccovvveevveerieennenne ... 148
master set (agency-created) ... 137
pumps/tanks (fuel/oil storage) ......cccccevvvevvvreveveennen. 86
purchase offers
non-real property (declined by agency) ............. 51
real property
accepted or declined by agency.....c.c...c........ 52
made by agenCy .. ..o Bimenreeeeves bt 54
purchasing
Ee e =TT 0 a =Y o1 S S SO S SO0 S— 18, 19
emergency exception ........ccceevveveriieeeeenrerennnne 105
purchase orders/requisitions/bid logs.............. 106
FECEIVING tovviiiiieeeee e 90, 91, 105, 106
Q
quarry
material control.......ccccoeevvevivcieecreee e, 86
PEIMITS . ciiiiiiiiiieeee et e e s rereeeeee s 55
quasi-judicial actions (hearings) ........ccccceevueene 34,35
R
radiation
EXPOSUNE ..evvveverererererererersrsrersrersrersrsrsssssssssssrsnnnnes 43

protection training..see the Public Utilities Records
Retention Schedule
radioactive materials/facilities licensing................. 65
rare book collections (libraries) ........ccccceevveernennns 139
rate setting
IMPACt fEES c..vviiieiei e 102
internal service fund.........ccceeeveiiiiieeecciee e, 102
reading files (chronological reference files).............. 5
real property
diSPULES weveeeieiiiieeee e,
environmental site assessments
relocation assistance .......ccccvvcveeeevcieeeecieee e,
unsuccessful purchase proposals ......c....cccueeneee. 54
rebates (CUStOMEr) ..ol ccvieiiieceeeeecee e, 91
recall measures..........ieeeecciee e, 23
recalls/referenda/initiatives ........cccceevvveveveeeeeeenenne 23
FECRIPLS wrwrmn oo hebrmmmessilors e e eeeeeeeeerereeenererenenens 90, 91, 105
delivery (internal) ....cceeceeeceeccieieecee e, 105
recognition/awards
recordings
adjudicative proceedings
AdVisOry Meetings.....coovvciviveeeeeniiiiieee e eeeinans
governing/executive meetings ......c.ccccveeeevveennenn. 37
inter-agency meetings....ccccccvvveveieieiiieieieeeienenennns
mechanical......ccccoeeieciiiieie e,
security/surveillance........cccocevvveeeecieecieciecreennen.
staff meetings.....ccceveveev v,
FECOIAS SEIES . uuviierriieieereeesireeeeriiee e
recreational CoUrSes ......cocvvriiiriieeniieniieeriee e
recruitment ..o
reference files (general).......ccooeeeeieeecciieieciieeee.
referenda ......cccceeeeveiiiieiiine,
referenda/initiatives/recalls
registered mail (logs/return receipts)........ccccue.ne. 140
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registers/journals (financial) ......c.ccccoeeveveeecieens 90,91
regulations/rules.......ceeevveecieeiiieeccee e e, 41
Rehabilitation Act 0f 1973 ....cccvveevcveeeecrieeeenns 27,28
relocation assistance
real property acquisition/grants................... 90, 92
FEPOIEING cevveeiiiiieiieec e
remittance advices......ccccevvveciireeeiieiiiiiinens

remote deposit capture (RDC)
rental agreements
rental applications

reports

accidents/incidents....see also Industrial Insurance
claimfiled .....cooveeeiieei s 29
hazardous materials..... 4 ..o i 43
no claim filed.......coveeee i imnnne e et 44, A5

annual (chief fiscal officer) ......... ... 107

boiler vessel .......ccccuveeeeees Binnmeaonnee e s B sin

bond/grant/levy

budget........cccceevveenns

claims costs...............

