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This schedule applies t@é\ll Local Government Agencies

Scope ofecordsretention schedule

This records retention schedudeithorizes the destruction/transfer dhe public records of all local government agencies relating to the common functions of the
YIEYyFE3aSYSyid 2F GKS F3SyoOez |yR Y|yl 3Sesdidsand ifformakod resod@g¢f i©® Beduset i oBjunétian wikhA y |
the other aprovedschedules that relate to the functions tife agency

All current approvedecords retention schedules cae laccessed online ahttp://www.sos.wa.gov/archives/recordsretentionschedules.aspx

Disposition of mblicrecords

Public records covered by records series within this records retention scheisiebe retained for the minimum retention period as specified in this schedule
Washington State Archivestrongly recommends the disposition of public records at the endeirtminimum retention periodor the efficient and effectig
management of local resources.

Public records designated as Archif@érmanent Retentionor Non! NOKA @t 0 6AGK | NBGSyYydAZNI LISNGIURY rayBa 4 [
destroyeal. Records designated @schival (Appraisal Requiredijust be appraised by the Washington State Archives before dispaditidalic records must not

be destroyed if they are subject to ongoing or reasonabijcipatediitigation. Such public records mugtS Y I yF 3SR Ay I O02 NRIyOS 47
procedures for legal hold®ublic records must not be destroyed if they are subject to an existing public records request in accordasbaptéii2.56 RCW

{ dzOK LJzof AO NBO2NRA Ydzad o6S YIylI3ISR Ay | O0O2NRIYyOS 4AGK GKS | 3Syoeqa L
In addition to the minimum retention requirements specified in this schedule, there may be additiomgegJoetention requirements mandated by fedérstate,
and/or local statutegrant agreement, and/or other contractual obligations.

Revocation of previously issuetkcords retention schedulg

All previouslyapproveddisposition authorities forecordsthat are covered byhis retention schedule are revokedncluding those listed in all general and agency
unique retention schedulesocal government agenciehould take measures #nsure that the retention and disposition of public records is in acord with
currentapproved records retention schedules

Authority
Thisrecords retention schedulerasapproved by the Local Records Committee in accordanceR@GW 40.14 10 on August 5, 2020

Signature on File Signature on File Signature on File
For theState Auditor:Al Rose For theAttorney General:Matt Kernutt The State ArchivistSteve Excell
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REVISION HISTORY

Version SEUSE Extent of Revision
Approval
Consolidédon of existing records serie@mmon to all local government agenci@®om all local government general scheduled) a single records
December : L - . - - ) : T
1.0 16.2008 retention scheduleNo changes to records series titles, descriptions, retention perididposition authority numbers (DANsY, archival designadns
' EXCEPTIOMII duplicateDANshave beerassigned new DANNew series relating to Electronic Imaging Syst@atS) source documents (D&$H0-09-14).
Complete revision dihformation Managementunction. New Records Conversiativity createdLibrary records seriesransferredfrom Local
Government General Records Retention Schedule (LEGEBIBN 5.@&nd updated Electronic Information Systems activity completely revised and
20 January 28| placed in Asset Management functiddew archival designations introducedallnew and revisedecords series (Definitions can be found in the
’ 2010 Glossary) Revision numbers have been added to all Disposition Authority Numbers (D¥hs) sectionRecords with Minimal Retention Valueoves
recordspreviously covered by GSB2 (which has been discontinuedy SY2 SR a{ SO2y RINE / 2LR ¢ | YR danesand
revisedrecordsseries Also emoved extraneougotes about revisions and corrections in all records series
Recordsseriesin the Risk Management/Insurance and Legal sectioogefing accidents/incidents, guardian permission for minors, and claims for
damageyhave been revised. The Industrial Insurange2(NJ ®mder3ation) section has been updated and consolidated, and a new series cove
July 29, | LEOFF 1 claims has been add@85601-11 (covering contracts and agreements) has been updated to include legal agreements of all kinds, suck
2.1 o ; ; . . . ; .

2010 liability waivers, hold hanless agreements, insurance waivers, @wo new series covering agency strategic plans have been afldeslv series
covering Superior Court source records (which have been reproduced) has been Adddxsolete records series relating to public disetesequests
has been discontinued
Critical updates based on user feedbéugut. 36 pages removed/7 records series discontinue84 revised, and 8 added 31 existing series relating tc
financial transactions have been consolidated iBtwew series:Financial Transactiong General andFinancial Transactiong Bond, Grant and Levy

29 December PArojects'lsA) gxisting sgrigs relatinq to meetivngs alldvhearings have beemldatzd into2 existing ar1d4vn§wvseri,es! I?vlv? AS évzsvigmﬁoné,column
' 15,2011 [rISY2YSR 4aLUSY WSO NRE {{ ROQFEWRIMIGNS(Sneremarkshave beer RRSR 02 RS a ONAlllkdaokda sérieb
relating to purchasing have been moved to Financial ManagehtunichasingThe Contracts and Agreements section has been updated/enhaaced
a new Training section has been added to cover ag@noyided training (These and many meichangesare detailed inthe Revision Guide.)
November C_omplgte revisioq of the_As:set Management functidgénew serigsj series Fransfgrred in frpm LGGRRS V.ersiqu!Z..Qier-iesrevised;and 78series
3.0 29 2012 discontinued Multiple activitiesrestructured and severalaw activitiesaddedincluding ElectiongElected Officials, Initiatives and Referenda)
' Emergency Planning, Response and Recosaad;Local Government Legislatiofll thangesare detailed inthe Revision Guidg
Decembe Added new serieg3S2014030) to urgentlyaddresshe payment cardsensitive Authentication Datasue Three additional series addeGSZO}ZDZQ,
3.1 GS201431, andGS201432); one discontinued (GS200B5); and 1 revised/updated. Also;orrectionsmade to 1L DANrevision numbers S &3 ¢
18, 2014 . o
n €(All changes are detailed in ttlBummary of Changgs
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Version EIS @) Extent of Revision
Approval
3.2 August | One records series modifieS2014030 renamed-inancial Transactiong Sensitive Cardholder Datand descriptiormodified toincludeprimary
' 20, 2015 | account/credit card number (PAId} well asall Sensitive Authentication Data (SABjclusionsn p.90 & 91 updatedNo Summary of Changes.)

3.3 Oct;(l))leg 2T} Minor revisions to the | 3 & yOé alciéetih§svaldy § I NA y Redordd-witHRMinimal Retention Value (Transitory Recérsisjtiors.
Complete revision dfluman Resource Managemeritegal AffairdAgency Management), aritayroll (Financial Management)
IMPORTANTDisposition authorityfor legal advice/opinions provided by the agency attorney (or outside couissgiantedwith the DAN

May 18 | for therecordsto which the advice relates/hether specified in each individual records series ot BMPLOY Efefers to any individual

4.0 e . . .

2017 | who performs tasks or assumes responsibilif@sor on behalf of the agencwhether paid or unpaid (e.gappointed,volunteer, contract,
temporary, etc) This definition appliesnlyin relation to legal disposition authorignd doesot refer to legal employment statud6
recordsseriesadded 63 revised;and 98 discontinued (All changes are listed in the Summary of Changes.)

a1 | M Minor revisiont G2 (1 KS 6! &e{ SO daNdyli %S YaSSy/il A 2 y @

Forassistance and advice in applying this records retention schedule,
please contact Washington State Archives at:

recordsmanagement@sos.wa.gov

or contact your Regional Archivist.

http://www.sos.wa.gov/ardives/
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1.

AGENCY MANAGEMENT

The function relating to the overarching management of the local governiagency and its general administratidnt a 2

interaction with its community, anthanaging itdegal matters.

Ay Ot dzRSa

YEyF3Ay

1.1 ADMINISTRATION (GENERAL)
The activity associated with the d&y-day operations of the agencincludes shorterm records that can be disposed of as part of normal
administrative practice.
DISPOSITION
AUTHORITY DESCRIPTION ECORDS DISE;EII\IT-II—IOONN:(;\IT?ON DESIGNATION
NUMBER (DAN
GS5601-02 | ADMINISTRATIVE WORKING FILES Destroy when obsolete or ARCHIVAL
Rev. 0 |Subject filexontaining informational copies of various records organized by issue, pers superseded elected official, (Appraisal Required
subject, or othemreas of interest. executive and department hea( NONESSENTIAL
RemarksContact your Regional Archivist before disposing of elected ofiredutive pr files are potentially archival OFM
department head filesRecords from this series may be selected for transfer to and preserva
at a Regional Archives branch.
GS5001-36 | APPOINTMENT CALENDARS Destroy when obsolete or NONARCHIVAL
Rev.0 | Remarks: Elected officials and department heads may want to retain appointment calendg Superseded NONESSENTIAL
document activities and appointments for a longer period of time. OFM
1. AGENCY
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1.1  ADMINISTRATION (GENERAL)

The activity associated with the d&y-day operations of the agencincludes shorterm records that can be disposed of as part of normal

administrative practice.

DISPOSITION
AUTHORITY DESCRIPTION EECORDS RETENTION AND DESIGNATION
NUMBER (DAN DISPOSITION ACTION
GS5001-12 | Communicationg GoverningExecutivéAdvisory Retainfor 2 years after ARCHIVAL
Rev.3 Internal and externatommunications tpfrom, and/or on behalf ofi K S | & gfhg ( communication eceived or (Appraisal Required
bodies,elected official(s)/executive managemeand advisory bodieshat are made or | provided,whichever is later NONESSENTIAL
received in connection with the transaction of public businassl that are not covered by | then OFM
a more pecific records series Transferto Washington State
Includes all communication types, regardless of format: Archivesfor appraisal and
1 Correspondence, email; selective retention
1 Web sites/forms/pages, social netwking posts and comments, etc.
Includes, but is not limited to:
1 Agencyinitiated information/advice
1 Communications sent or received by support sfatfministrative assistants
communications stafietc.)on behalf of the executiver governing/advisory member
1 Requests for and provision of information/advice.
Excludes
1 Non-executive communidéons covered by DAN GS206201;
1 Public records regestscovered by DAN GS20004;
1 The provision of routine information covered by DAN G82®M1.
b203SY LYF2NXYIFGA2y Kkl ROAOS Lzt AAKSR 2yf A
date it is removed/withdrawn.
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1.1  ADMINISTRATION (GENERAL)

The activity associated with the d&y-day operations of the agencincludes shorterm records that can be disposed of as part of normal
administrative practice.

DISPOSITION
AUTHORITY
NUMBER (DAN

DESCRIPTION ECORDS

RETENTION AND
DISPOSITION ACTION

DESIGNATION

GS201001
Rev.3

Communications; Non-Executive

Internal and external communications to or fra@amployeegincludes contractors and
volunteers), that are made or received in connection with the transaction of public busi
and that are not covered by a more specific records series.

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

Includes, but is not limited to:
1 Requests for and provision of information/advice;
1 Agencyinitiated information/advice.

Excludes:

1 Communications sent or received by support staffoehalf ofthe executive or
governing/advisory member, which are covered elsewhel@@REsuch as GS501-12)
and sector schedules

1 Governing/Executive/Advisory communicatiatsered by DAN G8-01-12;

1 Public records requests covered by DAN GS204)

1 The provision of routine information covered by DAN GG501.

b203SY LYF2NXYIFGA2y Kkl ROAOS Lzt AAKSR 2yf A
date it is removed/withdrawn.

Retainfor 2 yeas after

communication received or

provided,whichever is later
then

Destroy.

NONARCHIVAL
NONESSENTIAL
OFM

1. AGENCY
MANAGEMENT
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1.1 ADMINISTRATION (GENERAL)
The activity associated with the d&y-day operations of the agencincludes shorterm records that can be disposed of as part of normal
administrative practice.
DISPOSITION
AUTHORITY DESCRIPTION EECORDS Dlzggill\lTrg)NN:é\lT?ON DESIGNATION
NUMBER (DAN
GS5606F03 | Informational Reports Compiled for Agency Use Retainuntil no longer needed ARCHIVAL
Rev.1 Reports created by agency staffiere not coveredy a more specific records series in C( for agency business (Appraisal Required
or sector schedules then NONESSENTIAL
Transferto Washington State OFM
Archives for appraisal and
selective retention.
GS56001-39 | Project FilegMiscellaneous) Retainfor 6 years after ARCHIVAL
Rev.1l Records relating to agency projegthere not covered by a more specific records seliies | completion of project (Appraisal Required
CORE or sector schedules then NONESSENTIAL
Transferto Washington State OPR
Archives for appraisal and
selective retention.
GS56001-32 | Research/Program Reports, Studies, Surveys, Models, and Analyses Retainuntil no longer needed ARCHIVAL
Rev.l Research/program reports, studies, surveys, models, and analjse not covered by a | for agency business (Appraisal Required
more specific records seri@s CORE or sector schedules then NONEIS:;ENT'AL
Excludes reports covered §52012028and data extracts/printouts covered by GSB2 | Transferto Washington State
04. Archives for appraisal and
selective retention.
1. AGENCY
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1.2

AUTHORIZATION/CERTIFICATION

The activity of the local government agesgeking authorization/approvaldm regulating authoritieselating to its general functions, mission, or
operations, whereegulatedby federal, state or local laar court rule Excludes the granting of approvalthe local government agency acting in a
regulatory capacity, which is covered in sector schedules.

DISPOSITION
AUTHORITY
NUMBER (DAN

DESCRIPTION RECORDS

RETENTION AND
DISPOSITION ACTION

DESIGNATION

GS5001-42
Rev.2

Authorizations/Certifications¢ AgencyManagement
Records relating ticenses, permits, accreditations, certifications, inspections, and otheg
authorizationsacquired by the agencin relation to itsgeneral functions and operations
where not covered by a more specific records seriesludes authorizations required by
and/or received fronregulating authorities (local, state, federal agencies and/or courts)

Includes applications, confirmations, correspondence, violations/correctiepsyts, etc.

Includes, but is not limited to:

1 Airport operating certifiates (United StateBederal Aviation Administratiod4 CFR §
139);

1 Animal control registration (Board of PharmaBCW 69.50.320

1 Animal exhibitor/importer/rehabilitation licenses, registrations and permits (U.S.
Departmentof Agriculture, Center for Disease Control, U.S. Dept. of Fish and Wildlifg

1 Drug Enforcement Agency (DEA) license to acquire/dispense drugs;

1 Transportation (trains, light rail, fees, school buses, etc.) (U.S. Dept. of Transportatig
Title 49 CFR

1 Temporary permits and licenses (food and é&&ge, public gatherings, etg.)

12 2NJ] SNE Q / 2 Y-In3Srgned Qertifi2afioVJAE 2IBL5-021).

Excludesecords covered hy

1 Authorizations/CertificationsHazardous Materials (DAN GSBEMV-04);

1 Capital Assets (Real Property) (DAN G838%06) (land division permits, etc.).

IMPORTANTEXxcludeswthorizationsgrantedby the local government agegsuch agpermits,

certificates, licenses, etwhich are covered in sector schedlles

Retainfor 6 years after
authorization superseded or
terminated
and
conditions of authorization
satisfied
and
violations (if any) corrected
then
Destroy.

NONARCHIVAL
ESSENTIAL

(for Disaster Recovery

OPR

1. AGENCY
MANAGEMENT
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1.3 CHARTER, JURISDICTION AND MISSION
The activity obstablishingdocumenting) Y R RSUGSNXA YAy 3 G KS chatedjurisdiciod & migsivnExtlided retGds Coverrd
the Meetings and Hearings section.
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS Dlgg(T)?l\lTTlg)NN :CNT'?ON DESIGNATION
NUMBER (DAN
G2012015 | Agency Identity/Brand Retainuntil no longer needed ARCHIVAL
Rev.0 [wSO2NRa&a NBflGAy3d G2 GKS RS@St 2 LIYS yoiluse oyl | for agency business (Appraisal Required
printed materials, web pages, signs, badges, banners, etc then ESSENTIAL
May include, but is ndimited to: Transferto Washington State | (" P2 Recovers
1 Design of symbols, logos, emblems, etc.; Archives for appraisal and
1 Determination of mottos, slogans, school colors, mascots, etc.; selective retention.
1 Establishment of program names, etc.;
1 Public participation in the decisiemaking process.
Excludes the naming of buildings, roadsdbeis, and other asset®vered byGS2012032
Excludes intellectual property ownership records covereGB2012030.
GS5001-37 | Census Records from the State Office of Financial Management Retainuntil no longer needed ARCHIVAL
Rev.1 |Note: This record is retained permanently by the Office of Financial Management in accor{ for agency business (Appraisal Required
with its records retention schedule. then NONESSENTIAL
Transferto Washington State OFM
Archives for appraisal and
selective retention.
GS5605A01 | Charter and Bhaws ¢ Adopted Retainuntil superseded ARCHIVAL
Rev.1 | Official, adopted charter and/or bgws defining the scope of the agency and its rights, then (Permanent Retention)
NBalLR2yaArAoAft AGASAT | yR | dzi K2 NX (i &écisibnghdkings | Transferto Washington State f E_SSENRT'AL
bodies (councils, commissions, committees, etogludes Associated Student Bodies (AS Archives for permanent (for 'SagteF:Recovery
retention.
1. AGENCY
. o
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Washington State Archives

1.3 CHARTER, JURISDICTION AND MISSION
The activity obstablishingdocumenting) Y R RSUGSNXA YAy 3 G KS chatedjurisdiciod & migsivnExtlided retGds Coverrd
the Meetings and Hearings section.

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DIEE(T)E'I\'TTSNN AACNT?ON DESIGNATION
NUMBER (DAN
GS5005A07 | Charter and Bylawsg Development Retainuntil no longer needed ARCHIVAL
Rev.1 [(wSO2NRa&a NBflGAy3d G2  KkBartdR&dIS by_MgdSining the T |for agency business (AppraisalRequired)

scope of the agency and its rights, responsibilities, and authority, and including written| then NONESSENTIAL
F2N G§KS I 3 Snaking iddies RQuBcisachramyissions, committees, .dtcudes | Transferto Washington State OFM
Associated Student Bodies (ASB). Archives for appraisal and
Excludes adopted charters and bylaws covered by GSB®1. selective retention.

GS56016-09 | Jurisdictional Boundary, Official Retainuntil no longer needed ARCHIVAL

Rev.l Officialdocumentation of theagenc2 &  jurdictidhal boundarychanges to its boundar| for agency business (Permanent Retention)
(including annexation or incorporati®randrelatedrecords documenting locations and then E.SSENTIAL
LK&aAOkt FSH{GdNBa 6A0GKAY GKS I 3SyOeQa |Transferto Washington State | (P2 Recover
Records majnclude but are not limited to: Archives for permanent
1 Drawings,maps,photographs(prints, slides negatives, digital imaggsaerial photos; retention.
1 Surveys, land survey fielwoks;
1 Geological data/geotechnical reports.
Excludes records that are:
1 Site-specific to real property assets owned by the agency and covered by(58855;
1 Held bythe county engineerand covered byGS2012031;
1 Goveredin the County AssessgCountyAuditor, & Land Use Plannirend Permitting
sector schedules

1. AGENCY
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1.3 CHARTER, JURISDICTION AND MISSION
The activity obstablishingdocumenting) Y R RSUGSNXA YAy 3 G KS chatedjurisdiciod & migsivnExtlided retGds Coverrd
the Meetings and Hearings section.
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN DISPOSITION ACTION
G%2-03A05 | Jurisdictional Boundary, Development Retainfor no longer needed for, ~ ARCHIVAL
Rev.1l Records relating tthe development and/oproposal ofmodifications/changes tthe agency business (Appraisal Required
agency jarisdictional boundaryifcluding annexation or incorporatiprincludes requests, | then , ESSENTlAL
proposals, process documentation, relatesmmunicationsetc. Transferto Washington State | ' D'sage;RRecovery
Excludesecords covered by GSEBA 13, Meetingsc Governing/Executive Arcl:hlv_es for appraisal and
Excludes official boundary documentation covered285016-09. selective retention.
GS5018-38 | Jurisdictioral Reference; Maps, Drawings Photographs Retainfor no longer needed for, ~ ARCHIVAL
Rev.1l Maps, drawings, and/or photographs that providgferenceinformation onland use agency business (Appraisal Required
conditionsand physical featureg A G KAy G KS | 38y Oérg freparedhdih &| then ESSENTIAL
collected by the agenggnd usedor staff referenceand/or public information. Transferto Washington State | ' Dlsacs)t;rl\;l?ecovery
Records may include, but are not limited to: Archives for appraisal and
1 Drawings, maps, photograpkisrints, sldes, negatives, digital images), aerial photos; | Selective retention.
1 Surveys, land survey fietaoks;
1 Geological data/geotechnical reports.
Excludesecords coverednore specificallyin CORBr sector schedules such eecords that
are:
1 Related to projects covered in theand Use Plannirsgctor schedule;
1 Site-specific to real property assets ownbg the agency and covered by GSEH06;
1 Held by the county engineer and covered®$2012031
1. AGENCY
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1.4 COMMUNITMND EXTERNARELATIONS
¢KS OuA@gAGe 2F GKS t20Ft @SNy YSyd F3ISyoeQa AyGdSNI OldA2y gAilK
DISPOSITION

RETENTION AND
AUTHORITY DESCRIPTION OF RECORDS DESIGNATION
NUMBER (DAN DISPOSITION ACTION
G2011-165 | Advertising and Promotion Retainuntil no longer needed ARCHIVAL
Rev. 0 |Records relating to the plannlng and/or execution of educational or promotlonal eventg for agency business (Appraisal Required
OF YLI A3dyas yR O2yiSaia O2yRdzOGSR o6& (| then NONESSENTIAL
business Transferto Washington State OPR

Archives for appraisal and
selective retention.

G2011-166 | Awards and Recognitions Retainuntil no longer needed ARCHIVAL
Rev.0 | Records documenting international, national, and other significant awards and recognil for agency business mﬁ%ﬁ?&@?ﬁﬁﬂ
received bythe agency in relation to its functions and assets. then

Transferto Washington State OFM
Archives for appraisal and
selective retention.

Includes, but is not limited to:

1 Awards (design, efficiency, sustainability, etc.) for agewsged buildingsmonuments,
bridges, dams, and features (archeological, geographical or topological), etc.;

1 Recognition for web site or electronic information system designs, transit
efficiency/service, customer service excellence, etc.

Excludes artifacts (plaques, trophjeetc.).

G2011167 | Charity Fundraising Retainfor 6 years after end of | NONARCHIVAL
Rev.0 [wWSO2NR& R20dzySyliAy3a GKS F3SyoeqQa 022 NR|fiscalyear NONESSENTIAL
charity fundraising campaigns, including promotion of employee pageolictions. then OPR
Includes, but is not limited to: Destroy.

1 Decision process for selecting charity campaigrsifmport;
1 Communication between the agency and charities;

1 Dissemination of charity information;

1 Arrangements and promotion of campaign events.

Excludes authorizations of payroll deductions covered by GSEQ1.

1. AGENCY
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1.4 COMMUNITMND EXTERNARELATIONS
¢KS OuA@gAGe 2F GKS t20Ft @SNy YSyd F3ISyoeQa AyGdSNI OldA2y gAilK
IR RETENTION AND

AUTHORITY DESCRIPTION OF RECORDS DESIGNATION
NUMBER (DAN DISPOSITION ACTION

GS5001-09 | CitizenComplaints/Requests Retainfor 3 years after matter | NONARCHIVAL
Rev.2 Communications from citizens making a complaint or request, as well as the associate| closed NONESSENTIAL
agency responséncludes community mediation/dispute resolution recoré$ating to then OFM
routine issuesvhere not coveretly a more specific records series Destroy.

Excludes records coveredore specificallyin CORBr sector schedulesuch as

1 Claims for Damages (DAN G$86010);

1 Gode Enforcement (DA S2012026);

1 Contracts and Agreements (General) (DAN &35(1);

1 Public Disclosure/Records Requests (DAN GSAA)0

1 Social servicélescovered in theSocial Services Records Retention Schedule

GS5006F07 | Media Releases and Coverage Retainfor 2 years after end of ARCHIVAL
Rev.1 Records relating tsnedia coverage (television, radio, newspapers, internet, efdhe calendar year (Appraisal Required
I 3 S ydot&vified and accomplishments. then NONESSENTIAL
Includesput is not limited to: Transferto Washington State OFM
1 Audio/visual recordings/transcripts of press conferences, speeches, etc., by the hea Archiv_es for appraisal and
the agency or senior executives; selective retention.

1 Copies of guest editorials written by the head of the agesrcsenior executives

1 Copies 6newsclippings/media coverage;

1 Interactionswith the media (press/news releases issued by the agency, etc.).
OEQOf dzZRS& AYTF2NXNIGAZ2Y LINRPGARSR 2y GKS |
Ad NBGFAYSR | 002 NRiicyorandp@rposeKS Ay F2NXIF (A

1. AGENCY
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1.4 COMMUNITMVAND EXTERNAELATIONS
¢CKS FOGAQGAGE 2F GKS t20Ff Z@@hEMy YSYy i | 3SyO0eQa AYyGSNIrOGA2Yy gAGK
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DIEE(T)';'I\'TTIL?NN :CNT'?ON DESIGNATION
NUMBER (DAN
G2011-168 | Proclamations Retainfor 6 years after issued ARCHIVAL
Rev. 0 Proclamations issued by the mayoommissioner, or elected executive on behalf of the | then (Appraisal Required
local government agengwhere not included in the minutes or meeting packet of the | Transferto Washington State | NONESSENTIAL
F3Sy0eQa 3I2P0SNYAy3d o062Red Archives for appraisal and OPR
selective retention.
G2012016 | Public Notice (Official) Retainfor 6 years aftenotice NONARCHIVAL
Rev 0 Records documentingublicnotices published or posted by thecal governmenagencyin | published NONESSENTIAL
order to inform the general public of its actions, decisions, or servicekides all public or OPR
notices whetherposted voluntarily orequired by statutewhere not covered by a more |6 years aftepublishedevent
specific records series completed,whichever is later
Includesput is not limited to: then
1 Affidavit of mailing, posting or publishing; Destroy.
1 Notices of agency elections, ordinancasction,public meetings/hearings, etc.
Excludes notices covered more specificallg@RBr sector schedulesuch as public
notices relating tdids and proposals covered by GSEA01 and GS508A11.
GS5001-30 | PUBLIC OPINION POLLS Retainuntil no longer needed ARCHIVAL
Rev. 0 for agency business (Appraisal Required
then NONESSENTIAL
Transferto Washington State OFM
Archives for appraisal and
selective retention.
1. AGENCY
. o
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1.5 CONTRACTAGREEMENTS
The activity of managing contracts and agreements entered into by the local government agency and processes invoheaeiopimet of such
contracts and agreements.
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DIEE;E'I\ITTIQNN :CNT?ON DESIGNATION
NUMBER (DAN
GS2011169 | Contracts and Agreements Capital Assets (No#Real Property Retainfor 6 years after NONARCHIVAL
Rev.2 Records relating to agreemertgtweenthe agency and one or more parties that set out | completionof transaction ESSENTIAL
terms and conditions to which the signing parties agree or submit, and that relate to cg or (for D'Sagepr;eco"ery
asset ownershiphut do not establish, alter, or abolisteal propertyownership Includes |6 years aftetermination/
negotiations,change oders compliance monitoring, etc expiration of instrument
Includes, but is not limited to: or S
1 Purchase and sales agreements (s1eal property only); 6 years after disposition of ass
1 Bond,grant and levy project contracts/agreements (raeal property only); (if asset owned by agenky
1 Building construction and improvements; whichever is later
1 Rightsof-way andor easementgranted to(received bythe agency then
1 Franchisegrranted to(received bythe agency Destroy.
Excludes contractagreements coverethore specificallyn CORIBr sector schedulesuch
as
1 Capital Assets (Real Properti®)AN GS5B5A06) (for real propertyagreementsrights
of-way/easements granted by the agency, gtc.
1 Financial TransactiondBond, Grant and Levy Proje(»AN GS201183);
1 Franchise RequestsGranted by AgendDAN GS505A:10).
Note:Bondtransactiors arecompleted when the final bond payment is made.
1. AGENCY
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1.5 CONTRACTAGREEMENTS

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

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DIEE;E'I\ITTIL;)NN :CNT?ON DESIGNATION
NUMBER (DAN
GS5001-11 | Contracts and AgreementsGeneral Retainfor 6 years after NONARCHIVAL
Rev4 Records relating to agreements betwette agency and one or more parties that set out | completion of tranaction or6 ESSENTIAL
terms and conditions to which the signing parties agree or sutami,that do notestablish,| years aftertermination/ (for Disag‘;;eco"ery
alter, or abolish ownership of capital assets expiration of instrument
Includes, but isot limited to: coverage
1 Memoranda of understanding (MOU); then
1 Negotiations final/initial agreementschange orders, amendments, addenda Destroy.
1 Compliance monitoring;
1 Legal interpretations, mdiation,arbitration, etc.
Catracts/agreementdnclude, but are not limited to:
1 Bonds (fidelity/surety coverage, performance/vendor, elected & appointed official, e
1 Customer account authorizations (automatic payments, ongoing discoetoty;
1 Employee use gfersonallyowneditems for workrelated purposes (weapon, vehicle,
ergonomicequipment Personal Protective Equipment [PPE], cell phone, laptop, etc.
1 Humanresourcesdelegation of authorityemployee/employment, etc.). Doesiot
include retirement verificatiomecordscovered byGS2017009,
1 Inter-agency, intraagency, intergovernmental, intelocal agreements;
1 Labor relations (collective bargaining, Pubhcptoyer Relations Commission (PERC)
filings, etc.) Doenot include employee grievances;
1 Lease, escrow, and rental agreements;
1 Lending agreements (facility, equipment, vehicle, etc.);
1 Liability waivers (hold harmless, insurance, etc.);
Continued | 1L0oan agreements (fa-term debt, etc.); Continued Next
Next Page 1 Master depository contragtbanking) Continued Next Page Continued Next Page Page
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1.5 CONTRACTAGREEMENTS

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

1 Retirement investment portfolios (for agencies operating their own pension systems
1 Warranties.

Excludegontractsiagreements covered more specificallyd@RBr sector schedules such
as:

1 Employee Retirement/Pension Verification (BE$2017009);

1 Financial TransactionBond,Grant,and Levy Project®AN GS201183).

Note: Pursuant tRCW 4.16.04Qhe statute of limitations for the commencement of actions
dzLR2y | O2y iN}OG aX2NJ fAlFIoAfAGE SELINBaa 2

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DISE;E'I\ITTlg)NN AACNT?ON DESIGNATION
NUMBER (DAN
GS5001-11 | Gontracts/agreements include, but are not limited to: Continued From Previous Pag  Continued From Previous Page Continued From
Continued | 1 Ongoing exemptions/discounts/rate reductiofitilities, property taxes, etc.); Previous Page
From Previoug q Professional and client services
Page 1 Purchase and sales agreements (fu@pital asset purchases only);

G2012017 |FranchiseRequests; Declined Retainfor 6 years afterequest | NONARCHIVAL
Rev.0 |Records relating to franchisequest proposalsubmitted toor requestedby the locall declined NONESSENTIAL
government agencwhere the request is not grantedncludes reviewgdevelopment, then OPR
negotiations, and related communications. Destroy.
Excludes franchises grantbgthe agency, which are covered by GSER10.
Excludedranchises grantetb the agency, which are covered ®52011169.


http://apps.leg.wa.gov/rcw/default.aspx?cite=4.16.040
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1.5 CONTRACTAGREEMENTS

The activity of managing contracts and agreements entered into by the local government agency and processes invoheaeiopimet of such

contracts and agreements.

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DIEE;E'I\ITTlg)NN AACNT?ON DESIGNATION
NUMBER (DAN
GS5005A10 | FranchiseRequests; Grantedby Agency Retainfor 6 years after ARCHIVAL
Rev.l Recordgelating tofranchise agreementgranted bythe local government agen@llowing | termination or withdrawal of | (Permanent Retention)
the use of public streets, bridges or other public ways, structures or places above or b¢ franchise agreement (for E;EET{I!Q;
the surface of the ground, for the provision of public services (such as ufdjaiss then OPR y
electricity, water, sewer, etc.], railroads, telecommunications, and other activities) in | Transferto Washington State
accordance withRCW 35A.47.04énd/or RCW 80.32.010ncludes review, development, | Archives fopermanent
negotiations, finahgreement,and related communications. retention.
Excludes franchisggantedto the agency, which are covered ®52011169.
1. AGENCY
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1.6 ELECTIONS (ELECTED OFFICIALS, INITIATIVES AND REFERENDA)

The activity of administering all electioother than those administered by the County Auditwhich are covered in the County Auditor Records
Retention Scheduldncludes official notifications of election results issued by the agency and/or received from the County Auditor orubétiegreg

authority, and oaths of office taken by electadd appointedofficials.

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS Dlgggi'l\'TTlg)NN AACNT?ON DESIGNATION
NUMBER (DAN
G2012018 | Certification of Electiorg By Regulatory Agency Retainuntil no longer needed NONARCHIVAL
Rev.1 Agency copy of electioredification documentationissuedby a regulatory agencyn for agency business NONESSENTIAL
accordance with federaktate,or local law Includes certifications daflected officials (schog then OPR
board, city council, chief of police, judgeosecuting attorney, etc.), bonds, levies, etc. | Destroy.
Includes, but is not limited taertifications of
1 Regular and special elections held in accordamitie Title 29 RCVend certified by the
County Auditoro / 2 dzy e ! dzZRAG2NI OSNIATFTAOLF gA2y |
t SNXYI ySy i neGdinfyiAudtof Recokds Retention Schejlule
1 Educational servicdistrict board and regional committee member elections held by th
Superintendent of Public Instruction (OSPI) in accordanceR@W 28A.310.080 h { t
OSNIATFTAOIGAZ2Y NBO2NRAa NB RSaA3Iyl GdSR
1 Conservation District electiontertified by the Washington State Conseivat
Commission (WSCC) in accordance Ri@#W 89.08.11D 062 { / / Q& OS NI A
RSAAIAYI GSR a! NOKAGIt ¢ Ay Ada NBO2NRaA
Excludes:
1 Election administration rards covered by GS204R20;
1 Certificationof electionscertifiedby the local government agenayhich are covered by
GS2012019;
1 County Auditor records covered in t@ounty Auditor Records Retention Schedule


http://apps.leg.wa.gov/rcw/default.aspx?cite=29A
http://apps.leg.wa.gov/rcw/default.aspx?cite=28A.310.080
http://apps.leg.wa.gov/RCW/default.aspx?cite=89.08.110
http://www.sos.wa.gov/archives/RecordsManagement/RecordsRetentionSchedulesforCountyAuditors.aspx
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1.6

ELECTIONS (ELECTED OFFICIALS, INITIATIVES AND REFERENDA)
The activity of administering all electioother than those administered by the County Auditwhich are covered in the County Auditor Records
Retention Scheduldncludes official notifications of election results issued by the agency and/or received from the County Auditor orubétiegreg
authority, and oaths of office taken by electadd appointedofficials.

DISPOSITION
AUTHORITY
NUMBER (DAN

DESCRIPTION OF RECORDS

RETENTION AND
DISPOSITION ACTION

DESIGNATION

GS2012019
Rev.l

Elections; Held and Certified by theocal Government Agend{fficial Results)

Core official documentation and certification of electidredd and certifiedby the agency
Records include, but are not limited to: A

fSampleballotsd2 G SNEQ LI YLKE SGaT

1 Tabulated votes;

1 Certification of election.

Elections include, but are not limited to:

1 Irrigation District elections held pursuant RCW 87.03.075

1 Associated StuddrBody (ASB) officer elections held pursuanR©W 28A.325.020

1 School Board President elections held pursuarR@V 28A.330.010

1 Executive Committee elections.

Excludes County Auditor records covered in@minty Auditor Records Retention Schedy

Excludes gencyheld elections administration records covered 6%2012020.

Retainfor 6 years after end of
calendar year

then
ContactWashington State
Archives for appraisal and
selective retention.

ARCHIVAL
(Appraisal Required
ESSENTIAL

(for Disaster Recovery

OPR

GS2012020
Rev. 0

Elections; Held by the Local Government Agency (Administration)
Internal administration of electioniseld by the local government agency.
May include, but is not limited to:

1 Votereligibility and challenges to voter eligibility;

1 Voted ballots, tally sheets;

1 Working files.

Excludes County Auditor records covered in@winty Auditor Records Retention Schedy
Excludes official election results documentation covere@GBR012019.

Retainfor 1 year after

certification of election
then

Destroy.

NONARCHIVAL
NONESSENTIAL
OPR

1. AGENCY
MANAGEMENT
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http://apps.leg.wa.gov/rcw/default.aspx?cite=87.03.075
http://apps.leg.wa.gov/RCW/default.aspx?cite=89.08.110
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1.6 ELECTIONS (ELECTED OFFICIALS, INITIATIVES AND REFERENDA)
The activity of administering all electioother than those administered by the County Auditwhich are covered in the County Auditor Records
Retention Scheduldncludes official notifications of election results issued by the agency and/or received from the County Auditor orubétiegreg
authority, and oaths of office taken by electadd appointedofficials.
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS Dlzggi'l\'TTlg)NN AACNT?ON DESIGNATION
NUMBER (DAN
GS201021 | Initiative, Referenda andRecall Measurs Retainfor 6 years after ARCHIVAL
Rev. 0 Records relating to the administrative management of initiativeierenda, and recall certification of election or (Appraisal Required
measures filed with the agency determination of signature NONI(E)SPSRENTIAL
Includes, but is not limited to: insufficiency
1 Petitions signed by citizens; then .
{1 Outreach, voter pamphlet input; Transferto Washington State
1 Planning files, legal opinions; Archives for appraisal and
1 Related communications. selective retention
Includes, but is not limited to, initiativeeferenda, and recall measures:
1 Passed by voters;
1 Rejected by voters;
1 Where equisite number of signatures is not sufficient to place on ballot.
Excludes elections records covered®$2012018,GS52012019, and GS201220.
GS$0-05A15 | Oaths Of Office; Filedor Recorded with County Auditor Retainfor 6 years after end of | NONARCHIVAL
Rev.l Agency copy of official oaths of office taken by elected and appointed offidids have |term of office or appointment | NONESSENTIAL
been filed or recorded with the County Auditor. then OPR
Excludes oaths of office covered G$2012023. Destroy.
Note: All documents filed and/or recorded with the County Auditor are designated Archiva
County Auditor Records Retention Schedule
1. AGENCY
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1.6 ELECTIONS (ELECTED OFFICIALS, INITIATIVES AND REFERENDA)
The activity of administering all electioother than those administered by the County Auditwhich are covered in the County Auditor Records
Retention Scheduldncludes official notifications of election results issued by the agency and/or received from the County Auditor orubétiegreg

authority, and oaths of office taken by electadd appointedofficials.

DISPOSITION
RETENTION AND
AUTHORITY DESCRIPTION OF RECORDS DISPOSITION ACTION DESIGNATION

NUMBER (DAN
GS2012023 | Oaths Of Office; Not Filedor Recorded withCounty Auditor Retainfor 6 years after end of ARCHIVAL
(Permanent Retentiop

Rev.1 Official oaths of office taken by elected and appointed officidiich havenot beenfiled or |term of office or appointment ESQENTIAL

recorded with the County Auditor. then :
Transferto Washington State | ™ D'sageF:RRecovery
Archives fopermanent
retention.