collection agency
communte trip reduction (annual progress) .... 134
elementary/secondary staff info (EEO-5)......... 134
emergency response pPlan.....ccccvceevveercreenieeennne
EMPlOYEE EXPOSUIE ...eveveereieerieerieesieesreesaeenene
ENEIEY USALE...eeirureeerrenureerireenreenireesreesreessseenane
environmental monitoring .......ccccccveeeecieeeennenn.
equal employment opportunity .......cccecveeeenns
equipment/vehicle .......c.ccocvveeeeeeiieeeieeecreeereeeane
filed/submitted to outside agency
fiscal and performance audit..........cccccuvveeeeennnns
from external sources..........ccc........
fuel/oil/pump tank
grants/scholarships

hazardous materials .......cccccevvveeeeiciieeccciee e, 67
hazardous materials (inspection and test) ......... 67
illegal actiVity ...ceeeveeeeeeiieee e,
INSUFANCE coiiieieieeececeeceeeeeeeeeeeeeeeeeeeeeeeee e
internal informational use
library statistics......ccccevvriieeiniieeiiieeeeee e,
lobbyist (t0 PDC) ..cccvvveeeiiee ettt
loss of public funds/assets
MAINtENANCE ..ccciviiiiiiiiiiieiciccccceececccereeeeeeeeeees

maintenance (equipment/vehicles) ............. 75,76
NEW hire (DSHS) ...cccveievieeiee e 134
parts (master liSting).......ccecvevvveriiereeneereereeeene 73
physical examination .........ccccceeeviiiniienseeeeeennnee. 43
Program .....liieeeeeeit b i e 8
MECEIVING ..o otererereacdereeer e eeeee s bt 106
MESEArCh .okt it reve e th s e 8
safety.and fire inspection ...t ... L ivvremmmes: . 55
state auditor’s examination...........ccccceeevveeennenn. 94
STOP-PAYMENT oo 96

successful completion (electronic info systems) 85
tire maintenance ................
treasurer/finance officer
VaNdalisSM...oeeeeieiiieciiec e
waste materials analysis
workers’ compensation (employer’s)............... 117
reproduced records (Superior Court) ........cceeuennn. 144
request for proposal or bid (RFP)(RFQQ).............. 104
FEQUISITIONS .evviieiiiiiiiiiiee e
resale items (inventories) ........cccccceeevevveeeecveecennen.
research/program reports ......coceeeeeeveeeeseesreesieennens
reSOIULIONS ceooveiiieiiii e
boards/councils/committees
development files.....ccccceveceeivciiee e,
respirator fit test/program files

retirement
benefit history file .....cccooveeeeiiieeeee e, 113
eligibility benefits ......cccccecevveiiiieeecieees 99, 100
investment portfolios .........cccceeveiinieniiiinieennne 115
system application/report ........ccccoceveeceeeenennn. 100
transmittals.....ccoocvveeveiiei i 101
Verification......coeevveeeie e 99,101, 114
Retirement Systems, Department of
APPHCAtIONS...eeecieicciee e
retrievals (records centers)
revenue bonds/CoUPONS .......cccecvevverenereeereeiens
revenue estimates ....ccccveeveevviiiieee e
Revenue, Department of
unclaimed propertyireport ......ccoceevveeevveeneennnne. 93
rights-of-way
granted by @8ENCY ..ivluiieiiiiieeecieee e 52
received.by agency’...........ccceevviieiiiieininennn. 18,51
right-to-know (employee) .......cccceevvvevieerveesveennen. 68
risk data .oooeeevcieeeeee e,
roads/bridges......... see also County Engineer records
awards/recognition ....
CONSEIUCTION ....eiiiiiiiiee et
INSPECLION ciiiiiiiiiiiiiicicceeeeee e
MAINTENANCE ....eieiiiiiiiiiiee e
rEPOIrtS/Plans ...cccueeeveeeieecieecreece e
traffic Monitoring....cceevvveeeeceee e
rosters (consultants/contractors) .......cccceevveeueeenn. 104
routine information (agency operations) ............. 148
FOULING SHPS..vvieeeeeeiiiiiee e 149
rules /regulations........c.cccceeeveeeieecreccee e 41
run reports (electronic info systems)........cc........... 85
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safety

analysis (equipment/vehicles)

committee ...ooccovveeeeiiiiieeeeeee

confined spaces permits.................

inspections (facilities) .......ccccccvveeeeiieeeecciee e,
salaries

garnishments .......cccovveerieiiiienieceeeec e, 100

SChedUles ... 100
sale/salvage (equipment/vehicles) .......ccccceeeureunene 64
scheduled tasks (electronic info systems) .............. 85
schedules

facility rental/use.......occooomveeeens bbb

records retention......ccoc.eee el e bl e e

Salaries...eeeeeccieeeeeeeeeee B e e

tasks (computer-driven) ... T

tasks (electronic info systems)