1. AGENCY
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1.7 EMERGENOANNING, BESPONSRECOVERY
The activityof the agencyesponding to naturaiman-made and technologylisasters and emergencies
DISPOSITION
RETENTION AND
AUTHORITY DESCRIPTION OF RECORDS DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS5606A02 | Backups for DisastdPreparedness/Recovery Retainuntil no longer needed NONARCHIVAL
Rev.1 |(w2dziAyS> OeOft AOFft ol O1dzllJa 2F GKS I 3Sy O|foragency business ESSENTIAL
disaster preparedness and recovery. then (for Disaster Recovery
Destroy. OFM
GS2012024 | Emergency/Disaster Preparedneg€ontactinformation Retainuntil obsolete or NONARCHIVAL
Rev.l Personal contadnformation compiled to facilitate contact in the event of an emergency| superseded ESSENTIAL
natural disasterincludesemployeesstudents volunteers etc. then (for D'Sagtgl\;*eco"ery
Includesput is not limited to: Destroy.
1 Medical information(provider name, blood type, allergies, ADA requirements, etc.);
1 Personal contact information (cell/lhome phone, email address, etc.);
1 Physical pickip information (for students/minorsetc).
GS5014-03 | Emergency/Disaster Preparedness and Recovery Plans Retainfor 6 years after obsolet{ NONARCHIVAL
Rev.2 | Emergency and disaster preparedness, response, and recovery plans prepared for an| O Superseded f rE_SSt'Er'\;TlALr
2F (GKS | 3Sydndmsets2 LISNI A2y 4 then oD e e
Also includes, but is not limited to: Destroy.
1 Employee emergency plans and fire prevention plans prepared in accordance with
WAC 29624-567,
1 Essential records lists.
Excludes hazardous materials/dangerous waste management paesed by GS509-08.
1. AGENCY
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1.7 EMERGENOANNING, BESPONSRECOVERY
The activityof the agencyesponding to naturaiman-made and technologylisasters and emergencies
DISPOSITION
RETENTION AND
AUTHORITY DESCRIPTION OF RECORDS DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS5018-29 | Emergency/Disaster Responsecoveryc Uncommon or Major Retainfor 6 years after matter ARCHIVAL
Rev. 1 Records relating to actions taken by the local government agency in responsedmmon | resolved/recovery complete | (Appraisal Required
or major natural or manmade diséars/emergencies (storms,dbds, fires, earthquakes, then NONESSENTIAL
terrorism, etc.) where the agency deploys neroutine proceduresmobilizesspecial Transferto Washington State OPR
resourcesrequiressignificantoutside assistancand/or where normal agency operations | Archives for appraisal and
are suspended or significantly disrupted selective retention.
Includes, but is not limited to:
1 Emergency operations center activities and communications;
1 Invocation of mutual aid or interlocal agreents with adjoining local jurisdictions;
1 State of Emergendglisaster damageleclaration;
1 Federal Emergency Management Agency (FEMA) claims;
1 Actions implemented tgrotect life, property,public peace, the environment, and/the
economic base of theommunity;
1 Protection,recovery,and repair of agency or community assets.
Excludes emergencies&ahsters involving hazardous materials/dangerous waste covere(
GS2011177 or GS5A.9-15.
GS2012025 | EmergencyDisaster Response/Recovenry Routine or Minor Retainfor 6 years after matter | NONARCHIVAL
Rev.0 |Records relating to actions taken by the local government agency in respormgitee or | resolved/recovery complete NONESSENTIAL
minor natural or manmadaelisastersémergenciesl€aking pipes/floodingsnow closure, then OPR
vandalism etc.)where the agency manages the recovery with minimal assistance and/q Destroy.
disruption to normal agency operations
Excludegmergencieddisasters covered b§S5018-29,GS2011177 or GS5019-15.
1. AGENCY
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Includes, but is not limited to:

1 Agreements, surveys, reports;

1 Meeting and trainingnaterials;

1 Notifications and communications.

Excludesecords covered hy

1 Civil Rights Compliance (Section 504 Accommodations) (DANGSED);
1 Civil Rights Violation Complairfi©985 and EarliePANGS5604G04);
1 Civil Rights Violation Complaints (83%nd Later) (DASS2017002).

1.8 LEGAKAFFAIRS
The activity of providing legal counsel and managing litigation for the local government atyerhegles internal and outside counsel.
IMPORTANT! NAYAY It YR OAQAIKSOI B4 BA 2FR  AyK So ORIHGIATS aZF OR dzy (1 A PéoZecuding]
Attorney Records Retention Schedule
DISPOSITION
RETENTION AND
AUTHORITY DESCRIPTION OF RECORDS DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS5302-01 |Attorney General Opinions Retainuntil no longer needed NONARCHIVAL
Rev.2 Formal opinions issued by the Washington Attorney General in response to reqQyabe |for agency business NONESSENTIAL
county prosecuting attorney. then OFM
Note: Opinions issued by the Office of the Attorney Genegatlasignated Archival in ti@ffice |Destroy.
of the Attorney General Records Retentiazh&dule
G2011171 | Civil Rights; Compliance Retainfor 6 years after end of | NONARCHIVAL
Revli |wSO2NRa&a NBftlFGAy3a (2 u K S 3SyoOeQa STT2 NJcalendar yeaand no longer NONESSENTIAL
governingemployeei &hdii KS 3 Sy SN LJdzo £ A OQa OA @At |needed for agency business OPR

then
Destroy.

1. AGENCY
MANAGEMENT
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https://www.sos.wa.gov/archives/RecordsManagement/Records-Retention-Schedules-for-Prosecuting-Attorneys.aspx
https://www.sos.wa.gov/archives/RecordsManagement/Records-Retention-Schedules-for-Prosecuting-Attorneys.aspx
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1.8 LEGAIAFFAIRS
The activity of providing legal counsel and managing litigation for the local government atyeregtes internal and outside counsel.
IMPORTANT! NAYAY It YR OAQAIKSOI B4 BA 2FR  AyK So ORIHGIATS aZF OR dzy (1 A PéoZecuding]
Attorney Records Retention Schedule

DISPOSITION
RETENTION AND
AUTHORITY DESCRIPTION OF RECORDS DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS5604CG01 | Civil Rights; Compliance (Section 508ccommodations) Retainfor 6 years after NONARCHIVAL
Rev2 [(wSO2NR&a NBflFdAy3 (2 GKS | 3SyRebabildatiod Acvdf)f |completionor denial of NONESSENTIAL

1973which requires that qualified individuals with disabilities have equal opportunity to| accommodation(s) OPR
benefits and services then
Includes, but is not limited to: Destroy.

1 Agreements, surveys, reports;
1 Meeting andtraining materials
1 Notificationsand communications.

Excludes records covered by:
1 Civil Rightg, Violation Complaints (1985 and earlier) (DAN G&BR04).
1 Civil Rightg, Violation Complaints (1986 and later) (D&S2017002).

1. AGENCY


https://www.sos.wa.gov/archives/RecordsManagement/Records-Retention-Schedules-for-Prosecuting-Attorneys.aspx
https://www.sos.wa.gov/archives/RecordsManagement/Records-Retention-Schedules-for-Prosecuting-Attorneys.aspx
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1.8 LEGAIAFFAIRS

The activity of providing legal counsel and managing litigation for the local government atyeregtes internal and outside counsel.
IMPORTANT! NAYAY It YR OAQAIKSOI B4 BA 2FR  AyK So ORIHGIATS aZF OR dzy (1 A PéoZecuding]
Attorney Records Retention Schedule

DISPOSITION
RETENTION AND
AUTHORITY DESCRIPTION OF RECORDS DESIGNATION
A DISPOSITION ACTION
GS5604CG04 | Civil Rights; Violation Complaintg1985 and earlier) Retainfor 6 years after ARCHIVAL
Rev2 | Records relating to civil rights violaticomplaintswithin i K §  + 3 Sy O @ dilad bg d| resolution, completion, closure| (Appraisal Required

or decision not to proceed NONESSENTIAL

agencyemployeesor the general publin 1985 or earlier Includesdefending or respondin OPR

to complaints filed with the United States Equal Employment Opportunity Commission then

(EEOQCAnd/or the Washington State Human Rights Commission. Transferto Washington State
Includes, but is not limited to: Archives for appraisal and

1 Complaints, investigations, witness statements, evidentiary documents; selective retention.
1 Findings, settlement agreements, pdstding materials;

1 Litigation case filef(applicablé;

1 Notifications, communications, contact logs, nates
Violation types include, but are not limited to:

1 Civil Rights Act of 196¥oter registrationfacilities, transportation, equal employment

opportunity, educationpussingrace, color & naonal origin [Title VI, etc.);
1 Rehabilitation Act of 197@&e¢ion 504 accommodations, etc.).

1. AGENCY


https://www.sos.wa.gov/archives/RecordsManagement/Records-Retention-Schedules-for-Prosecuting-Attorneys.aspx
https://www.sos.wa.gov/archives/RecordsManagement/Records-Retention-Schedules-for-Prosecuting-Attorneys.aspx
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1.8 LEGAIAFFAIRS
The activity of providing legal counsel and managing litigation for the local government atyerhegles internal and outside counsel.
IMPORTANT! NAYAY It YR OAQAIKSOI B4 BA 2FR  AyK So ORIHGIATS aZF OR dzy (1 A PéoZecuding]
Attorney Records Retention Schedule
DISPOSITION

RETENTION AND
AUTHORITY DESCRIPTION OF RECORDS DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
G2017-002 | Civil Rights; Violation Complaints (1986 and later) Retainfor 6 years after NONARCHIVAL
Rev. 0 |Records relating to civil rightsolationcomplaintsg A G KAy G KS | 3 8lgl®@ ¢ resolution, completion, closure] NONESSENTIAL
employeesor the general publim 1986 or later andwhere civil litigationhasnot or decision not to proceed OPR

commencel. Includesdefending or responding to complaints filed with the United States then
Equal Employment Opportunity Commission (EEOC) and/or the Washington State Hur Destroy.
Rights Commission.

Includes, but is not limited to:

1 Complaints, investigations, withess statements, evidentiary documents;
1 Findings, settlement agreements, pdstding materials

1 Notifications, communications, contact logs, nates

Violation types include, bwre not limited to:
1 Americans with Disabilities A@DA), Title Il, etc.;
1 Civil Rights Act of 196#oter registration, facilities, transportation, equal employment
opportunity, education, race, color & national origin [Title VI], etc.);
1 Federal FaiHousing Amendments Act of 1988
1 Health Insurance Portability and Accountability GtiPAA);
1 Individuals with Disabilities Education AGEA);
1 Rehabilitation Act of 197@etion 504 accommodations, etc.).

Note: If litigation commences, these recordsdiae part of the litigation case file.

1. AGENCY


https://www.sos.wa.gov/archives/RecordsManagement/Records-Retention-Schedules-for-Prosecuting-Attorneys.aspx
https://www.sos.wa.gov/archives/RecordsManagement/Records-Retention-Schedules-for-Prosecuting-Attorneys.aspx
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Washington State Archives

1.8 LEGAIAFFAIRS
The activity of providing legal counsel and managing litigation for the local government atyerhegles internal and outside counsel.
IMPORTANT! NAYAY It YR OAQAIKSOI B4 BA 2FR  AyK So ORIHGIATS aZF OR dzy (1 A PéoZecuding]
Attorney Records Retention Schedule
DISPOSITION

RETENTION AND
AUTHORITY DESCRIPTION OF RECORDS DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS5601-10 | Claims for Damages Retainfor 6 years after claim NONARCHIVAL
Rev.2 Records relating to claims for damages filed eithgainst the agencipy other partiespr by | closed NONESSENTIAL
the agencyagainst other parties then OPR

Excludd 62 N)] SNEQ O2 ¥dviSed i théHangay Resbtirce Meniagement Destroy.
Employee Benefitsection.

Note: If litgation commences, these records become part of the litigation case file.

GS2012026 | Code Enforcement Retainfor 6 years after matter | NONARCHIVAL
Revi |[wSO2NRA& NBflFdAy3 (2 GKS Sy¥T2NDOSYSy ivhe T |resolvedor closed NONESSENTIAL
not covered by the Law Enforcement Records Retention Schedule. then OPR
Includes, but is not limited to: Destroy.

1 Complaintsmediation/dispute resolutioninvestigations, warnings, notices;
1 Inspections, assessments, citations, statements of required corrective action, resolu
1 Related communications.

Code violationgnayinclude, but are not limited to:

1 Animal controj

1 Building, development, land use, and fire;

1 Nuisance (accumulation of junk on private property, etc.);
1 Parking;

1 Personal license and business license.

Excludesecords coverednore specificallyn CORE or sector schedylsgch asAppeals
Hearings; LocalDecisioaMaking Bodies (GenerdIDAN GS201173)

Note: If litigation commences, these records become part of the litigation case file.

1. AGENCY



https://www.sos.wa.gov/archives/RecordsManagement/Records-Retention-Schedules-for-Prosecuting-Attorneys.aspx
https://www.sos.wa.gov/archives/RecordsManagement/Records-Retention-Schedules-for-Prosecuting-Attorneys.aspx
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1.8 LEGAIAFFAIRS
The activity of providing legal counsel and managing litigation for the local government atyeregtes internal and outside counsel.
IMPORTANT! NAYAY It YR OAQAIKSOI B4 BA 2FR  AyK So ORIHGIATS aZF OR dzy (1 A PéoZecuding]
Attorney Records Retention Schedule
DISPOSITION

RETENTION AND
NG'L\JATBHEngg:N) DESCRIPTION OF RECORDS DISPOSITION ACTION DESIGNATION
GS2011172 | Compulsory ProcesServed on the AgendiNot Party to Litigation) Retainuntil no longer needed NONARCHIVAL
Rev.l Records relating teourt orders,subpoenas andther compulsory legal proceserved on | for agency business NONESSENTIAL
the agencywhere the agencys not a party to the litigation. then OPR
Includes, but is naimited to: Destroy.

1 Personnel/staff summonseas notice of deposition
1 Subpoenasr court ordersfor agency records.

GS2017003 | Discovery Materials Not Submitted to the Court Retainuntil resolution of case | NONARCHAL
Rev. 0 |Records gathered, received, or produced in relation to discovery requests or civil (including appeals) NONESSENTIAL
investigative demandhich are not submitted to the court then OPR
Note: Discovery materials submitted to the cduetome part of théitigation case file. Destroy.

1. AGENCY


https://www.sos.wa.gov/archives/RecordsManagement/Records-Retention-Schedules-for-Prosecuting-Attorneys.aspx
https://www.sos.wa.gov/archives/RecordsManagement/Records-Retention-Schedules-for-Prosecuting-Attorneys.aspx
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IMPORTANT! NA YA Y I §
Attorney Records Retention Schedule

1.8 LEGAIAFFAIRS
The activity of providing legal counsel and managing litigation for the local government atyerhegles internal and outside counsel.
YR OA@AIKSOI BRI BA 2FK A1y So DR IGIATS aZF OR dzy (1 A PioFecusing]

DISPOSITION
AUTHORITY
NUMBER (DAN)

DESCRIPTION OF RECORDS

RETENTION AND
DISPOSITION ACTION

DESIGNATION

GS5505A09
Rev. 3

Evictions, Liens, Foreclosures, Condemnations
Records relating to disputesd attempts to collectundswherereal propertyownershipis
involvedandwhere litigation haghot commenced

Includes, but is not limited to:

1 Correspondence, research, invoices/statengmtotices proof of mailing;
1 Copies of title reports, certificates of delinquency.

1 Damage and loss claims (purcimas;

1 Lien filings (and releases) and other actions;

1 Settlement documentation

1 Warrantdchecksreturned due to norsufficient funds (NSF)

Includes activities and actiomslating to real property ownership (where litigation has no
commenced)such as:

1 Gondemnation/eminent domain;

1 Debt forgiveness;

1 Evictions, vacation of premises, etc.

1 Property liens (and releasespréclosure of deeds and mortgagesc.

Excludes records covered by:

1 Capital Assets (Real Properi)ANGS5505A06) (encroachments)

1 Financial Disputes and CollectianGeneralDANGS5603B-14);

1 TheProsecuting Attorney Records Retention Schedule

Note: Iflitigation commences, these records become part of the litigation case file.

Note: Rirsuant toRCW 4.16.020he statute of limitations for the commencement of actions {
the recovenpof real property is 10 years.

Retainfor 10 years after matter

resolved

then

Destroy,.

NONARCHIVAL
NONESSENTIAL
OPR

1. AGENCY
MANAGEMENT
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1.8 LEGAIAFFAIRS
The activity of providing legal counsel and managing litigation for the local government atyerhegles internal and outside counsel.
IMPORTANT! NAYAY It YR OAQAIKSOI B4 BA 2FR  AyK So ORIHGIATS aZF OR dzy (1 A PéoZecuding]
Attorney Records Retention Schedule
DISPOSITION
RETENTION AND
AUTHORITY DESCRIPTION OF RECORDS DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS5207-03 | Legal Advice, Analysis, and Opiniog®evelopment Retainuntil issuance of NONARCHIVAL
Rev.1 |Records relatingp the development of legal advice and analysis of the law. advice/opinion NONESSENTIAL
Includes put is notlimited to: then OFM
1 Preliminary drafts; Destroy.
1 Comments on preliminary drafts;
1 Rdated correspondendeommunications
GS5302-03 | Legal Advice, Analysis, and Opiniog®fficial Retainfor 10years after ARCHIVAL
Rev. 2 Recordgelating tothe provision of legal advicepinions,and interpretations in the proces{issuance of advice/opinion (Appraisal Required
of acting as legal counsel for the agewcyany of its departments/officesvherethe then NONESSENTIAL
advice/analysis/opinionsare not retained and dispositioned witlother agencyrecords to | Transferto Washington State OPR
whichthey relate. Archives for appraisal and
Exdudesrecords covered byegal Advice, Analysis and Opiniqidevelopment (DAN GS5] Selective retention.
07-03).
GSB3-02-05 |Legal Advice, Analysis, and OpiniogSecondary Caps Retainuntil no longer needed NONARCHIVAL
Rev.1 |Recordselating tothe provision of legal advicepinions,and interpretations in the proces{ for agency busiess NONESSENTIAL
of acting as legal counsel for the agencyany of its departments/officesvhere the then OFM
advice/analysis/opinionsare retained and dispositionedwith the agencyrecords to which | Destroy.
they relate.
Exdudesrecords covered bizegal Advice, Analysis and Opiniqidevelopment (DAN GS5!
07-03).
1. AGENCY


https://www.sos.wa.gov/archives/RecordsManagement/Records-Retention-Schedules-for-Prosecuting-Attorneys.aspx
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1.8 LEGAIAFFAIRS
The activity of providing legal counsel and managing litigation for the local government atyerhegles internal and outside counsel.
IMPORTANT! NAYAY It YR OAQAIKSOI B4 BA 2FR  AyK So ORIHGIATS aZF OR dzy (1 A PéoZecuding]
Attorney Records Retention Schedule
DISPOSITION RETENTION AND
NG’L\J/I'II;HEgR(’l;I'XN) DESCRIPTION OF RECORDS eGSO ACTIH DESIGNATION
GS5302-04 | Litigation Case Files Retainfor 10years after ARCHIVAL
Rev.2 | Records relating to cases litigated behalf ofthe local governmentagency(as plaintiff or | resolution of case (including | (Appraisal Required
defendant)before a localstate, or federal court or administrative forum appeals) f ESSENTIAL
Excludes records covered bifigation Materialsg Development (DAN GS20004). then _ ter Dlsag;rgecovery
) - , " . Transferto Washington State
NOTE:The provision ofegal representatioron behalf of the cities, coues, or Statef hi for appraisal and
Washington(relating to criminal, juvenile offender, or civil mattgns family law, juverie, Arc ves PP
) L . . . . selective retention
trial, and appellate courtand/or administrative forumss covered in theProsecuting
Attorney Records Retention Schedule
GS2017004 |Litigation Materials¢ Development Retainuntil no longer needed | NONARCHIVAL
Rev.0 |Records relating tthe development of tigation materials (such as pleadings, memorand for agency business NONESSENTIAL
briefs, declarations, discovery materials, reports, etc.) eaniag any matter in litigatioor then OFM
reasonably anticipated to be in litigatidrefore any judicial or administrative forum. Destroy.
Includes, but is not limited to:
1 Copiesf research materials;
1 Copiesof records that argart ofthe official court record (pleadings, orders, decrees,
etc.);
1 Preliminary drafts;
1 Comments on preliminary drafts;
1 Related correspondence (including procedural/scheduling communications, non
substantive transmittal letters, etc.).


https://www.sos.wa.gov/archives/RecordsManagement/Records-Retention-Schedules-for-Prosecuting-Attorneys.aspx
https://www.sos.wa.gov/archives/RecordsManagement/Records-Retention-Schedules-for-Prosecuting-Attorneys.aspx
https://www.sos.wa.gov/archives/RecordsManagement/Records-Retention-Schedules-for-Prosecuting-Attorneys.aspx
https://www.sos.wa.gov/archives/RecordsManagement/Records-Retention-Schedules-for-Prosecuting-Attorneys.aspx
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1.9 LOCAL GOVERNMHENHGISLATION
¢KS | OGAGAGE 27T G KSgoverinylbdiesestabisBinginystaitas,&iredlagiodstothemselves and for the people they

represent.
DISPOSITION
RETENTION AND
NSIL\J/I-II;:(R)’R(’[;FAYN) DESCRIPTION OF RECORDS B EEOElTEN AT DESIGNATION
GS5605A16 | Ordinancesand Resolutions; Approved Retainuntil no longer needed ARCHIVAL
Rev.l Lawsgstatutes,) Y Rk 2 NJ NBS3dzA  GA2ya | LIWINR ISR | yR |foragency business (Permanent Retentiol
governing body. then ESSENTIAL
. L . . (for Disaster Recovery|
Note: Official and municipal codes are covered by Publicatidester Set, GS506F~04. Transferto Washington State OPR
Archives for permanent
retention.
GS5001-25 | Ordinancesand Resolutions; Development Retainfor 3 yearsafter approvall ~ARCHIVAL
Rev.l Documentation of the analysis and development of ordinances and/or resolutions inter| or decision not to proeed (Appraisal Required
T2N) adzoYAdaarzy (2 GKS 3SydeqQa 3I20SNYA| then NONE;;ENT'N
Excludesapprovedordinances and resolutions covered by G558 16. Transferto Washington State
Archives for appraisal and
selective retention.