WOrk assignments.......cccoeecvvieeeeee e
scholarships

applications (not approved) .......ccccveeeecivieeennnenn. 92

awarded or received........ceeeveeieiiniieeeniee e, 90
school

bus authorizations (USDOT) .....cccceeeeeeeeeinnreneenen. 9

colors/mascots/program names ...........ccoeeveeeen. 10

stores (iNVeNtories).....ccccoveeeeecveeeceveeeeeeree e, 73
SCrAPBOOKS ... 16
screenshot/snapshot ........ccecveeeeeeivecceecnieeeeen, 146
secondary records.........

duplicate copies
Section 313 SARA Title IlI

Section 504 complianCe .....cceeevvveeeecieeeeceee e,
SECTOR citations....... see Law Enforcement Schedule
printouts for general info .........cccccee e, 148

security
badges/swipes/codes .........ccourevirevveenrveenveennnn. 81
incidents/investigations.........ccccccveevveecieeenneeennen. 82
logs (staff/visitor entry) .....cccceceevvevenevenencenenne 83
MICrofilM....ceeeeiieciee e, see Glossary
monitoring
oversight/surveillance recordings.................. 84
FOULING . ..eeeiiiiiee e

systems (installed)
selection process (recruitment)
self insured

(o101 £ PO PP PP PPN 45

employer certification .........cccccovviiniieenieennen. 118

liabilities. ... e e 117

workers’ compensation ... e veeee bedeeseseeenns 119
shelf list (libraries)...... .c.vveecvveeeeeiidh bt 139
£ g7 o) 01T Y €2 - 11 S SN N S S o — 140
shorthand/stenotype Notes.......ccecveeveeveceeernenne. 149
SIZNAtUIE reCords ..cocuvirveerieerieeeiee et 95
SIte @SSESSMENTS .ieviveiiiiiieiee e 53
slogans/mottos (agency identity/brand) .10
small and attractive assets.......cccevveierieeeeeniieeennnne 51
SNOW ClOSUIE vttt 26
social Networking ......ccccvvveereiiieiciieeeee e, 6,7
software (Ccomputer)......ccocceeeeveeeeecieeeennnenn. 61,62, 77
SOl MONILONING c..eveeiieiiieeieeeee e 70
source records

CONVErted....uvviiiiieeeeieee e

MIBrated ....cevviieeeiieceee e e

U] o1=1 5 To] gl €1V o A RRRN
spam (unsolicited email) ........cccceeeviiiieiieeeinienn,
special collections (libraries)....
special purpose district (annual statement) ........... 42

specifications/standards manuals

SPEECHES ... s 17
staff

ACCESS . eeereieeeeeieierereeeeese e e e e s e s e e e e e e s ennnnee 83

development/training ........cccocevveveeerceeeeneennes 135

MEETINGS «.eeveeiiiriieee e 38
standards

MICrOfiM.cciiee e, 142,143

National Bridge Inspection (NBIS) ......c..ccccuveee.. 69

specifications manuals..........ccccceeeviieeeeciee e, 63
state and local tax returns ......cccecceevvveercieeniieennenns 109
State Emergency Response Commission (SERC)..... 67
state monitored personnel funds .......cccccceevuveennn. 100
State of Emergency declaration.........cccccceveviieeennnns 26
statements

DanNKINg .....cceeeeiee b, 96

DONd..c..eiiiihid bl e 92

disaster.damage.déclaration ..........c.ccccevveeenneen. 26

financial c...oooeeerereeee e 90, 91
statistical report

11 T [ LTSS 138
statistical reports

QABENCY ASSELS .uvvrvrrrrrrrrrriiiiriiirerireiererere .. 86

agency informational........ccccccoovieeecciie e, 8
stop-payment reports/requests .........cccceeeerveeeneens 96
strategic Plans ... 40
streets

lighting SYyStems ....cccvvivieiiee e, 58

NAMING OF .ot 54

PlaNNING oo 78

traffic monitoring......cccccoeevciiieeiiiecicieee, 71,72
stubs (billing/payment) .........cccveeeeeeiieeceeecieeeeeens 87
student (emergency contact information).............. 25
studies (research)......ccoccvveeeeeeeeeciiieeeee e 8

subject files
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administrative Working...........ccoceeeevvveeeecvee e, 5