1. AGENCY
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1.10 MEETINGS AND HEARINGS
The activity of the agency assembling groups of people for the purpose of inforrelationg, discussion, planning and/or decisioaking Includes all
meetings organized by or on behalf of the agency including open public meetings, executive sessioasdfmridigpeals hearinggommunity
meetings, and internal agencye®tings May involvegoverning and advisory bodies, executivenagement, general staff, volunteers, general publi

DISPOSITION
AUTHORITY
NUMBER (DAN)

DESCRIPTION OF RECORDS

RETENTION AND
DISPOSITION ACTION

DESIGNATION

G2011173
Rev.2

Appeals Hearingg Local DecisiofMaking BodiegGeneral)

wSO2NR& R20dzYSyidAy3a (GKS I R2dzZRAOIF 1A GBS LINEP
making bodiesincludes hearings and qugsdicial actions of the legislative body, planning
commission, hearing examiner, or otherdieswhich determine the legal rights, duties, or
privileges of specific parties in a hearing or other contested case procestigrg NOland use
decision is being appealed

Includes, but isiot limited to:

1 Agendas, meeting/agenda packets (briefs, reference materials, etc.);
1 Audio/visual recordings and transcripts of proceedjngs

1 Case files, decisions/orders/rulings, minutes (if taken);

1 Oral and written testimony, exhibits, etc.;

1 Indexes and ther finding aids.

Hearings and proceedings include, but are not limited to:

1 Animal control dispute appeals;

1 Billing dispute appeals hearings (utilities, etc.);

1 Civil asset forfeiture hearings;

1 Civil Service Commission heariagsl employee grievance appeals;

1 County Board of Equalizatigmoperty taxvaluation and/orexemption appeals.

Excludes records covered by:

1 Meetings¢ Advisory (DAN GS20027);

1 Meetingsq Governing/Executive (DAN GSEIA-13);

1 Appeals Hearings Local DecisieMaking Bodiesl(and Usg(DAN GS201174);
1 Meetings/Hearingg Arrangements (DAN GS20116)

Retainfor 6 years after final
disposition of case

then

Transferto Washington State
Archives for appraisal and
selective retention.

ARCHIVAL
(Appraisal Required
ESSENTIAL

(for Disaster Recovery|

OPR

1. AGENCY
MANAGEMENT
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1.10 MEETINGS AND HEARINGS
The activity of the agency assembling groups of people for the purpose of inforrelationg, discussion, planning and/or decisioaking Includes all
meetings organized by or on behalf of the agency including open public meetings, executive sessioasdfmridigpeals hearinggommunity
meetings, and internal agencye®tings May involvegoverning and advisory bodies, executivenagement, general staff, volunteers, general publi

DISPOSITION
AUTHORITY
NUMBER (DAN)

DESCRIPTION OF RECORDS

RETENTION AND
DISPOSITION ACTION

DESIGNATION

G2011174
Rev.2

Appeabk Hearingsg Local DecisiofMaking Bodies (Land Use)

Records documentintpe R2dzRA O 6 A @S LINRPOSSRAy3Ia 27
decisionmaking bodieslncludes hearings and qugsiicial actions of the legislative body
planning commission, hearing examiner, zoning adjuster, board of adjustment or other|
bodieswhich determine the legal rights, duties, or privileges of specifitiggin a hearing
or other contested case proceedimghere aland usedecisionis being appealed Includes
land use administrative appeals

Includes, but is not limited to:

1 Agendas, meeting/agenda packets (briefs, reference materials, etc.), etc.;
1 Audio/visual recordings anmanscripts of proceedings

1 Case files, decisiorm/ders/rulings minutes (if taken);

1 Oral and written testimony; exhibits, etc.;

1 Indexes and other finding aids

Excludes records covered:by

1 Meetingsg Advisory (DAN GS20027);

1 Meetingsg¢ Governing/Execide (DAN GS505A13);

1 Appeals Hearings Local DecisiciMaking BodiesGeneral) (DAN GS2B173);

1 Meetings/Hearingg, Arrangement{DANGS2014176).

Retainfor 6 years after final
disposition of case

then

Transferto Washington State
Archives for permanent
retention.

ARCHIVAL
(Permanent Retention)
ESSENTIAL

(for Disaster Recovery|
OPR

1. AGENCY
MANAGEMENT
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1.10 MEETINGS AND HEARINGS
The activity of the agency assembling groups of people for the purpose of inforrsl#idng, discussion, planning and/or decisimaking Includes all
meetings organized by or on behalf of the agency including open public meetings, executive sessioasdfmridigpeals hearinggommunity
meetings, and internal agencye®tings May involvegoverning and advisory bodies, executivenagement, general staff, volunteers, general publi
DISPOSITION
RETENTION AND
NC’L\J/I;HE(;R(’S'XN) DESCRIPTION OF RECORDS e SOE TN AT G DESIGNATION
GS2016007 |Meeting Materialsca SYO SNRQ / 2LJASakb2(iSa Retainuntil no longer needed | NONARCHIVAL
Rev.0 [LYRA@ARdzZ f Y SYo SNE Qartiifasng i goltisoly,lgov&midy/execitive for agency business NONESSENTIAL
internal/external committees (including national/external bodiem)d staff meetings, then OFM
providedi KS / 2YYAGGSSQa NBO2NRA | NB NBGLF Ay {Destroy.
agency/member.
Includes, but is not limited to:
9 Copies of agendas, meeting packets, minutes, etc.;
9 Working notes/drafts, etc.;
1 Relatedcorrespondence/communications.
GS2012027 | Meetings ¢ Advisory Retainfor 6 years after end of ARCHIVAL
Rev.0 |[wSO2NRa R20dzYSyidAy3a Ittt YSSGAy3aa 2F (K|calendaryear (Appraisal Required
. then NONESSENTIAL
Includes: . OPR
1 Meetings regulated by th®pen Public Meetings Agthapter 42.30 RCYsuch as regulg Transferto Washington State
and speial meetings, public hearings, etc.; Archives for appraisal and
1 All other meetings (including executive sessions regulate’®w 42.30.110(2)) selective retention.
Includes, but is not limited to:
1 Agendas, meeting/agenda packets (briefs, reference materials, etc.);
1 Speaker sigup, written testimony;
1 Audio/visual recordings and transcripts of proceedings;
1 Minutes.
Includes indexes and other finding aids.
Excludes records covered 852011173, GS201174, GS201175, and GS201176.
1. AGENCY


http://apps.leg.wa.gov/rcw/default.aspx?cite=42.30
http://apps.leg.wa.gov/rcw/default.aspx?cite=42.30.110

DSNS
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1.10 MEETINGS AND HEARINGS

The activity of the agency assembling groups of people for the purpose of inforrelationg, discussion, planning and/or decisioaking Includes all
meetings organized by or on behalf of the agency including open public meetings, executive sessioasdfmridigpeals hearinggommunity
meetings, and internal agencye®tings May involvegoverning and advisory bodies, executivenagement, general staff, volunteers, general publi

DISPOSITION
AUTHORITY
NUMBER (DAN)

DESCRIPTION OF RECORDS

RETENTION AND
DISPOSITION ACTION

DESIGNATION

GS5005A13
Rev.2

Meetings¢ Governing/Executive
wSO2NRA& R20dzYSyidAy3a +tt YSSGAy3Ia 27FandK
executive management

Includes

1 Meetings regulated by th®pen Public Meetings A@hapter42.30 RCW such as regulg

and special meetings, public hearingts;.;

1 All other meetings (includingxecutive sessionggulated byRCW 42.30.110(2))
Includes, but is not limited to:

1 Agendas, meeting/agenda packets (briefs, reference materials, etc.);

1 Speaker sigup, written testimony;

1 Audio/visual recordings and transcripts of proceedings;

1 Minutes.

Includes indexes and other finding aids.
Excludes records covered 852011173,GR011-174, GR011-175, and G3011-176.

Retainfor 6 years after end of

calendar year

then

Transferto Washington State

Archives for permanent
retention.

ARCHIVAL

(Permanent Retention)

ESSENTIAL

(for Disaster Recovery|
OPR

1. AGENCY
MANAGEMENT
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1.10 MEETINGS AND HEARINGS
The activity of the agency assembling groups of people for the purpose of inforrelationg, discussion, planning and/or decisioaking Includes all
meetings organized by or on behalf of the agency including open public meetings, executive sessioasdfmridigpeals hearinggommunity
meetings, and internal agencye®tings May involvegoverning and advisory bodies, executivenagement, general staff, volunteers, general publi
DISPOSITION
RETENTION AND
NS’L\J/I;HE(;R(’S'XN) DESCRIPTION OF RECORDS e SOE TN AT G DESIGNATION
G2011175 | Meetings¢ Inter-Agency Retainfor 6 years after end of ARCHIVAL
Rev.2 Records documenting all meetings held between the local government agedone or | calendar year (Appraisal Required
more other public agencieMay includemulti-agency staff meetings, committees, task | or NONESSENTIAL
forces that coordinate activities, communications, solutions to problestzs, 6 years after completion of OPR
Includes, but is not limited to: project,whichever is later
1 Agendas, meeting packets, signlists,etc.; then _
1 Minutes, audio/visual recordings, transcripts, etc Tran_sferto Washlngton State
1 Indexes and other finding aids. Archivesfor appraisal and
Excludes meetingsovered more specifically in CORE or sector schedules such as: selective retention.
1 Meetingsg Governing Bodies (DAN GSEA-13);
1 Meetingsg Advisory (DAN GS20027);
1 Occupational Health and Safety Programdministration (DAN5S2017016) (safety
committee minutes).
Paged1of 196
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1.10 MEETINGS AND HEARINGS
The activity of the agency assembling groups of people for the purpose of inforrelationg, discussion, planning and/or decisioaking Includes all
meetings organized by or on behalf of the agency including open public meetings, executive sessioasdfmridigpeals hearinggommunity
meetings, and internal agencye®tings May involvegoverning and advisory bodies, executivenagement, general staff, volunteers, general publi

Rev.2

Records documenting meeting$ agencystaff and those ofnternal committees councils,
commissions, boards, task forces,.etc

Includes, but is not limited to:

1 Agendas, meetinggendapackets(briefs, reference materials, etc.);
1 Speakesigrup, written testimony; etc.;

1 Audio/visual recordingandtranscriptsof proceedingsetc;

1 Minutes.

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

1 Meetingsg Governing Bodies (DAN GSEA-13);

1 Meetingsg Advisory (DAN GS20027);

1 Occupational Health and Safety Programdministration (DAN5S2017016) (safety
committee minutes).

calendar yeaandno longer

needed for agency business
then

Destroy.

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS Dlgggill\lT-ll—g)NN /@'T?ON DESIGNATION

NUMBER (DAN)

GS56001-43 | Meetings¢ Staffand Internal Committees Retainfor 2 years after end of | NONARCHIVAL

NONESSENTIAL
OFM

1. AGENCY
MANAGEMENT
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1.10 MEETINGS AND HEARINGS

The activity of the agency assembling groups of people for the purpose of inforrelationg, discussion, planning and/or decisioaking Includes all
meetings organized by or on behalf of the agency including open public meetings, executive sessioasdfmridigpeals hearinggommunity
meetings, and internal agencye®tings May involvegoverning and advisory bodies, executivenagement, general staff, volunteers, general publi

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS Dlgggill\lT-ll—g)NN /@'T?ON DESIGNATION

NUMBER (DAN)

G2011-176 | Meetings/Hearingsg Arrangements Retainuntil no longer needed NONARCHIVAL

Rev.l

Records relating to the administrative arrangements of meetings held by or on behalf g
local government agency.

Includes, but is not limited to:
1 Agendarequests
1 Arrangemat of cateringfacilities,and equipment.

Excludes:

1 Records covered bycheduling, Appointments/Meetings (DAN @&L6-011);

1 FHnancial records (facilitiesatering, travel expense, etc.) coveredEipancial
Transactiong, General (DAN GS20184)

1 Open Rblic Meeting Achotices covered bf2ublic Notice (Official) (DAN GS2015).

for agency business

then

Destroy.

NONESSENTIAL
OFM

1. AGENCY
MANAGEMENT
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1.11 PLANNING

The activity of documenting and determiniagK S f 2 OF f I2FSNY YSy i | 3SyoOeQa 202SO0GABSasx Iy
DISPOSITION RETENTION AND
Nﬁlt\JﬂTBHEnglle:N) DESCRIPTION OF RECORDS O IO AT G0 DESIGNATION
GS5006F02 | Establishment/DevelopmenHistory of Agency/Programs Retainfor 6 years after end of ARCHIVAL
Rev.1 |Records documenting the planning, establishment and significant changes/developohe| calendar year (Appraisal Required
the agency and its programs, including agency mergers/splits, creation/combination of| then NONESSENTIAL
divisions, major changes of agency functions, etc. Transferto Washington State OPR
Includes, but is not limited to: Archives for appraisal and
1 Biographical files (notable staff and other individuals related to the agency); selective retention.
1 Organizational charts and other records documensigmificantchanges/restructures
(such as agency mergers/splits, creation/combinations of divisions, major changes (
agency functions/roles, etc.);
1 Scrapbooks, news clippinggeb pages/screen grabghotographs, audio/visual
recordings, etc., documenting the hisyoof the agency/programs;
1 Summaries/histories;
1 Transitional documentation prepared for incoming officials/agency heads
1 Yearend/annuallisting of all agency officials/staff (employee directory, roster, etc.)
GS2016079 | Strategic Plang Development Retainuntil no longer needd NONARCHIVAL
Rev.0 |wSO2NRa NBflFGAy3a (2 GKS RS@St 2LISyd 2 F|foragency business NONESSENTIAL
then OFM
Destroy.
GS201@080 | Strategic Plang; Final Version Retainuntil no longer needed ARCHIVAL
Rev.0 |Final version of agenayide strategic, longi SNY LJ |y dza SR (2 I f jforagency business (PermanentRetention)
organizational and budget structure with its priorities, missions, and objectives. then NONEIS:;ENHAL
Transferto Washington State
Archivedor permanent
retention.
Paged4 of 196
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1.11 PLANNING

The activity of documenting and determiniagK S f 2 OF f I2FSNY YSy i | 3SyoOeQa 202SO0GABSasx Iy

DISPOSITION

RETENTION AND

AUTHORITY DESCRIPTION OF RECORDS DESIGNATION
UTEER BAN DISPOSITION ACTION

GS5001-38 | Work Plans

Retainuntil no longer needed | NONARCHIVAL

Rev.2 Plans describing work to be performed by divisions and units of the agency, including | for agency business NONESSENTIAL
timelines and areas of responsibility for specific actiddso includes records relating to th  then OFM
development of work plans. Destroy.

Excludes records covered by:
1 Strategic Plang Final VersiofDAN GS201080);
1 Workforce Planning (DAN GS2a13R).

1. AGENCY
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1.12 POLICIES ANEPROCEDURES

The activity of creating systematic approaches to operations and processes.

DISPOSITION
RETENTION AND
AUTHORITY DESCRIPTION OF RECORDS DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS56001-01 | ADMINISTRATIVIROCEDURESD INSTRUCTIONS Destroy when obsolete or NONARCHIVAL
Rev.0 [Internal procedures and instructiorssuidance on any routine internptocedure or superseded NONESSENTIAL
protocol required for day to day operationisicludes work assignments staff. OFM
GS5601-24 | Official Agency Policgnd Procedure Directives, Regulations and Rules Retainuntil no longer needed ARCHIVAL
Rev.l Officiallyadopted policiesprocedurespr public rules affecting the entire agen@yctivated | for agency business (Permanent Retentiop

then ESSENTIAL

Transferto Washington State | Disag‘;gecovery
Archives for permanent
retention.

through executive or department head signature, ordinance or resolution

1. AGENCY
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1.13 REPORTING

The activityof providing information as requd byfederal,state, or local statute, or by court order/rulélso 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

GS5605A04 | Annual Reportg; Adopted Retainuntil no longer needed ARCHIVAL
Rev.1l May also include annual messages of chief executive officer. for agency business (Permanent Retentioj
then NONESSENTIAL
Transferto Washington State OPR
Archives for permanent
retention.
G2012028 | ReportingFiling (Mandatory) ¢ Agency Management Retainfor 6 years after report ARCHIVAL
Rev.1l Recordgelating to general functions of the agenihat arerequiredto be filed with or or documentsubmitted (Appraisal Required
submitted tq an outside agency (includiriige legislative authorif) by federal, state or loca| then NONESSENTIAL
law, or by court ordefrule, where not covered by a more specific records series ContactWashington State OPR
Includes, but is not limited to: Archives for appraisal and
1 Reports/forms/certificates/lists; selective retention

1 Qubmissionconfirmation correspondence, inquiriegfc.

Includes, but is not limited to:

1 Political campaign reportfgbbying reports personal statements (financial affairs,
contact information)etc.,filed with the Public Disclosure Commission in accordance
chapters42.17and42.17ARCW

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

1 Annual and 5year Plans submitted by Public Housing Authorities to the U.S. Departi
of Housing and Urban Development (HUD) in accordance with Section 511Cdiakiey
Housing and Work Responsibility AQHWRA);

1 Prosecuting Attorney reportsubmitted to the Governor, the state Liquor Control Boar
and/or the legislative authority pursuant ®CW 36.27.020

A NCY
Pager?of 15
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1.14 RISK MANAGEMENNSURANCE

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

DISPOSITION
AUTHORITY
NUMBER (DAN)

DESCRIPTION OF RECORDS

RETENTION AND
DISPOSITION ACTION

DESIGNATION

GS2011177
Rev. 0

Accidents/Incidents (Hazardous Materialg)Human Exposure
wSO2NRA& R20dzYSyiaAy3a | OOARSyGas AYyOARSY
jurisdiction that are known tdhave involved human exposure to potentially hazardous
materials Includes employees (including contractors and volunteers) and the public
Includes put is not limited to:

1 Description of accident/incident, response, and investigation;

1 Personal exposure information, physical examination reports, etc.;

1 Analyses of medical or exposure recordsAC 296802-20015;

1 Toxic and hazardous substances recop¥sGFR 8§ 1926.1101(n))

1 Personal exposure records as defined by American Nuclear Insurers (ANI);

1 Employment records for persons entering radiologicatintrolled areas as defined by

American Nuclear Insurers (ANI)
1 Other records as specified WAC 296302-20010Q

Hazardous materials include, but are not limited to:

1 Toxic substances or harmful physical agents as defin@9 IBFR § 1910.1020(c)(13)

1 Hazardous materials as defined RgW 70.136.020

1 Dangerous waste, extremely dangerous waste, hazardous substances or hazardous
as defined b)RCW 70.105.010

1 Pesticides as defined BRCW 15.58.030

b203SY CKSNE Aa y2 tAYAGFGAZ2Y 2F FOGAzy

hazardous materials.

Retainfor 100 years after

AYRADARdZ t Q&

or
on

of death,whichever is sooner

then

R

8SINER I F3G§SN

Destroy,.

NONARCHIVAL
ESSENTIAL

(for Disaster Recovery

OPR

1. AGENCY
MANAGEMENT
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http://apps.leg.wa.gov/wac/default.aspx?cite=296-802-20015
http://ecfr.gpoaccess.gov/cgi/t/text/text-idx?c=ecfr&sid=677c329655545265e34e48caacb1aa48&rgn=div8&view=text&node=29:8.1.1.1.1.26.25.2&idno=29
http://apps.leg.wa.gov/wac/default.aspx?cite=296-802-20010
http://ecfr.gpoaccess.gov/cgi/t/text/text-idx?c=ecfr&sid=10bb7ebd886ee53f10e3432b36d8a858&rgn=div8&view=text&node=29:6.1.1.1.1.1.1.20&idno=29
http://apps.leg.wa.gov/rcw/default.aspx?cite=70.136.020
http://apps.leg.wa.gov/rcw/default.aspx?cite=70.105.010
http://apps.leg.wa.gov/rcw/default.aspx?cite=15.58.030
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1.14 RISK MANAGEMENNSURANCE

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

DISPOSITION
RETENTION AND
AUTHORITY DESCRIPTION OF RECORDS DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS5019-03 | Accidents/Incidents (Hazardous Materialg)No Human Exposure Retainfor 50years afterdate of | NONARCHIVAL
Rev.2 |Records documentingccidentsandincidentsg A G KAy G KS | JiSvgdng Q & |accident/incident ESSENTIAL
hazardous materiatwhere there was no human exposure. then (for Disaster Recovery
, - OPR
Includes, but is not limited to: Destroy.

1 Description of accident/incident, response, and investigation;
1 Toxic and hazardous substancesords P9 CFR 8§ 1926.11@10).

Hazardous materials include, but are not limited to:

1 Toxic substnces or harmful physical agents as define@®CFR § 1910.1020(c)(13)

1 Hazardous materials agfined byRCW 70.136.020

1 Dangerous waste, extremely dangerous waste, hazardous substances or hazardous
as defined byRCW 70.105.010

1 Pesticides as defined RRCW 15.58.030

Excludes accidents/incidents involving human exposure eovey GS201177.