QUL e eeieeie e 94
subpoenas (served on agency) .....cccceeecveeeeiveeeennnns 30
subsidiary 1edgers ........ceeveeriienieeniieeeeneeeeee 92
summons

NOLICES OF cevvieiiiiee e 31

SErved ON ABENCY ..cuiieieeiiiireeeeeeeeriiiereeeeeeesenenees 30
superfund

release files ..o,
Superior Court records (reproduced)
supplies (INVENTOrIes)......coecervuerierieneereee e
SUrface MINING......oovveiriierieenieeeeee e
surface water monitoring ......c.oeeceeevcvieniieevieenneennns
surplussed property inventonf.........ibveceesiieeeeente
surveillance recordings ......... e ceeviiesiieeeenite
SUIVEYS cevveeereeeeeeenns see also County Ehgineer records
surveys (research) ..o i Bieeeesfen e se e csdie. . 8
surveys/field bOOKS ..........cccveeveecreeceeciecieecreenne.
swipes (staff access)
system design (computer applications) .................. 62
systems (installed in agency facilities) .......c..c.cue.... 60
T
tally sheets (elections) .......ccceecveevevevieecie e, 22
tanks/pumps (fuel/oil storage) .......ccccceeevevreeveennnn. 86
task forces (Meetings)......cccvvveveeeveeevieecie e 38
taxes

business/occupation........ccceeeeeeveeecveeecreeeineeens 109

COMbINEd EXCISE .uevvverieiiiiieeeiiiee et 109

local improvement districts.........ccceeecveeenennenn. 109

state/local returns ....ooocevvveeeeeiieceeeeeee e 109
technical design (computer applications)............... 62

telephone Messages .....cccecveeevcveeeeciieeeeciee e, 149
temporary employees.......cccceevcveeeeivieeeeceveee e, 130
TeMPOrary PErMItS......cccccverererrrererererererererererereren. 9
timber/water rights (received by agency) .............. 51
time cards/Sheets ........cooeeeveieeeeeceeeceeeeee e 101
tire MainteNanCe......cooveiiiiiiieie e

tracked assets ....ocvvveiiirieniiiinie e
tracking data (GPS, AVL)
trademarks (owned by agency)
traffic

accidents/inCidents......cc.coveeeeveeeeeeeereeeeeeens 44, 45
lights/signs/signals ........ccccvvveieiieneneneneneennes 58
MONITOTING .eeeiiiiieiiieieieee e 71,72
street planning.......oh ... A 78
train/light rail authorizations (USDOT) ...cdeeeeerruens.... 9
training...........oeevee i see also Staff Development
agency.provided ... e s 47, 48
certificated or hours/credits earned............... 48
8ENEral weviiiiiieeiie 50
hazardous materials handling ....................... 49
mMandatory........ccceceevvennnen.
hazardous materials/waste
transcripts
adjudicative proceedings.........cccccevvvveeeeeennnne 34, 35
AdVisOry Meetings......coocvvvvveeeeiieiciiiieeee e eeciienes 36
governing/executive Meetings ..........ccocvveveeenene 37
inter-agency meetings......cccovceeeeevieeerenneeennneen. 38
staff Meetings....cccvvveveeeevee e, 38
transfers
funds (EFT, IMT, ACH) vveveeeeeeeeeeeeeee e
magnetic records (conversion)
materials/equipment........c..ccceeevrevnreennen.
public records (legal custody)...................
SUIPIUS ProPErtY .ceevveeeeeerieeeiee sttt siee e

transit stops/pads/shelters......c.ccccevvveecreercrvennnenn. 58
Transitory records ......coocveeeceeeevceeeecciee e 149
transmittals
DUSINESS tAXES . .vvieieieeiiiiee et
Cash receipts..coocieeieciiie e,
[EELEIS weeviiee e
payroll deposits .......cceeeecveeeeiiiee e,
records centers
retirement (employees)......ccccveeevveeeeciveeeennen.
transportation
IMPACt fEES i 102
transportation authorizations (USDOT) ........cc.uc...... 9
Transportation Improvement Program (TIP)
development ... e e
fINALVELSION t.ieeeee bt
travel permission (MiNOISs) .......cccceeecvveeeecveeesiiveeenn.
treasurer/finance,officer reports..........ccvveuneee..

trial balances......ccooceveeeeecciveeeeeeeeenn,
trustindenture......ccceeeeeeeciiveeeeee e,
trustees, annual report (libraries)