GS5006G03 | Accidents/Incidents; No Claim Filed (Under Age 18) Retainfor 3 years after NONARCHIVAL
Rev.4 Records relating to accidents/incidents involving individual(s) younger than age 18, an{ individual reaches age 18 NONESSENTIAL
whereclaims for damages amt filed. Includes, but is not limited to, reports and then OFM
investigations. Destroy.

Includes agency copy of Reports of Accident filled out for volunteer fire fighters and reg
officers in accordance witRCW 41.24.210

Excludes hazardous materials accidents and incidents covered2by G 7and GS56019-
03.

1. AGENCY


http://ecfr.gpoaccess.gov/cgi/t/text/text-idx?c=ecfr&sid=677c329655545265e34e48caacb1aa48&rgn=div8&view=text&node=29:8.1.1.1.1.26.25.2&idno=29
http://ecfr.gpoaccess.gov/cgi/t/text/text-idx?c=ecfr&sid=10bb7ebd886ee53f10e3432b36d8a858&rgn=div8&view=text&node=29:6.1.1.1.1.1.1.20&idno=29
http://apps.leg.wa.gov/rcw/default.aspx?cite=70.136.020
http://apps.leg.wa.gov/rcw/default.aspx?cite=70.105.010
http://apps.leg.wa.gov/rcw/default.aspx?cite=15.58.030
http://apps.leg.wa.gov/rcw/default.aspx?cite=41.24.210
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1.14 RISK MANAGEMENNSURANCE

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

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DIEE(T)';T'TTI:?NN :é\'T'?ON DESIGNATION

NUMBER (DAN)

GS201@81 | Accidents/Incidents; No Claim Filed (Age 18 and Older) Retainfor 3 years after date of| NONARCHIVAL

Rev.2 Records relating to accidents/ incidents involving individuals age 18 and older, and wh| incident NONESSENTIAL
claims for damages arot filed. Includes, but isiot limited to, reports and investigations. | then OFM
Includes agency copy of Reports of Accident filled out for volunteer fire fighters and reg Destroy.
officers in accordance witRCW 41.24.210
Exdudes hazardous materials accidents and incidents coveréaS3011177and GS5019-
03.
GS5006G15 | INSURANCE AUDITS, SURWREPORTS 4 years NONARCHIVAL
Rev.0 |To document and analyze the coverage, premium ¢@std seHinsurance costs NONESSENTIAL
OFM
GS5006C16 | Insurance Policies Purchased Retainfor 6 years after NONARCHIVAL
Rev.1 Includes accident/injury, sickness, automobile, theft, fire liability, life, and all other insul termination or expiration of ESSENTIAL
policies purchased by the agency coverage (for D'Sagg;eco"ery
Note: Thd.ocal Records Committee suggests that policies which allow claims retroactive t then
period of coverage should be retained permaneitlynsult your risk manager Destroy.
GS5006G04 | INSURANCE POLICY CERTIFICATES PERMANENT NONARCHIVAL
Rev. 0 ESSENTIAL
(for Disaster Recovery
OPR
1. AGENCY
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1.14 RISK MANAGEMENNSURANCE

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

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DIEE(T)';T'TTI:?NN :Q'T?ON DESIGNATION

NUMBER (DAN)

GS56006G35 | Permission for Minors to Participate Retainfor 3 years after NONARCHIVAL

Rev.3 Records relating to parental/legal guardian permission for individuader age 18 (include{ individual reaches age 18 NONESSENTIAL
employees, students, interns and volunteers) to participate in agespoyisored or ageney | then OPR
approved programs, events and activitigcludes travel away from agency facilities. Destroy.

Includes, but is not limited to:

1 Notices and announcements;

1 Signup sheets, rosters, registration forms;

1 Parent/legal guardian permissions (approval for aggrivate vehicles, waiver of liability

emergency information, etc.);

1 Chaperone/driver lists and information;

1 Transportation and all other arrangements.

Excludegpublic schookponsored events and activities ferek12 studentscoveredby DAN
SD5106CG31 in the Public 8hook (k12) Records Retention Schedule

Excludes records covered by PR 19 in theParks, Recreain and Culture Records
Retention Schedule.

Note: If an accident/incident occurs, these records are covered by-G3BIB, GS5@1-10,
and/or GS532-04.

GS5006G25 | RISK DATA 4 years NONARCHIVAL

Rev.0 |Information compiled on the costs, liabilifyr risks to which the agency is exposed, and t NONESSENTIAL

allocation of expense required to support the risk management program. OFM
1. AGENCY


https://www.sos.wa.gov/archives/RecordsManagement/Managing-Park-and-Recreation-District-and-Service-Area-Records.aspx
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1.15 TRAINING

The activity of the local government agency providing training to agemployeescontractors, customers, or the pubkxcludes financial records
covered in the Financial Management function.

DISPOSITION
NS'L\JATB:ngg,\B DESCRIPTION OF RECORDS DISE(T)';T'TT?NN :é\'T?ON DESIGNATION
GS2011178 | AgencyProvided Training; Curriculumand MaterialsDevelopment Retainuntil curriculum no NONARCHIVAL
Rev.1 Records relating to the development of training coursesninarsand/or workshops longer provided by agency NONESSENTIAL
Includes research, materials development, etc. then OFM
Excludedinal curriculum and materialsovered by GS201180. Destroy.
Excludes PreK2 education covered in theublicSchoa (K-12) Records Retention Schedu
G2011-179 | AgencyProvided Training; Arrangements Retainuntil no longer needed NONARCHIVAL
Rev.l Records relating to the administrative arrangements of aggmoyided training courses, | for agency business NONESSENTIAL
seminarsand workshops. then OFM
Includes, but is not limited to: Destroy.
1 Training date and place scheduling records;
1 Training availability announcements and notices;
1 Participant registration;
1 Arrangement of caterindacilities,and equipment.
Excludedinancial records (facilities, catering, travel expense, etc.).
Excludes PreK2 education covered in theublicSchoa (k12)Records Retention Schedu
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1.15 TRAINING

The activity of the local government agency providing training to agemployeescontractors, customers, or the pubkxcludes financial records
covered in the Financial Management function.

DISPOSITION
AUTHORITY
NUMBER (BN)

DESCRIPTION OF RECORDS

RETENTION AND
DISPOSITION ACTION

DESIGNATION

GS2011180
Rev. 1

AgencyProvided Training; Certificated, Hours/Credits Earned, or Mandatory

Records documenting training courses, seminars and workshops provided by the local
government agency to the public, customers, contmeg, or agency employees, where:

1 Certificates/credentials/licenses may be awarded; or,

1 Continuing education hours/credits/points may be earned; or

1 Training is required by federatate,or local statute, and/or by employer.

Includes, but is not limitetb:

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

1 Attendee lists and sigim sheets, test results, evaluations, etc.;
1 Certification/hours/credits/points awarded.

Agencyprovided trainingincludes, but is not limited to:

1 Continuing legal education (CLE) credits, etc.;

1 Certification (and recertification) such as Emergency Medical Technician (EMT), Ce|
Municipal Clerk (CMC), cardiopulmonary resuscitation (CPR), disaster response/
emergency preparedness, first aidetiiard, childcare, etc.;

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

Excludes records coveredbre specificallyin CORBr sector schedules such as:
1 Hazardous mateais training covered b§S2012029 or UT2012005;

1 In-service education programs (clock hours) covered by SR2&I01;

1 Hazardous materials trained personnel list covered by GS4IP;

1 Apprentice certification files covered by GSHMB 34;

1 Employee training certificates/history retainedwrork historyfiles.

Retainfor 6 years after training

provided

then

Destroy.

NONARCHIVAL
NONESSENTIAI
OPR

1. AGENCY
MANAGEMENT
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1.15 TRAINING

The activity of the local government agency providing training to agemployeescontractors, customers, or the pubkxcludes financial records
covered in the Financial Management function.

DISPOSITION
AUTHORITY
NUMBER (BN)

DESCRIPTION OF RECORDS

RETENTION AND
DISPOSITION ACTION

DESIGNATION

GS2012029
Rev.0

AgencyProvided Training; Hazardous Materiat Handling

Records documenting trainirgpurses, seminarandworkshopsprovided by the local
government agencto the public,customersgcontractors,or agencyemployess, relating to
non-radiologicalhazardous materialsvaste handling or exposurdincludingcommunicable
infectious disease, toxic substances, harmful physical agents, etaere:

1 Certificates/credentiallicensesmay be awardegor,

1 Gontinuing education houvsredits/points may be earned; or

1 Training is required by federadtate,or local statute and/or by employer.

Includes, but is not limited to:

1 Qurricula,materials presentediests administered, etc.;

1 Attendee lists angignin sheetstest results evaluationsetc.,;
1 Certification/hours/credits/points awarded.

Excludes records covereabre specificallyin CORBr sector schedules such as:

1 Radiation protection training as defined WAC 246222-030and American Nuclear
Insurers (ANI) and covered in thiility ServiceRecords Retention Schedule

1 Employee trainingceffiA OF G4 Sak KA &G 2 NB  NBarkhstgnifie. Ay

b2GSY CKSNBE Aa y2 fAYAOGlLIGAZ2Y 2F FOGAz2Y

hazardous materials.

Retainfor 50years after
training provided

then
Destroy.

NONARCHIVAL
ESSENTIAL

(for Disaster Recovery|

OPR

1. AGENCY
MANAGEMENT
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1.15 TRAINING

The activity of the local government agency providing training to agemployeescontractors, customers, or the pubkxcludes financial records
covered in the Financial Management function.

DISPOSITION
RETENTION AND
AUTHORITY DESCRIPTION OF RECORDS DESIGNATION
NUMBER (BN) DISPOSITION ACTION
G2011-181 | AgencyProvided Training; General Retainfor 3 years after training] NONARCHIVAL
Rev.1 Records documenting trainirmpurses, seminars andorkshops providedby the local provided NONESSENTIAL
government agencto the public, customers, contractors, or agency employebsre: then OPR
1 Certificates/credentials/licenses are NOT awarded; and, Destroy.
1 Continuing education hours/credits/points are NOT earned; and
1 Training is NOT required by federsthte, or local statute or by employer.
Includes, but is not limited to:
1 Curricula, materials presented, tests administered, etc.;
1 Attendee lists and sigim sheets, test results, evaluations, etc.
Excludes records covereabre specificallyin CORBr sector schedules such as:
1 Agencyprovided training covered by @$11-180and GS2012029;
1 Apprentice certificatin files covered by GSERIB34;
1 Employee training certificatebistory NS G | A Y SR A y warkhiStonsfie LI 2 &
1. AGENCY
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2.

ASSET MANAGEMENT
¢CKS FdzyOlAzy 2F YIylr3aiy3

GKS 20t 3I2@8SNYYSyi

I 3 Sy &pupglies)hazar@otisamaterialy, O f dzR

etc.) and intangible assets (copyrights, easements, water and timber rights Jettufles hazardous materialExcludes 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 meah©f dzZRSa (G KS | 3Sy O0e Qa & i NXzOi
system technology (ITExcludes records documenting financial transactions which are covered in the Financial Managetimamnt
DISPOSITION
RETENTION AND
NClL\JAEHEngg:N) DESCRIPTION OF RECORDS e SOE TN A G DESIGNATION
GS2012030 | Capital Assets (Other) and NeDapital Tracked Assets Retainfor 4 years after NONARCHIVAL
Rev.0 |[WSO2NR& R20dzySyidAy3 I Olj dzA cagitalize@ ndrcr@akpréieiA | disposition of asset ESSENTIAL
assetsand noncapital assets that aragged or trackedsmall and attractive assets, etc.).| or (for D'Sag;";eco"em
Non-real property apital assets may include, but are not limited to: until disposition of asseand
1 Vehicles, machinery, computers, equipment, furniture; O2YLIX SUAZYy 27
1 Intellectualproperty (copyrights, patent rights, trademarks, etc.): examination reportwhichever
1 Works of art and historical treasures; IS sooner
1 Easements, rightef-wayreceived byhe agency; then
{ Water and timber rightseceived byhe agency. Destroy.
Includes, but is not limited to:
1 Appraisals (statement of valug)
1 Purchase offers for agency assets which are declined by agency ;
1 Legal ownership documentation (includespyof vehicle title if original is transferred to
new owner).
Excludes contracts and agreements covered by GS2694nd GS201-183.
Excludes reghroperty assets covered by GSB5A06.
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2.1 ACQUISITION/OWNERSHIP

The activity of acquiring/owning assets through purchase, donation, or other meagh©f dzRSa (G KS | ISy O0e Qa & i NHzOi

system technology (ITExcludes records documenting financial transactions which are covered in the Financial Managetimnt

I,DAILSJ'II?SS:;—II'I?YN DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS5505A-06 | Capital Assets (Real Property) Retainfor 10 years after ARCHIVAL
Rev.1 |wSO2NR&a NBflaGAy3a (2 GKS F3SyoOeQa OF LI ( |disposition of real property (Appraisal Required
acquisition, ownership, divisiomalue,improvementsand sale (or other disposition) and ESSENTIAL
Real property apital assetsnay include, but are not limited to: 10 years after completion of (or Dlsagfar;ecovery
1 Land, infrastructurefoad establishment; improvements; transaction or termination/
1 Land dvision (plat, short plat, binding site plans, etc.); expirationof instrument
1 Buidings, leasehold improvements. then _
Includes, but is not limited to: Tran_sferto Washlngton State
1 Appraisals (statement of land/facility valyes Archl\{es for appralsal and
1 Contractsand agreementgincludingbond grant/ levy-funded real property)includes selective retention.
negotiations, compliance monitoring, etc.;
1 Documentation of legal ownersh{deeds, titles, title insurangestc);
1 Easementgranted bythe agency;
1 Encroachments (land disputes, water rights and obligations, etc.);
1 Environmental site assessments (inchgltests, abatement/enclosure summary, etc.);
1 Geological datand geotechnical reportsaerial survey photographs/imagesd maps;
1 Land information filesgcquisitionreference files, condemnation proceedings, title
information such as location, siaglue, etc.)
1 National and State Environmental Policy Act (NEPA and Sgfliations, checklists, reportg
determinations of significance or nesignificance; draft, final, supplemental Environmentg
Impact Statements (EIS), Scoping Notices, etc.;
1 Righs of wayvacatedrelinquishedby the agency;
1 Purchase offerfor agency asset@vhether accepted odeclined by agengy
continued 1 Sale/auction/salvagfdonation records (where not already included in records of the
next page governing body covered by GSBBA13.) 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 meagh©f dzRSa (G KS | ISy O0e Qa & i NHzOi
system technology (ITExcludes records documenting financial transactions which are covered in the Financial Managetimnt
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS RETENTION AND DESIGNATION

NUMBER (DAN)

DISPOSITION ACTION

continued from
previous page

GS5805A06

Capital Assets (Real Property) continuedfrom previoupage

Excludes records covereabre specificallyin CORE or sector schedusegh as
1 Records recordddiled with the county engineeaind covered byS2012031;

continued from previous page

continued from
previous page

Rev. 1
1 Rightsof-way andeasementgeceived bythe agency and covered by GS2a160;
7 Land survey field books and maps covered by &8SIF;
1 Lead AgencBEPA recordmveredin the Land Use Planning sectarhedule
1 Non-site-specific geological data/geotechnical reports.
Note: Bond transactions are completed when the final bond payment is made.
Note: PeRCW 4.16.020he statute ofimitations for the commencement of actions for the
recovery of real property is 10 years.
GS2012031 | County Engineer Records Retainfor the life of the agencyy ARCHIVAL
Rev. 0 Records retained by the county engineer in accordance R@NV 36.80.040ncludes all then (Permanent Retentio
matters recorded and filedith the county engineer documenting the complete history o{ Transferto Washington State ESSENTIAL
public roads, highways, bridges, ditches, or other surveys of the gount Archives for permanent (for D'sageF:FF;eco"ery
Includes, but is not limited to,riinal papersgdocumerts, petitions, surveys, repairsther | retention.
papersand reports
GS5006B24 | Environmental Site Assessmergg\sset Not Acquired Retainuntil no longer needed ARCHIVAL
Rev. 2 Records relating to an analysis of environmental conditions (including hazardous mate| for agency business (Appraisal Required
and conditions) on real property being considered for acquisition, but not acquired by t| then NONESSENTIAL
agencyIncludesappraisals completed by independent appraisers under contract to the | Transferto Washington State OFM
agency as well as agenggnerated appraisals. Archives for appraisal and
selective retention.
- o co e


http://apps.leg.wa.gov/rcw/default.aspx?cite=4.16.020
http://apps.leg.wa.gov/rcw/default.aspx?cite=36.80.040
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2.1 ACQUISITION/OWNERSHIP
The activity of acquiring/owning assets through purchase, donation, or other meagh©f dzRSa (G KS | ISy O0e Qa & i NHzOi
system technology (ITExcludes records documenting financial transactions which are covered in the Financial Managetimnt
DISPOSITION
RETENTION AND
AUTHORITY DESCRIPTION OF RECORDS DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS2017005 | Lost and Found Property Retainfor 3 years after NONARCHIVAL
Rev. 0 |Recordgelating to personal property left behind in/at agency facilities/properties, vehicl return/disposal of item NONESSENTIAL
and/or events, and the return or disposal of the item. then OFM
Includes, but is not limited to: Destroy.
1 Records documenting discovery of item(s), attempts to locate the owaemn,
retention, donation or disposal of item(s);
1 Related orrespondence/communications.
Excludes records covered by:
1 Unclaimed Propertg FundsRemitted toDepartmentof Revenu¢DAN GS555B31);
1 Unclaimed Propertg Funds Held by Agency (DAN G85B32).
Note: Pursuant tRCW 4.16.080he statute of limitations for the commencement of actions {
injury topersonalpropertyis 3 years.
GS2012032 | Naming (Assets) Retainuntil no longer needed ARCHIVAL
Rev. 0 Records relating to the naming or renaming of roads, streets, parks, buildings, schools| for agency business (Permanent Retentioh
stadiumsd NA RISas FyR 20GKSNJ aaSda ¢ ihdeithe G then NON%iiENT'Al
naming process is not included in the development application. Transferto Washington State
Includesresearch, community pollgroposalsapprovalscorrespondencegontracts and Archlv_es fopermanent
agreementssale of naming rightstc. retention.
Excludesecords covered by GSRBA-13, Meetingsg Governing/Executive


http://apps.leg.wa.gov/rcw/default.aspx?cite=4.16.080
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2.1 ACQUISITION/OWNERSHIP
The activity of acquiring/owning assets through purchase, donation, or other meagh©f dzRSa (G KS | ISy O0e Qa & i NHzOi
system technology (ITExcludes records documenting financial transactions which are covered in the Financial Managetimnt

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DISIE(T)I;II\IT-II—?NN:([,\IT?ON DESIGNATION
NUMBER (DAN)

GS5107-21 | Property Purchase Proposdi$dade by Agency, Unsuccessful Retainfor 3 years afteroffer NONARCHIVAL
Rev.1 |Records relating topposals maddy the local government agency for the purchase of rg declined or withdrawn NONESSENTIAL
property where the offer is not acceptedr is withdrawn by the agency. then OPR
Includes, but is not limited to, negotiations, purchase offers, title reports, etc. Destroy.

Excludesuccessful purchase proposals méehe agencyANDpurchase offergnade by
other partiesfor it KS | 3Sy 0@ Qa NBIF f LINE LIDBWEDe. > ¢ KA

Excludes environmental site assessments covered by-G&E5R4.
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2.2

AUTHORIZATIGBERTIFICATION

The activity ofeceivingpermission or approval in relation to asset managementludes authorizations grantég the local government agency.

DISPOSITION
AUTHORITY
NUMBER (DAN)

DESCRIPTION OF RECORDS

RETENTION AND
DISPOSITION ACTION

DESIGNATION

GS2012033
Rev. 0

AuthorizationdCertifications ¢ Assets

Records relating tbcenses, permits, accreditations, certifications, inspections, and othe
authorizationsacquired bythe local government agency in relation to its assefisere not
covered by a more specific records seriegludes authorizations required by and/or
received from regulating authorities (local, state, federal agencies and/or courts).

Includesput is not limited to:

1 Application/filing & confirmation, violations/correctionggports, related correspondence, etq

1 Buildingconstruction/modification permits and inspections (master use, mechanical,
electrical, plumbing, statements of alternate construction, certificates of occupancy, teng
improvement, Federal Emergency Management Agency [FEMA] flood, etc.);

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

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

1 Registrations (xay faclities and devices, etc.);

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

1 Water permits (drinking, waste, suda, ground, and drainage, etc.).

Exclues records covered more specificallyd®RBr sector schedules such as:
1 Records filed/recorded with the county engineer and covere@&B2012031L

1 Real property ownership (land division permits, SEPA, etc.) covered by0&6/586;
1 Hazardous materialogered by GS581M-04.

Excludes authorizatiorgrantedby the local government agency (permits, cectties,
licenses, SEPA lead agency review, etc.), which are covered in sector schedules.

Retainfor 6 years after
authorization superseded or
terminated

and
conditions of authorizabn
satisfied

and
violations (if any) corrected/
resolved

then
Destroy:.

NONARCHIVAL
NONESSENTIAL
OPR

2. ASSET MANAGEME
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2.2 AUTHORIZATIGBERTIFICATION

The activity ofeceivingpermission or approval in relation to asset managementludes authorizations grantég the local government agency.

DISPOSITION

RETENTION AND

NSIl\J/I-II;HEngAYN) DESCRIPTION OF RECORDS BleEoa o TN DESIGNATION
GS2012034 | Designations (Assets) Retainuntil no longer needed ARCHIVAL
Rev.0 | Records relating to designations bestowed on assetsed or maintainedby the local for agency business (Permanent Retention)
government agencyincludes applications, correspondence, notifications, etc. then _ NON(EJIS:;ENHAL
Includes, but is not limited to: Z\:iﬂsgg?o\;vses:::f:gzt&ate
1 Heritageor landmarkdesignation, placement on the National Historic Register, etc.; :
1 Critical (Sensitive) Area designation. retention.
Excludes electric utility designations made by federal regtdateluding NERC, CIP and 1
Excludeshe granting of designations, which isovered n sector schedules
Page62 of 196
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2.3 CONSTRUCTION
The activity of designg, planning and construan of structures (buildings, schools, power plants, park facilities, transit centers, etc.), infrastruct
(roads, sidewalks, bridges, runways, helipads, water, sewer, drainage and lighting systems, etc.), and informationBystétmsi(e, networks,te.)
owned, leased, maintained, or occupied by the local government agency
DISPOSITION RETENTION AND
NC’L\J/I;HE(;R(’I;I'XN) DESCRIPTION OF RECORDS RGO ACTIEN DESIGNATION
GS2012035 | As-Built Drawingsc Appraised and\ot Selected for Archival Preservation Retainuntil structure no longer| NONARCHIVAL
Rev.0 |Final set of drawings (dsuilts) produced at the completion of the construction of the loci owned by agency ESSENTIAL
32 @S NY Y Sy struckueSayidiniréstiucturevhere Washington State Archives has| then (for Disaster Recovery
appraised andnot selected the records for preservatioDocuments the approved design | Transferto new owner OPR
(asdesigned drawings) and changes made during construdticiudes redesigns, or
remodels, and renovations; architectural and enginegrirawings and specifications. Destroy.
Note: If a final set of abuilt drawings is1ot produced, then the adesigned drawing(with
notations) serve as the dmuilt.
GS5018-06 | As-Built Drawingsc Appraised and Selected for Archival Preservation Retainuntil completion of ARCHIVAL
Rev.1 |Final set of drawings (dsuilts) produced at the completion of the construction of the locd project (Permanent Retention)
32 @S NY Y Sy strucku@Sayidiniréstiucturevhere Washington State Archives has| then ESSENTIAL
. . . .. . (for Disaster Recovely|
appraised and selected theecords for preservationDocuments the approved design {as | Transferoriginalto Washington OPR
designed drawings) and changes made during construdiictudes redesigns, remodels, | State Archives for permanent
and renovations; architectural and engineering drawings and specifications retention.
Note: If a final set of abuilt drawings is1ot produced, then the adesigned drawing(with
notations) serve as the dmuilt.
Note: Dueo the significance of this record, Washington State Archives recommends that u
project completion, the agency create a working copy for its use and transfer the loiggina
Washington State Archives.
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2.3 CONSTRUCTION
The activity of designg, planning and construan of structures (buildings, schools, power plants, park facilities, transit centers, etc.), infrastruct
(roads, sidewalks, bridges, runways, helipads, water, sewer, drainage and lighting systems, etc.), and informationBystétmsi(e, networks,te.)
owned, leased, maintained, or occupied by the local government agency
() DESCRIPTION OF RECORDS _RETENTIONAND | pegignaTion
GS56018-10 | Construction Project Files Retainfor 6 years after ARCHIVAL
Rev.1l Records documenting the planning, design, and construction phases of the local govel completion of project or terms | (Appraisal Required
I 38y 0e Q& & NHzO( dANdudes tedesignsh rgrifoldls Zrendi@iéng, dzNJS | of grant agreementwhichever | NONESSENTIAL
improvements betterments, and increases in efficiency. is later OPR
Structures and infrastructure (above or below ground) include, but are not limited to: then _
1 Buildings (offices, schools, plants, warehouses, etc.); Transferto Washington State
1 Roads, bridgesunnels, dams, drainage systems, water and sewer systems; Archives for appraisal and
1 Ferry terminals/docks, helipads, runwaysnsit stops/pads/shelterspark facilities: selective retention.
1 Curbs, gutters, sidewalks, parking lgtark benchedjre hydrants;
1 Street lighting systems, traffic lighsigns,and signals; parking meterart installations.
Includes, but is not limited to:
1 Asdesigned drawings (provided that-asilt drawings are retained in accordance with
GS5018-06);
1 Design and décatocumentation for historical reference (paint colors, building materig
and fixture descriptions, etc.);
1 Public feedback (input, support, opposition, etc.);
1 Public meeting materials (handouts, comments, etc.);
1 Photographs, official dedication/opening, etc.
1 Preliminary drawings and specifications;
1 Schedules, calendars, construction logs, quality control reports
1 Related communicationsvith contractors, consultantsgttorneys,regulatory agencies,
municipalities, etc.).
continued | EXcludes records covered more speailiy in CORE or sector schedules such as:
next page continued next page continued next page continued next page
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2.3 CONSTRUCTION
The activity of designg, planning and construan of structures (buildings, schools, power plants, park facilities, transit centers, etc.), infrastruct
(roads, sidewalks, bridges, runways, helipads, water, sewer, drainage and lighting systems, etc.), and informationBystétmsi(e, networks,te.)
owned, leased, maintained, or occupied by the local government agency

DISPOSITION
AUTHORITY
NUMBER (DAN)

DESCRIPTION OF RECORDS

RETENTION AND
DISPOSITION ACTION

DESIGNATION

continued from

previous page

GS56018-10
Rev. 1

Construction Project Files continued from previous page

Excludesecords coverednore specificallyin CORBr sector schedulesuch as

1 AsDesigned drawing&erving afAsBuilt drawing} covered byGS5618-06 orGS2012035,

1 Records filed/recorded with the county engineeovered byGS2012031;

9 Construction permits and inspections covered b@2033

1 Contracts and agreement®veredby G2011-183, GS5505A-06, etc.;

1 Real property ownership records (SER@ntracts,etc.) covered by G5-05A06.
Note: PeRCW 4.16.31ahe statute of limitations for the commencement of actions or claims arig
from construction, alteration, repair, design, planning, survey, engineering, etc., of improvement

upon real property is 6 years after substantial completion of construction or termination of servi

continued from previous page

continued from
previous page
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2.3 CONSTRUCTION

The activity of designg, planning and construan of structures (buildings, schools, power plants, park facilities, transit centers, etc.), infrastruct
(roads, sidewalks, bridges, runways, helipads, water, sewer, drainage and lighting systems, etc.), and informatioriBystétwai(e, networkste.)

owned, leased, maintained, or occupied by the local government agency

DISPOSITION
AUTHORITY
NUMBER (DAN)

DESCRIPTION OF RECORDS

RETENTION AND
DISPOSITION ACTION

DESIGNATION

GS5006B-22
Rev. 1

Facility Systems/Equipment

Documentation okystemsandequipmentinstalledin facilitiesowned,leased or
maintained by the local government agentycludes only systems and equipment that ar
not integral to the structure of the facility and thatay be replaced during the life of the
facility, such as

1 Audio/visual

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

1 Heating, ventilating and air conditioning (HVAC)

1 Information technology (IT) wiring;

1 Security.

Includes, but is not limited to:

1 Installation drawings and other documentation integral to thaintenance and operatio

of the systenor equipment
1 System layout descriptions, specifications;
1 Warrantes.

Retainfor 6 years after the
systemor equipmentis replaced
or disposed of

then
Destroy.

NONARCHIVAL
NONESSENTIAL
OPR
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2.3 CONSTRUCTION
The activity of designg, planning and construan of structures (buildings, schools, power plants, park facilities, transit centers, etc.), infrastruct
(roads, sidewalks, bridges, runways, helipads, water, sewer, drainage and lighting systems, etc.), and informationBystétmsi(e, networks,te.)
owned, leased, maintained, or occupied by the local government agency
() DESCRIPTION OF RECORDS _RETENTIONAND | peqignaTion
GS56006A-03 | IT Applications; Technical Design and Implementation Retainuntil application or NONARCHIVAL
Revd |wSO2NRa&a R20dzyYSyiliAy3a GKS GSOKyAOFf RSaa|versionisnolonger needed fof ESSENTIAL
software applications, databases, and websites (internet and intranet). agency business (for Disagtgl\;*eco"ery
Includes, but is not limited to: and
1 Design documentation/detail; allrecords within the
 Database schema and dictionaries; application have been migrate
1 Source code; or dispositioned in accordance
1 System and program changdescriptions/authorizations; with a current approved record
1 Development plans (for testing, training, conversion, and acceptance); retention schedule
1 Release notes; then
1 Operational and user instructions; Destroy.
1 Acceptance testing.
GS2016003 | IT Audit Trailg Infrastructure Retainfor 1 year after date of | NONARCHIVAL
Rev.1 |Records documenting authorizations for and modifications to the configurations and seg activity NONESSENTIAL
2F GKS I 38y O &ieaallsh rguteid)partd, NataOrk skivdss, etc.) then OFM
Destroy.
GS2016006 | IT Networke Design and Build Retainuntil no longer needed NONARCHIVAL
Rev.1 |Records documenting the designa@® y & ( NUzOG A2y 2 F (G KS I 3 S|foragency business ESSENTIAL
network. then (for Disaster Recovery|
, - OFM
Includes, but is not limited to: Destroy.
1 Network diagrams and build guides;
1 Master control list of Internet Protocol (IP) address assignments;
1 Uniform Resource Locator (URL) addresses and passwords.
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2.3 CONSTRUCTION

The activity of designg, planning and construan of structures (buildings, schools, power plants, park facilities, transit centers, etc.), infrastruct
(roads, sidewalks, bridges, runways, helipads, water, sewer, drainage and lighting systems, etc.), and informatioriBystétwai(e, networkste.)

owned, leased, maintained, or occupied by the local government agency

DISPOSITION

RETENTION AND

AUTHORITY DESCRIPTION OF RECORDS DESIGNATION
UTEER AR DISPOSITION ACTION
GS5805G04 | Standards and Specifications Manuals Retainfor 6 years after ARCHIVAL
Rev.1 [5SaA3dy FyR RS@St2LISyd adlyRFNRA | yR a|superseded (Appraisal Required
body for the constructionpperation,and maintenance of structures and infrastructure then ESSENTIAL
GAGKAY GKS 138Sy0eQa 2dNRAARAOGAZY ® Transferto Washington State | " D'sagtgl\;{eco"ery
Archives for appraisal and
selective retention.
Page68 of 196
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2.4 DISPOSAL
¢KS OGAQGAGE 2F RA&aLIRAaAYy3I 2F (KS € 2 Ol.ExclddeahézbdorsSnatarials/darRgrdus vaaste. | & a

DISPOSITION RETENTION AND

AUTHORITY DESCRIPTION OF RECORDS DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS5606E08 | Disposl of Assets (NorReal Property) Retainfor 6 years after disposa NONARCHIVAL
Rev. 1 |Nonfinancial records relating to the process disposing of all ageanyeal property of asset NONESSENTIAL
capital assetdncludes sale, auction, salvagenation, etc. then OPR
Includes, but is not limited to: Destroy.

1 Selling equipment, vehicles, machinery, art, getc.
1 Copyof vehiclegvesselreport of sale etc.;
1 Surplusproperty transfer.

Excludes:

7 Ordinances and resolutions (and associated documents) authorizing the auction of §
property covered by GSSI6A 16 and GS5M1-25;

1 Disposal of hazardous materials covered by GE502;

1 Disposal of real property assets coveredd$5-05A-06;

1 Purchase offers for agency assdéezlined bythe agencycovered byGS2012030.

GS5006B23 | Waste Materials Analysis Retainfor 6 years after analysiy NONARCHIVAL
Rev.0 Records relating to thanalysis2 ¥ (0 KS | 3SyoeQa ¢l aidsS Yl (|completed NONESSENTIAL
determine if the materials should be designated as+hazardous or hazardous waste then OPR
Includes reports Destroy.
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2.5 HAZARDOUS MATERIALS MANAGEMENT
Recordsrelatingtd KS ARSYGATFTAOFI GA2yZ 20F0A2yZ KFEyYyREAYy3AI dzaS3I &2 NI médaldi NI
Includes abatement and remediation
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS RETENIIGI AND) DESIGNATION

NUMBER (DAN)

DISPOSITION ACTION

GS5501M-04| AuthorizationgCertifications ¢ Hazardous Materials

Retainfor 50years after

NONARCHIVAL

Rev.1 |Records relating ticenses, permits, accreditations, certifications, inspections, and othe authorization superseded or NONESSENTIAL
authorizationsacquired bythe local government agency in relation to hazardous materia terminated OPR
created, maintained, disposed of, or in any way used by the local government agéwecg, and
not covered by a more specific records seriegludes authorizations required by and/or | conditions of authorization
received fom regulating authorities (local, state, federal agencies and/or courts). satisfied
Includes, but is not limited to: and

1 Radioactive materials licenses and inspections pursuacitdpter 246220through254 | Violations (if any) corrected
WAC then
Hazardous materials includeut are notlimited to: Destroy.
1 Toxic substances or harmful physical agents as defin€2HR/8 1910.1089(13);
1 Hazardous materials as defined RgW 70.136.020
1 Dangerous waste, extremely dangerous waste, hazardous substances or hazardous
as defined byRCW 70.105.010
1 Pesticides as defined BRCW 15.58.030
1 Hazardous chemicals defined by the U.S. Department of Labor, Occupational Safety
Health Administration (OSHApzard Communication Standards
Note:¢ KSNB A& y2 fAYAGIGA2Yy 2F OGA2y 2y (H
hazardous materials.
Pager0of 196
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http://www.osha.gov/pls/oshaweb/owadisp.show_document?p_table=STANDARDS&p_id=10027
http://apps.leg.wa.gov/rcw/default.aspx?cite=70.136.020
http://apps.leg.wa.gov/rcw/default.aspx?cite=70.105.010
http://apps.leg.wa.gov/rcw/default.aspx?cite=15.58.030
http://www.osha.gov/dsg/hazcom/standards.html
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2.5 HAZARDOUS MATERIALS MANAGEMENT
Recordsrelatingtd KS ARSYGATFTAOFI GA2yZ 20F0A2yZ KFEyYyREAYy3AI dzaS3I &2 NI médaldi NI
Includes abatement and remediation
I,DAILSJ'IP'SS:R-I’—II'I(?YN DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS5019-15 | HazardousMaterials/Dangerous Waste; Abatement and Remediation Retainfor 10 years after ARCHIVAL
Rev.1 |Records relating to hazardous materials clegmnactions and investigations of incidents | completion of project (Appraisal Required
' YRK2NJ RA&I aiSNA 2 O Oriahichidh §ha completed by B orii biét&If g or ESSENTIAL
the agency. 10 years after terms of grant | D'Sag‘;geco"ery
Projects include, but are not limited to: agreementwhichever is later
1 Comprehensiv&nvironmental Response, Compensation and Liability Act (CERCLA) then .
{ dZLISNF dzy R LINR280OGAT arida tAaaidsSR 2 ywad|Transferto Washington State
173-340-330); Archives forappraisal and
1 Abatement, remeliation, removal of potentially hazardous materials such as asbestog Selectiveretention
lead paint, lead in drinking water, contaminated soil, storage tanks (under or above and
ground), etc.; Retainrecordsnot selected for
1 Cleanup of spills and releases of hazardous materials. permanent preservation for 50
Includes, but is not limitedot years pursuant to
1 Preliminary assessment/site inspection reports, remedial investigation/feasibility studies and 42 USC § 9603 (d)(2)
reports, risk and endangerment assessment, health and safety plans, etc.;
1 Notifications (such aBmergency Release Notificatiaf an Extremely Hazardous Substance (EH
in accordance with Comprehensive Environmental Response, Compensation and Liability Aq
(CERCLA), asbestos removal/disturbance notification required of local education agencidseb
Asbestos National Emissions Standards for Hazardous Air Pollutants (NESHAP) in accordar
40 R § Part 61, SubpartM
1 Contracts, abatement permits, consent agreements, record of decision (ROD), administrativg
orders,plans project operations, work, community relations, quality assurarete.)
9 Sampling data, chemical analysis services, surveys, applicable or relevant and appropriate
requirements (ARARS), enforcement action, operaomaintenance, monitoring review;
1 (Potentially) responsible party searches and investigations; consent decrees;
1 Alert notifications (emajlweb post, tweet, RSS feed, etc.).


http://apps.leg.wa.gov/wac/default.aspx?cite=173-340-330
http://apps.leg.wa.gov/wac/default.aspx?cite=173-340-330
http://www.ecy.wa.gov/epcra/section304.html
http://ecfr.gpoaccess.gov/cgi/t/text/text-idx?c=ecfr&sid=39989b736a93f77f27008ac3881d9c1d&rgn=div6&view=text&node=40:8.0.1.1.1.13&idno=40
http://uscode.house.gov/download/pls/42C103.txt
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2.5 HAZARDOUS MATERIALS MANAGEMENT
Recordsrelatingtd KS A RSYGATAOFI A2y T f20FdA2y3 KI yRf
Includes abatement and remediation

Ay3s dzaSsz &0 2 NI sm&drialsi NI

DISPOSITION RETENTION AND
NSIL\J/IQI;(;F\(’SAYN) DESCRIPTION OF RECORDS e SOE IO AT G0 DESIGNATION
GS5019-02 | Hazardous Materials/Dangerous WasteControl/Inventory/TrackingDisposal Retainfor 50 years after end off NONARCHIVAL
Rev.1 |Records documenting the control, tracking, and disposti@hazardous materials and | calendar year ESSENTIAL
dangerous waste generated, transported, treated, stored, used/cartisposed of by the then (for Disaster Recovery
local government agenayhere no accident or incident has occurred. Destroy. OPR
Includes, but is not limited to:
1 Reports and forms required under tiesource Conservation and Recovery Act (RCR
1 Dangerous Waste Annual Report filed with the Department of Ecology in accordanc
WAC 173303220,
1 Materials Safety Data Sheet (MSIVEAC 29600-180), annual inventory of chemicals,
emergency and hazardous chemical inventory form, Tier Two Chemical Inventory R
and all other forms and reports submitted to the State Emergency Response Comm
(SERC)pktal Emergency Planning Committees (LEPC), the Department of Ecology
local fire department as required by tlinvironmental Protection Agen&mergency
Planning & Community Righd-Know Act
1 Toxic Release Inventory (TRI) reporting in accordance4®itbFR § Part 372
Excludes:
1 Abatement/remediation records covered by GSEB15;
1 Pesticide application covered by GSEDB43,;
1 Hazardous materials/dangerous waste plans covered by -G$5@8.
Note: Thereisnolimd I GA2y 2F | OQlAz2zy 2y GKS F3Syde(
hazardous materials.
o e


http://www.epa.gov/lawsregs/laws/rcra.html
http://apps.leg.wa.gov/wac/default.aspx?cite=173-303-220
http://apps.leg.wa.gov/wac/default.aspx?cite=296-800-180
http://www.epa.gov/ceppo/web/content/epcra/epcra_storage.htm
http://www.epa.gov/ceppo/web/content/epcra/epcra_storage.htm
http://ecfr.gpoaccess.gov/cgi/t/text/text-idx?c=ecfr&tpl=/ecfrbrowse/Title40/40cfr372_main_02.tpl
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2.5 HAZARDOUS MATERIALS MANAGEMENT
Recordsrelatingtd KS ARSYGATFTAOFI GA2yZ 20F0A2yZ KFEyYyREAYy3AI dzaS3I &2 NI médaldi NI
Includes abatement and remediation
DISPOSITION RETENTION AND
NC:\JATB:(;FZIJTXN) DESCRIPTION OF RECORDS e SOE IO AT G0 DESIGNATION
GS5019-08 | Hazardous Materials/Dangerous WastePlans Retainfor 6 yeas after obsolete ARCHIVAL
Rev.1 |Plans and procedures relating to the proper managemeitmiaaiirdous materials/waste or superseded (Appraisal Required
used, owned, stored, or created by the local government agency. May include informa{ then ESSENTIAL
relating to the collection, analysis, transportation, recordkeeping, and disposal of hazal Transferto Washington State | ' D'sag;rgeco"ery
waste/materials in an effort to prevent contamation of humans, the environment, etc | Archives for appraisal and
Includes, but is not limited to: selective retention.
1 Hazardous materials emergency respoptmns and procedures;
1 Employee Right to Know implementation plan;
1 Hazardous waste plans prepared and submitted to the Department of Ecology in
accordance witlRCW 70.105.220
1 Asbestosnanagement plans prepared in accordance with Asbestos Hazard
Emergency Response ABHERAANd theAsbestos School Hazard Abatement
Reauthorization AGASHARARN accordance witd0 CFR § Part 763
Excludes hazardous materials reports and inventories covered by 129E0and
abatement records covered by GS58-15.
Note: Local hazardous waste plaRCW 70.105.230eceived by the Washington State
Department of Ecology are designated Archival in accordance with the Department oEEQH
records retention schedule.
GS5018-43 | Pesticide Application Retainfor 7 years after date of| NONARCHIVAL
Rev.1 |RecordR2 OdzYSy iAy3 GKS 20t 3 ef geStigeroSgridultural pesticideapplication NONESSENTIAL
land, roadsides, and/or landscapes as regulate®6yV 17.21.108nd WAC 162281320 then OPR
Destroy.


http://apps.leg.wa.gov/rcw/default.aspx?cite=70.105.220
http://www.epa.gov/region2/ahera/ahera.htm
http://www.epa.gov/region2/ahera/ahera.htm
http://www.epa.gov/asbestos/pubs/2003pt763.pdf
http://apps.leg.wa.gov/rcw/default.aspx?cite=70.105.220
http://apps.leg.wa.gov/rcw/default.aspx?cite=17.21.100
http://apps.leg.wa.gov/wac/default.aspx?cite=16-228-1320
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2.6  INSPECTION/MONITORING

The activity of observing, examining, testing, calibrating, measuring or otherwise evaluating/confirmingdtienality, safety, operformance of the

I 3Sy 0 Qa LIkneludds Goutine, preveéntivél predictiseheduledand unscheduled assessments.