U
U.S. Bureau of Labor Statistics.........ccccevervveeennen. 127
unclaimed Property ...coccvceeeeceeeeeiieeeesciee s 93, 108
underground storage tank (UST) inspections ......... 71
unemployment insurance.........ccccceeeeeecciveeeeee e, 115
UNHONS ciiiiiteee ettt e e e e et e e e s e ereeeeeee e e 120
unsolicited mail/email ........ocovvevvieiiiviiieiiieeees 148
use
appropriate (computer/fax/phone).................... 85
equipment/vehicles........cccoveeveeecieeeceeecreeeeees 86
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USEA Oileeiieiiiieeiee e 64
utility
billing diSPULES....cccccvveeeciieeeeee e, 34, 89
land use PErmMits ......ccooceerveeriierieeieeeeceee e, 55
FEDALES ..ot 91
TAX (STATE) . eree et 109
4
vacation of Premises.......cecevvveeeseeeniensee e

values (asset appraisal)
vandalisSm .....cooocciieeiiec e

vehicles
accidents/iNCIdents........... i ediimescnrreeeeeanes
DIING v b e
checkout 1085 ..cuviiiiieee it b
disposal (auction/sale/salvage) .........ccccvevenenn. 64
maintenance (history/reports) .........cccvee... 75,76
minor travel permission.........ccccceveveeeeecveeennnenn. 46
PArts in StOCK ...cevveiiiiciiieee e, 73
registrations/tabs .......ccccevveevieeiii e, 55
safety analysis.......ccccoeeeeiiiiicciee e, 69
TEIE e e
tracking data (GPS, AVL)
useage
vendor compliance reports......ccccceevveeeeevveeesnnenn. 106
vessel registrations/tabs........ccccoeeeveeneeeeeneenreennn, 55
video/audio recordings (surveillance) ........cc.......... 84
videos/CDs/DVDs (publications) ..........ccceeeeveennee.. 148

violence (workplace) .....cccccoeeivceeeeiiee e, 124
ViISIEOr [0S . uuvviieiiiie et 83
VOICEMAIl it 149
volunteer
APPHCAtIONS..eei i 133
fire fighters/reserve officers relief claims......... 118
service documentation .......cceccveeeviieeeenieeennne 130
voter
eligibility/challenges........ccoceeveeiciiecceeccieecieeene

pamphlets
A o1 U1l o 1= RN

w
waivers (liability, insurance, hold harmless)..... 18, 19
permission for minor to participate ..L............... 46
A 1 - T[T N 18, 19
Washington State
Archives (records transfer) .....cccccceeecvveeeeeeeeennn, 147
Librarian....coceeeeniieeeeeec e 138
microfilm standards.........ccceveeviiiineeniiininieennns 143
Public Disclosure Commission .........ccccceeeerveeenne 42
Requirements for the Destruction of Non-Archival
Paper Records After Imaging........ccccceevvenne 143
Washington State Patrol (accident reports) ........... 72
water boiler/hot water tank .......cccocovvveevvevveeennnen. 55
water MONITOMING ....cevivvieiiiieee et 70
water rights disputes .........cccceeeeeiiiiieec e, 52
water/timber rights (received by agency) .............. 51

WEAPONS ..uevvtttuvuuarerarerarassnerssssnnnssrssssnsasnrsrnrnnnnnnnnenens 82
webpage/site

AZENCY AAAIESS ..vvvveeevieeecireeeeeieeeerreeeestreeeeaens 148

applications.....cccceveieiiee i 61, 62,77

online content management.......c.c.cceeeune. 6, 7,146
WhistleblOWET ....eeeeiiiieiie e, 123
Women/Minority Bus. Enterprise (WMBE) .......... 106
work

assignments

orders ....ccoeeeeeennen.

PIANS e
workers’ compensation
WOTrKiNG fileS......cocueeriiiiiiiiiie e
warkplace

hazard assessment .ite...cocvvereeiniieniecieeseeene 127

VIOIENCE....bitiiiiiici it 124
WOIKS OF @FL ... brsmssifhe st 51
X
X-ray registrations .......ccccvvvvvuveiriniiiiin 55
V4
ZONING AAJUSTEIS .eeeieiiiiiiciee ettt 35
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