*Excludes inspections/monitoringompleted byoutsideregulatory agenciesind coveredn Authorizations/Certifications.

*Excludes inspections/monitoring completed by the local government agendtgiocapacity as a regulatory agencwhichiscovered in sector schedsle

DISPOSITION
RETENTION AND
AUTHORITY DESCRIPTION OF RECORDS DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS56018-08 | Inspections; Bridges Retainfor 6 years after asseio | NONARCHIVAL
Rev.l Records relating to the inspection of bridges owned by the agandperformedin longer owned by agency ESSENTIAL
accordance with National Bridge Inspection Standards (NBIS) pursu2®QGBR §50(C) then (for D'Sagggeco"ery
and23 USC 151ncludes inspection diaries, field notesc Destroy.
Excludes records held by tbeunty engineerandcovered byGS2012031
Excludes reports covered B52012044.
GS2012037 | Inspedions/Monitoring ¢ Non-Regulated Retainuntil no longer needed NONARCHIVAL
Rev.0 |Records documenting inspections/monitoring of assets owned, used or maintained by | for agency business NONESSENTIAL
local government agencwhere not required by regulatory agenciemcludesinspections/ | then OPR
monitoringcompleted by agency staff and/or contractohscludes structures and Destroy.
infrastructure, equipment and systems, vehicles/vessels, IT hardware and systems, et
May include, but is not limited to:
1 Temperature and humidity records;
1 Equipmentfunctionality/safetycheckgvehicle daily checkstc.);
1 1T system health monitoring (benchmarks, réaie performance logs, etc.).
Excludes records coveredbre specificallyin CORBr sector schedulesuch as
1 Regulated and/or environmental inspections/monitoring covered by @5510, GS50
19-15,GS5601-42, GS56018-08,and GS2012038;
1 Traffidlight monitoring covered by5S5018-33 andGS56018-34;
1 Inspections/monitoring of asset®t owned by the agency bumonitoredby the agency
in a regulatory capacitywhichis covered in sector schedules
- o co i


http://ecfr.gpoaccess.gov/cgi/t/text/text-idx?c=ecfr;sid=79e2e26a6c788886850f5c8d79a040a3;rgn=div5;view=text;node=23%3A1.0.1.7.28;idno=23;cc=ecfr#23:1.0.1.7.28.3
http://us-code.vlex.com/vid/national-bridge-inspection-program-19205074
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2.6  INSPECTION/MONITORING

The activity of observing, examining, testing, calibrating, measuring or otherwise evaluating/confirmingdtienality, safety, operformance of the

I 3Sy 0 Qa LIkneludds Goutine, preveéntivél predictiseheduledand unscheduled assessments.

*Excludes inspections/monitoringompleted byoutsideregulatory agenciesind coveredn Authorizations/Certifications.

*Excludes inspections/monitoring completed by the local government agendtgiocapacity as a regulatory agencwhichiscovered in sector schedsle

DISPOSITION

RETENTION AND

NClL\JATBHEngg:N) DESCRIPTION OF RECORDS e SOE TN A G DESIGNATION
GS5107-10 | InspectionsMonitoring ¢ Regulated Environmenta) Retainfor 30 years after end off ARCHIVAL
Rev.2 Records relating to environmental monitoring of assets owned by the agency where | calendar year (Appraisal Required
required by regulatory agencieandwhere not covered by a more specific records series then NONESSENTIAL
May include monitoring of soil, air, water (ground, drinking, surface, waste), etc. Transferto Washington State OPR
Includes, but is not limited to: Archives for ppraisal and
1 Atmospheric monitoring of confined spac&¥AC 296309-50006. selective retention
Excludes records covered more specificallg@RBr sector schedulesuch as
1 Hazardous materials abatement/remediati@ANGS5019-15);
1 Authorizations/Certifiations¢ Agency Managemer(DAN GS501-42),
1 Inspections/monitoring of asset®t owned by the agency bumonitoredby the agency
in a regulatory capacitywhich is covered in sector schedules
Note: Local government agencies may need to retain these records longer in order to com|
with additional federal or state regulatory agency requirements.
Pager5of 196
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http://apps.leg.wa.gov/wac/default.aspx?cite=296-802-20010

¢ S n S Local GovernmenEanmon Records Retention Schedul
Version 4.1(August2020

Office of the Secretary of State
Washington State Archives

2.6 INSPECTION/MONITORING
The activity of observing, examining, testing, calibrating, measuring or otherwise evaluating/confirmingdtienality, safety, operformance of the
I 3Sy 0 Qa LIkneludds Goutine, preveéntivél predictiseheduledand unscheduled assessments.
*Excludes inspections/monitoringoonpleted byoutsideregulatory agenciesand coveredn Authorizations/Certifications.
*Excludes inspections/monitoring completed by the local government agendtgiocapacity as a regulatory agencwhichiscovered in sector schedsle

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS Dlgggi'l\'TTlgNN :Q'T?ON DESIGNATION
NUMBER (DAN)
GS2012038 | Inspections/Monitoringg Regulated (NorEnvironmental) Retainfor 6 years after end of | NONARCHIVAL
Rev. 0 | Records relating to neenvironmental monitoring of assets owned by the agewbgre calendar year NONESSENTIAL

required by regulatory agencieandwhere not covered by a more specific records seriegs and OPR

Includes, but is not limited to: violations (if any) corrected

1 Airport selfinspectiong14 CFR 8§ 139.3p7 then
1 Underground storage tank (UST) inspectigf®CFR § 280.%5 Destroy.

Excludes records covereaore specificallyin CORBr sector schedulesuch as

1 Bridge inspectionsavered byGS2012031, GS56@18-08, andGS2012044;

1 Environmental inspections/monitoring covered by G85110 andGS2012037,

1 Hazardous materials abatement/remediation covered by GB505;

1 Inspections/monitoringelating to an authorization/certification ancbvered by GS501-
42 o0r GS2012033,

1 Inspections/monitoring of asset®t owned by the agency bumonitoredby the agency
in a regulatory capacitywhich is covered in sector schedules.

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



http://ecfr.gpoaccess.gov/cgi/t/text/text-idx?c=ecfr&sid=fa51a05c4ea32d3bb2f79675b963aae3&rgn=div8&view=text&node=14:3.0.1.1.14.4.3.14&idno=14
http://ecfr.gpoaccess.gov/cgi/t/text/text-idx?c=ecfr&sid=8aee63c92b90608cb13294b42cfc90b4&rgn=div8&view=text&node=40:28.0.1.1.10.4.47.6&idno=40
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2.6 INSPECTION/MONITORING
The activity of observing, examining, testing, calibrating, measuring or otherwise evaluating/confirmingdtienality, safety, operformance of the
I 3Sy 0 Qa LIkneludds Goutine, preveéntivél predictiseheduledand unscheduled assessments.
*Excludes inspections/monitoringoonpleted byoutsideregulatory agenciesand coveredn Authorizations/Certifications.
*Excludes inspections/monitoring completed by the local government agendtgiocapacity as a regulatory agencwhichiscovered in sector schedsle

DISPOSITION
RETENTION AND
AUTHORITY DESCRIPTION OF RECORDS DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS5018-34 | Monitoring (Traffic) ¢ Analysis Retainfor 6 years afteanalysis ARCHIVAL
Rev.2 Compilations, malyss andreportsprepared by the agency (includes contractaedting to | or report completed (Appraisal Required
traffic count/volume/flow, traffic lights/signals, traffic accidents/incidents, eton streets then NON'(E)SPSRENT'AL

YR NRIFIRa gAGKAY (KS | 3SyOeQa 2dzNA aRA O|Transferto Washington State
Archives for appraisal and

Includes, butisnot limited to: _ .
selective retention.

1 Dataanalysis, summary reports and printouts, maps, etc.
Excludes records covered Bgcords Documented as Part of More Fdimad Records (DAN
GS20168)09)(raw data)
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2.7

INVENTORY

The activity of detailing or itemizing goodsaterials,and resources on a periodic basis.

DISPOSITION
AUTHORITY
NUMBER (DAN)

DESCRIPTION OF RECORDS

RETENTION AND
DISPOSITION ACTION

DESIGNATION

GS5003A:18
Rev. 1

Inventory ¢ Capital, Expendable and Consumal#iesets

wSO2NRa NBfFdAy3a (G2 GKS Ay@Syi2NEBRAYy3 2
policy, ordinance, or resolutio@ndexpendable assets (tagged or tracked using tags or
serial numbers in accordance with agencyigglordinance, or resolutionand consumable
assets (including items offered for resale).

Capital assets may include, but are not limited to:

1 Land, improvements, infrastructure, easements, rigbtsvay;
1 Buildings, leasehold improvements;

1 Vehicles, machinery, computers, equipment, furniture;

1 Works of art and historical treasures.

Expendable assets may include, but are not limited to:
1 Computers, smart phones, global positioning system (GPS) devices.

Consumable assets may include, but are not limited to:

1 Commaodities (food, fuel, etc.);

1 Supplies (office, forms, printing, mailing, linens, etc.);

1 Forms, publications;

1 Parts (for vehicles, printers, machines, etc.);

1 School stores items (shirts, snacksnuals, plannergjearbooksetc.);
1 Concession supplies, maps, code books;

1 Grave markers.

Excludes

1 Hazardous materials inventories covered by G8%02;

1 Tree inventoriegGS5606B25) and surplus property inventories (GS38CG06).

Note: Capital assettracking infeamation mustbe createdin accordance witflRCW 43.09.2Q0@&nd is
covered byGS2014182.For more information, please contact the Office of the State Auditor.

Retainfor 4 fiscal years after
date of inventory

or
until disposition of asseind
O2YLX SGA2y 27
examination reportwhichever
is sooner

then
Destroy.

NONARCHIVAL
NONESSENTIAL
OPR

2. ASSET MANAGEME
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2.7 INVENTORY
The activity of detailing or itemizing goodsaterials,and resources on a periodic basis.
DISPOSITION
RETENTION AND
AUTHORITY DESCRIPTION OF RECORDS DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS5006B05 | Inventory ¢ Keys/Key Cards/Badges Retainuntil obsolete or NON-ARCHIVAL
Rev.1 |Records documenting the inventory of security badges or building keys/key cards issu( superseded ESSENTIAL
employees (includes contractors and volunteers) and visitors toggaiess to agency then (for D'Sagtgl\;*eco"ery
facilities and resources. Destroy.
GS5608G06 | Inventory ¢ Surplus Property Retainfor 6 years after NONARCHIVAL
Rev.1 |Records relating to the inventorying of surplus capital and/or expendable (tagged or trg inventoryrecordobsolete or NONESSENTIAL
assets. superseded OPR
then
Destroy.
GS5006B-25 | Inventory ¢ Trees Retainfor 3 years after ARCHIVAL
Rev.1 Recordgelating tothe inventoning of trees on agencpwned propertycompleted in inventoryrecordobsolete or (Appraisal Required
accordance with an agen@dopted policy regarding historical or ornamental trefeay superseded NONESSENTIAL
include number, type, agand estimated height. then OPR
Transferto 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 thea@igedcat preventing unsafe conditions, advancing
security, reducing equipment decline/failure, and avoiding unnecessarynidssles routine, preventivecheduledand unscheduled repaiemediation,and
abatement.Excludes records documenting finah&iansactions which are covered in the Financial Management section of CORE.

AUTHORITY DESCRIPTION OF RECORDS (RETENTIONAND | bEgiGNATION
NUMBER (DAN)
GS201039 | Maintenance¢ Major and/or Regulated Retainfor 6 years after asseto | NONARCHIVAL
Rev.0 |Records documentingll major maintenanceANDall regulatedmaintenance(requiredby | longer owned by agency ESSENTIAL
regulatory agencieand/or local, state or federal statute and/or cowrtder/rule) which is then (for Disaster Recovery
performed on assets owned, used, or maintained byabencyin order toensurethe full Destroy. OPR
dza S T dzf f A T Sstrutdires érid $ifraktraGuy@Diddifgs, roads, bridgesehides/
vessel&ircraft, equipment, IT hardware, etg. Includes work performed by contractors.
Includes, but is not limited to:
1 Instructions, maintenance manuals, vendor statements;
1 Maintenance/repair history (logs, summaries, reports, etc., whiety also include non
regulated minor maintenance);
1 Original defect and inspection repgrt
1 Service, repair and maintenance recofdsgulated and/or major);
1 Work orders;
1 Related correspondenésommunications
Excludes:
1 Maintenance records coveradore spedically in CORE and sector schedules, such as
GS201031andGS2012044;
1 Capital improvements (redesigns, remodels, renovations, improvements, betterments, a
increases in efficiency) covered by G38aL0, Construction Project Files
1 Contracts anégreements covered in the Contracts/Agreements section;
1 Financial records covered in the Financial Management section.
Reminder: If a record serves multiple purposes (such as an invoice that itemizes costs of §
anddocuments maintenance performed)must be retained according to the longer of the
applicable retention periods.
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2.8 MAINTENANCE

The activity of performing legally required or voluntary actions on assets owned or used by thea@igedcat preventing unsafe conditions, advancing
security, reducing equipment decline/failure, and avoiding unnecessarynidssles routine, preventivecheduledand unscheduled repaiemediation,and
abatement.Excludes records documenting finah&iansactions which are covered in the Financial Management section of CORE.

DISPOSITION
AUTHORITY
NUMBER (DAN)

DESCRIPTION OF RECORDS

RETENTION AND
DISPOSITION ACTION

DESIGNATION

GS2012040
Rev. 0

Maintenance¢ Minor Non-Regulated

Records dagmenting maintenance performeoin assets owned, used, or maintained by t
agency that isninor in natureand NOT required bya regulatory agencyincludes minor
maintenance orstructures and infrastructure (buildings, roads, bridges, equipment,
vehicles/vessels/aircraft, IT hardware, 8ttncludes work performed by contractors.

Minor non-regulated maintenance may include, but is not limited to:

1 Custodialfloor and window cleaningawn/gardening, indoor plant care, etc.;
1 Painting, furnitureupholstery/refinishing, etc.;

1 Vehicle and equipment oil changes, tunps, filters, tires, etc.

Includes, but is not limited to:
1 Service, repairad maintenance record@ninor non-regulated;
1 Relatedcorrespondenckcommunicationswork orders lists/logs,and reports.

Excludes:

1 Maintenance records coveradore specificallyin CORE and sector schedukas;h as
GS2012039and GS2012031,

1 Capitalimprovements (redesigns, remodels, renovations, improvements, betterment
and increases in efficiency) covered by G880, Construction Project Files

1 Pesticide application covered by GSED43;

1 Contracts and agreements covered in the Contracts/Age®s section;

1 Financial records covered in the Financial Management section.

Reminder:If arecordserves multiple purpos€such as an invoice that itemizes costs of sesvig
anddocumentgmaintenance performed)t must be retained according to the longer of the

applicable retention periods.

Retainfor 3 years after end of
fiscal year

then
Destroy.

NONARCHIVAL
NONESSENTIAL
OPR

2. ASSET MANAGEME
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2.9 PLANNING
¢KS OGAGAGE 2F FaaSaaiyd GKS ySSR T2NE I yR ai NI ((faciitles, land ®quipriest, |
vehicles, supplies, hazardous materials, etc.) and intangible assets (copyrights, easements, water and timber rights, etc.).
DISPOSITION
RETENTION AND
NS:\JATB:(;FES:N) DESCRIPTION OF RECORDS O IO AT G0 DESIGNATION
GS2012041 | Capital Construction ProjectsPreliminary Plans (Project Not Completed) Retainfor 6 years after decision ~ ARCHIVAL
Rev.0 |wSO2NRa&a NBfFGAy3a (2 GKS LINBtAYAYl NEB LI |nottoprocea (Appraisal Required
where the project is notompleted then NON'(EDSPSRENT'AL
Includes, but is not limited to: Transferto Washington State
1 Preliminary drawings and specifications; Archivesfor appraisal and
1 Public meeting materials (handouts, comments, etc.); selective retention
1 Communications between contractors, consultants, public, etc.
Excludes project plans covered by records series in the Acquisition or Construction se
GS5006A01 | IT Applications; Planning and Review Retainfor 6 years after NONARCHIVAL
Rev.3 Records documenting the planning and pasty LXf SYSy G G A2y NB DA Sfinalization of project NONESSENTIAL
computer software applications, databases, and websites (internet and intranet). then OPR
Includes, buis not limited to: Destroy.
1 Requirements and objectives documents/statements;
1 Feasibility studies;
1 Charter, cost/benefit analyses, investment plans;
1 Postimplementation reviews/evaluations/recommendations.
Excludesecords covered byT Applicationg Technical Dégn and Implementation (DAN
GS5006A03).
- o co i
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2.9 PLANNING
¢KS OGAGAGE 2F aaSaaiay3da GKS ySSR F2NE FyR & NI {fScHitled, land Bquipriest, |
vehicles, supplies, hazardous materials, etc.) and intangible assets (copyrights, easements, water and timber rights, etc.).

DISPOSITION RETENTION AND

NS'L\JAEI;(;R(’I;I'AYN) DESCRIPTION OF RECORDS DISPOSITION ACTION DESIGNATION
GS2012042 | LongRange Asset Plan®evelopment) Retainfor 6 years after final NONARCHIVAL
Rev.0 |[RecordsrelatingtothR S @St 2 LIYSy & 2 F-rafgk SratégiplSn(s iod thed | versioncompleted NONESSENTIAL
management of itphysical and intangible assets. then OPR
Includes, but is not limited to: Destroy.

1 Forecasting, needs assessment, feasibility studies, surveys and reports;
1 Goals and objectives, lofrgnge vision;
1 Annualreview.

Excludes:
1 Final versions of longange asset plans covered by GE5115;
1 Preliminary plans for projects covered 62012041 0r GS56018-10;

Excludes financial records relating to successful levy and bond proposals which are cg
by Financial Tansactions; Bond,Grant,and LevyProject§GS2014183).
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2.9 PLANNING
¢KS OGAGAGE 2F aaSaaiay3da GKS ySSR F2NE FyR & NI {fScHitled, land Bquipriest, |
vehicles, supplies, hazardous materials, etc.) and intangible assets (copyrights, easements, water and timber rights, etc.).

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DISIE(T)EII\IT-II—?NN:([,\IT?ON DESIGNATION
NUMBER (DAN)

GS5107-15 | LongRange Asset Plans (Final Version) Retainuntil superseded ARCHIVAL
Rev. 1 CAYlIf @SNRAAZ2Y -rAarbe sirdte§ic dla@)®ntle enanagerhedtyofits physical then (Appraisal Required
and intangible assets Transferto Washington State | NONESSENTIAL
Includes, but is not limited to: Archives for appraisal and OPR
1 Capital facilities/improvement plans; selective retention.

1 Comprehensive solid waste plans prepared in accordanceR@GW 70.95.080

1 Environmental and conservatigrians

1 Transportation plangsuch acomprehensive transportation plans approved by the
legislative body in accordance wiRCW 35.77.010'ransportation Improvement Plans
(TIP) prepared in accordance wRCW 36.81.12 Annual ConstructioProgram (ACP)
prepared in accordance witRCW 36.81.13(@tc.).

Excludes

1 Plans retained as part of the records of the governing body and retained in accordar
with GS5605A:13, Meetings¢ Governing/Executive;

1 Plansheld by thecounty engineerandcovered byGS2012031;

1 Agencywide strategic plans covered by GS2QBD;

1 Project plans covered in the Construction section.

GS2012043 | Short Term/Routine Asset Plans Retainuntil no longer needed NONARCHIVAL
Rev.0 |Records relating to the routine, sheit SNY LJ I Yy Ay 3 |y R YI yI 3foragency business NONESSENTIAL
physical and intangible assetghere not covered by a more specific records series then OFM

Excludeproject plans covered by records series in the Acquisition or Construction sect D€Stroy.



http://198.239.85.136/ReportServer/Pages/ReportViewer.aspx?%2fLRSReport%2fSchedule&rs%3aCommand=Render
http://apps.leg.wa.gov/RCW/default.aspx?cite=35.77.010
http://apps.leg.wa.gov/RCW/default.aspx?cite=36.81.121
http://apps.leg.wa.gov/RCW/default.aspx?cite=36.81.130
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2.10 REPORTING
The activity of providing informaticas required by regulating authorities. Also includes internal agency reporting and voluntary reoxthgles
published reports covered in the Forms and Publishing section.

DISPOSITION
RETENTION AND
AUTHORITY DESCRIPTION OF RECORDS DESIGNATION
NUMBER (DAN) DISPOSION ACTION
GS2012044 | Reporting/Filing (Mandatory)g Assets Retainfor 6 years after report ARCHIVAL
Rev.0 Records which are required to be filed with, or submitted to, an outside agency (includi or document submitted (Appraisal Required
the legislative authority) by federal, state or local law, or by court order/mitgch are then NONI(E)SPS&ENTIAL

NBfFGSR G2 GKS I 35 yhaeolsied by in&apachic récefdd sefidé | Transferto Washington State

Includes, but is not limited to: Archives for appraisal and

1 Reports/forms/certificates/lists; submission confirmation, correspondence, inquiries, | Selective retention.

1 Relocation assistancedal property acquisition and displacement activities reports
submitted to federahgencies in accordance wil® CFR § 24&nd WAC 468L00-009;

1 Bridge and road inspectiomaintenance reportplansrequiredto be submitted or filed
with a regulatory agenclyy federal and/or state statute

Excludes records held by the county enginaedcovered byGS2012031



http://ecfr.gpoaccess.gov/cgi/t/text/text-idx?c=ecfr&sid=22f238a8c2f3cd43b764dc0f51f6f6a3&rgn=div8&view=text&node=49:1.0.1.1.18.1.16.9&idno=49
http://apps.leg.wa.gov/wac/default.aspx?cite=468-100-009
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211 SECURITY
¢CKS FOGAGAGE 2F LINRBUOGSOGAY3T GKS  2osorfthreat2n@ @idslsthaGuyes (buildingsy LOhb6lsi powed piabts)
facilities, transit centers, etc.), infrastructure (roads, sidiéw, bridges, runways, helipads, water, sewer, drainage and lighting systems, etc.),
equipment (motor pool cards, transit vehicles, etand information systems (§bftware, networks, etc.)

DISPOSITION
RETENTION AND
AUTHORITY DESCRIPTION OF RECORDS DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS201002 | Authorization¢ EmployeeAccess Retainfor 6 years after NONARCHIVAL
Rev.1 |Records documenting theuthorizationof employee (includes contractors and volunteers i SNXY A Y | G A2y 2 F ESSENTIAL
access to agency structures, infrastructure, equipment, supplies, electronic systems, or (for D'Sagggeco"ery
networks, applications, electronic and physical records/data. 6 years after system or asset n
Includes, but is not limited to: longer in usewhichever is
1 Requests and approvals for access and permissions; sooner
1 Assignment of security identification badges, buildiagd keys, access codes, etc. then
OEOf dzRS&a aRIF & 2yt &é | dzi K2 NJ dtd) idshed 16 dontiact &n| Destroy
temporary employeeswhichare covered by GS506B-20.
e s p—
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211 SECURITY
¢CKS FOGAGAGE 2F LINRBUOGSOGAY3T GKS  2osorfthreat2n@ @idslsthaGuyes (buildingsy LOhb6lsi powed piabts)
facilities, transit centers, etc.), infrastructure (roads, sidiéw, bridges, runways, helipads, water, sewer, drainage and lighting systems, etc.),
equipment (motor pool cards, transit vehicles, etand information systems (§bftware, networks, etc.)

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS D|§E<T)§'|\ITT|§NN /@'T[I)ON DESIGNATION
NUMBER (DAN)
GS201008 | Security Incidents and Investigations Retainfor 6 years after NONARCHIVAL
Rev.1 |Records documenting security incidents and investigations relatingeacy structures, | investigation completed or NONESSENTIAL
infrastructure, vehicles, equipment, supplies, electronic systems, networks, application matter resolvedwhichever is OPR
electronic and physical records/data. later
Incident documentationmay include, but is not limited to: then
1 Intrusion and event logs; surveillance recordings; photographic evidence; Destroy.
1 Weapons confiscation logs; vandalism reports; voicemail messages;
1 Staff/contractor/volunteer/visitor access/entry logs, swipe card data, login records, €
Investigation documentatiomay include, but is not limited to:
1 Witness (and other) statements;
1 Reports (to law enforcement, agency management, regulating authetity);
1 Corrective action taken; decision not to proceed with investigation;
1 Correspondence, notes, recorded information.
Excludes accidents/incidents involving injuries to individuals which are covered in the |
Management olEmployee Benefitsections
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211 SECURITY
¢CKS FOGAGAGE 2F LINRBUOGSOGAY3T GKS  2osorfthreat2n@ @idslsthaGuyes (buildingsy LOhb6lsi powed piabts)
facilities, transit centers, etc.), infrastructure (roads, sidiéw, bridges, runways, helipads, water, sewer, drainage and lighting systems, etc.),
equipment (motor pool cards, transit vehicles, etand information systems (§bftware, networks, etc.)

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DIEIE(EI;'I\ITT?NN:(;\IT?ON DESIGNATION
NUMBER (DAN)

GS5606B-20 | Security Monitoringg Employee and Publiéccess Retainfor 3 years after date of| NONARCHIVAL
Rev.1 Records documenting employee (includes contractors and volunteers) and public acce report or last log entry NONESSENTIAL
agency structures, infrastructure, equipment, supplies, electronic systems, networks, | then OFM
applications, electronic and phgal records/data Destroy.

Includes, but is not limited to:
1 Staff and visitoaccess/entry logs, swipe card data, etc.;
1 Information system login records (audit logs), etc.

Excludes surveillance recordings covered by G888 and routine security monitoring
covered by GS201009.

Note: If an incident occurs, records are covere@$201808or other relevant investigation
case file series.

GS202@09 | Security Monitoringg Employee and Public Acce€30VIBL9 Checks/Logs) Retainuntil no longer neded NONARCHIVAL
Rev.0 |Records documenting COVID related checks/logs of staff and visitors to agency facilitil for agency business NONESSENTIAL
such as then OFM
1 Wellness/temperature checks Destroy.

1 Contact details captured solely for tracing purposes;
1 Records relating to contact tracing by the agency.

Excludesecords covered b$ecurity Monitoring; Employee and Public Access ([F$60
06B-20).
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211 SECURITY

¢ KS

F OGA@AGE 2F LINRGSOGAY3I GKS

f 2083orfthreatn@IBISEISNAGU ES (buildings/ SORb@si powed plabis)
facilities, transit centers, etc.), infrastructure (roads, sidiéw, bridges, runways, helipads, water, sewer, drainage and lighting systems, etc.),

equipment (motor pool cards, transit vehicles, etand information systems (§bftware, networks, etc.)

DISPOSITION
RETENTION AND
AUTHORITY DESCRIPTION OF RECORDS DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS201@09 | Security Monitoringg Routine Retainuntil determined that no| NONARCHIVAL
Revl |wSO2NRa&a NBflFGAy3a (2 GKS NRdAziAyS &S OdzNR |security incident has occurred | NONESSENTIAL
information systems (network/system/data). then OFM
Includes, but is not limited to: Destroy.
1 Intrusion and event logéntrusion alarm reports, etc.
1 Securitypatrol logs.
Excludes records covered by GR&B-20 and GS506B-18.
Note: If an incident occurs, records are covere@$201808or other relevant investigation
case file series.
GS5606B18 | Security Monitoringg Oversight/Surveillance Recordings Retainfor 30 days after last NONARCHIVAL
Revl [{ SOdzNRG& NBO2NRAY3IA Y2yAUu2NAy3a GKS | 3S|recording NONESSENTIAL
etc.,where not covered by a more specific records series. or OFM
Includes, but is not limited to: until determined that no
1 Audio/visual recordings (digital or analog); security incident has occurred,
1 Data generated by navigational and/or trackieyices used to track and/or verify vehid Whichever is sooner
routes, locations, or actions, such as Global Positioning System (GPS) tracking datg then
automatic vehicle locator (AVL) data, etc. Destroy.
Excludes surveillae recordings covered in sectechedules.
Note: If an incidetoccurs, records are covered ®$20180080r 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 authorjtits@ssets (buildings,

vehicles, equipment, goods, materials, resources, etc.).

DISPOSITION
RETENTION AND
AUTHORITY DESCRIPTIGDF RECORDS DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS201@004 | IT Automated/Scheduled Tasks Retainuntil no longer needed | NONARCHIVAL
Rev.1 |Records relating to scheduled, computdiven tasks including, but not limited to: for agency business NONESSENTIAL
1 Event logs; then OFM
1 Run reports and requests; Destroy.
1 Task schedules;
1 Successful completion reports.
GS201005 | IT Helpdesk Requests Retainfor 1 year after NONARCHIVAL
Rev.1 |Records relating to employee (includes contractors and volunteers) requests for advicg finalization of request NONESSENTIAL
assistance in using information technology systems and applications. then OFM
Note: Maintenancemd repair of IT hardware is covered by DASR012039or GS2012040. Destroy.
GS5006A05 | IT Systems Usage Retainfor 1 year after activity NONARCHIVAL
Rev.2 |[wSO2NRa NBtFGAy3a G2 GKS dzalr3asS 2F GKS || then NONESSENTIAL
systems to ensure appropriate use. Destroy. OFM
Includes, but is not limited to:
1 Internet activity logs (sites visited, downloads/uploads, video/audio streaming, etc.);
1 Fax and telephone logs.
Note: Thecontentof records created or received by employees (includes contractors and
volunteers) must be retained for the current approved minimum retention period(s).
GS5006B09 | Operating Manuals Retainuntil disposition of assetl NONARCHIVAL
Rev.1 |Operating manualspecifications, vendor statements, and other related documentation| then ESSENTIAL

assets owned, used or maintained by the agembgre not covered by a more specific Destroy (for Disaggl\;‘eco"ery
records series in CORE or sector schedules or
Transferto 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 author)tits@ssets (buildings,
vehicles, equipment, goods, materials, resources, etc.).

DISPOSITION
AUTHORITY DESCRIPTIGDF RECORDS DISIE(T)EII\IT-II—?NN:([,\IT?ON DESIGNATION
NUMBER (DAN)

GS2014929 | Tenant Fiés (Residential Housing) Retainfor 6 years after NONARCHIVAL
Rev.0 |Records relating teesidential tenantsin buildings/units owned, used or maintained by | termination of lease/agreemen| NONESSENTIAL
agenciesvhere public housing/lowincome housing subsidies aMOTprovided pursuant or OPR
to Title 24 CER 6 years after conditions of grarn
Residential housing may include, but is not limited to: satisfied (if applicable),
1 Unsubsidized housing; whichever is later

1 HCFP Rural Rental Housing, Farm Labor Hplimal Rental Assistanoar otherhousing then
programs regulated by the United States Department of Agriculture (USDA) pursuai Destroy.
7 CER &XXY

1 Rural Housing Stability Assistance Progragulated by the U&. Department of Housing
and Urban Development (HUD) pursuant to Subtitle D of Title IV of the McKiferdy
Homeless Assistance AR(UE 8§ 11408

Includes, but is not limited to:

1 Application, background check, etc.;

1 Correspondence with tenants (including notifications, complaints and respanstsgs
of entry of dwelling unit during tenancgic.);

1 Executed lease/agreement;

1 Inspections.

Excludes:

1 Tenant files for housing programs provided pursuarititte 24 CERvhich are covered ir
the Housing Autbrities Records Retention Schedule

1 Damage claims and collections covereddfyREeries GS501-10 and GS503B-14.

Note: If litigation commences, these records become pathtedftigation case file.



http://www.ecfr.gov/cgi-bin/text-idx?c=ecfr&tpl=/ecfrbrowse/Title24/24tab_02.tpl
http://www.rurdev.usda.gov/Rental_Assistance_Program.html
http://www.ecfr.gov/cgi-bin/text-idx?SID=6decfe179ef956e50c69af173369aa29&c=ecfr&tpl=/ecfrbrowse/Title07/7cfrv15_02.tpl#3500
http://portal.hud.gov/hudportal/HUD?src=/hudprograms/rural-housing
http://uscode.house.gov/view.xhtml?path=/prelim@title42/chapter119/subchapter4/partD&edition=prelim
http://www.ecfr.gov/cgi-bin/text-idx?c=ecfr&tpl=/ecfrbrowse/Title24/24tab_02.tpl
http://www.sos.wa.gov/archives/RecordsManagement/Records-Retention-Schedules-for-Housing-Authorities.aspx
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2.12 USAGE AND OPERATIONS

The activity of the local government agency (staff, contractors and volunteers) using (or granting temporary author)tits@ssets (buildings,

vehicles, equipment, goods, materials, resources, etc.).

DISPOSITION
RETENTION AND
NSIL\J/IQI;(;F\(’I;FAYN) DESCRIPTIGDF RECORDS O IO AT G0 DESIGNATION
GS2012045 | Usage and Dispersal (Assets) Retainfor 4 years after end of | NONARCHIVAL
Rev.0 |(wSO2NRa NBfFGAy3a (2 G§KS RA A& nSuNss hllfassétsypRne( fiscal year NONESSENTIAL
rented, leased and/or maintained by the agency or OPR
Includes, but isiot limited to: until gomeletlo_n ofVState
1 Energy usage measurements; ! dzR A éxanhiatidnreport,
1 Facility, equipment and vehicle use requests, checkout logs, rental/use schedules, |Whichever is sooner
statistical reports; then
1 Fuel/oil usage and dispersal data; pump/tank audit reports; mileage data, etc.; Destroy.
1 Materials disbursemensupplies drawn from central stores, stores reports, etc.;
1 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 (geuomitificates,
licenses, etc.), which are covered in sector schedules
b2GSY / 2y GNF OGaz FaINBSYSyidia FyR LISNXAGa
in the Contracts and Agreements section.
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3. FINANCIAL MANAGEMENT

¢KS FdzyOGA2y 2F YIryl3Aay3a (KS 2 ObligatioAsamd SoidgtanSinfrastructr& y O Qa4 FAYFYOALFf NB A2
3.1 ACCOUNTING
The activity relating to the creation of financial records of agency business transactions and the preparation of statamenting the assets,
liabilities, and performance of the local government agency.
DISPOSITION
RETENTION AND
AUTHORITY DESCRIPTION OF RECORDS DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS5102-01 |ACCOUNTS PAYABUOINTROL WORKSHEET 1 month NONARCHIVAL
Rev.0 |Lists invoice totals and taxddsed to balance against computer generated warrant regis NONESSENTIAL
OFM
GS5603B10 | APPLICATION FORBPLICATE INSTRUMENT, AFFIDAVIT, AND BOND 6 years NONARCHIVAL
Rev.0 |Authority to issue duplicated check or warrant in case of loss or destruction. Notarized NONESSENTIAL
that original was lost or destroyed and request for replacement. OPR
GS2012046 | Billing Stuls Retainfor 4 years after end of | NONARCHIVAL
Rev.0 |Records accompanying payments submitted by customers to the agency noting the | fiscal year NONESSENTIAL
amounts, methods, and/or details othe paymens (billing stubs, remittance advices, or OFM
payment stubs, etc.). until completion of State
Note: Billing stubs bundled filed with records requiring longer minimum retention periods Auditor‘sex_amination eport,
(such as GS204184 or GS201183) must be retained for the longer retention period(s). whichever is sooner
then
Destroy.
3. FINANCIAL
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3.1 ACCOUNTING
The activity relating to the creation of financial records of agency business transactions and the preparation of statamenténg the assets,
liabilities, and performance of the local government agency.
DISPOSITION
RETENTION AND
Nﬁagl-ElgR(’gAYN) DESCRIPTION OF RECORDS SEES O ATl DESIGNATION
G2011:182 | Capital Asset Record Retainfor 4 years after NONARCHIVAL
Rev.0 Tracking recordreated by the local government agency for each of its capital assets ag disposition of asset NONESSENTIAL
required by theOffice of theState Auditor in accordance wilRCW 43.09.200 or OPR
Includes information summarizing: disposition of asset and
1 Acquisition (when & how purchased or constructed, purchase price); completion of State Auditor's
7 Improvements; examination reportwhichever
1 Depreciation; IS sooner
1 Deductions; then
1 Disposal (when & howisposed of, expenses related to the sale, etc.). Destroy.
GS5003B06 | CHECK STUBR DUPLICATE COPIES 3 years NONARCHIVAL
Rev. 0 NONESSENTIAL
OFM
GS2012047 | Collection Agency Reports Retainfor 4 fiscal years NONARCHIVAL
Rev.0 |Reports received fromollection agencies itemizing collections activities performed on | or NONESSENTIAL
behalf of the local government agency. completion of State Auditor's OFM
examination reportwhichever
is sooner
then
Destroy:.
GS5603A10 | DISTRIBUTION OF EXPENDITURES 3 years NONARCHIVAL
Rev. 0 NONESSENTIAL
OFM
3. FINANCIAL


http://apps.leg.wa.gov/rcw/default.aspx?cite=43.09.200
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3.1 ACCOUNTING

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

DISPOSITION
RETENTION AND
AUTHORITY DESCRIPTION OF RECORDS DISPOSITION ACTION DESIGNATION

NUMBER (DAN)
GS5603B 14 | Financial Disputes and CollectionsGeneral Retainfor 6 years after matter | NONARCHIVAL
Rev.3 Records relating to financial disputes and attempts to collect funtisre not related taeal | resolved NONESSENTIAL
property ownership andwhere litigation hasiot commenced then OPR
Includes, but is not limited to: Destroy.

1 Accounts receivable and payable;

1 Corresponénce,researchjnvoices/statementsnotices, proof of mailingaccount
closure;

1 Damage and loss claims (purchasing);

1 Lien filinggand releasesand other actions

1 Settlement documentation

 Warrants/checkseturned due to norsufficient fundgNSF)

Excludesecords covered by:
1 Appeals Hearingg Local DecisioMaking Bodies (General) (DAN GS2073)
1 Evictions, Liens, Foreclosures, CondemnafidASIGS5505A:09).

Note: If litigation commences, these records become parteofitigation case file

3. FINANCIAL
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3.1 ACCOUNTING

The activity relating to the creation of financial records of agency business transactions and the preparation of statamenténg the assets,

liabilities, and performance of the local government agency.

DISPOSITION
AUTHORITY
NUMBER (DAN)

DESCRIPTION OF RECORDS

RETENTION AND
DISPOSITION ACTION

DESIGNATION

G2011183
Rev.2

Financial Transactiong Bond, Grantand Levy Projects
Recordsilocumenting all resources received and expended byatiency for bond levy,
and/or grantfunded projects Also includes authorized debt financing.

Includes, but is not limited to:
1 Cancelled (and voided) checks, credit card slips, project cost recordpetapital
assets constructed by the local government agency;
1 Contracts and agreementfof nor-capital assets onjyincludes negotiations, compliang
monitoring, etc;
1 Documents supporting purchase/acquisition/construction and disposition/salessprice
1 Financial statements and reports (cash receipts transmittaly dash report/summary,
expenditure transactions, treasurer/finance officer reports, etc.);
1 Grantscholarshipannouncements, applications, evaluation summaries, award
notifications, etc., for fundawardedor receivedby the local government agency;
1 Project cost/expenditure tracking record (staff time, etc.);
1 Registers and journals for all funds and functions (including numerical listing of
checks/warrants/vouchers, etc.);
1 Revenue bonds and coupons, registers, etc.;
7 Trust indenture, loan agreement, @t
Excludes
1 SensitiveCardholdeData covered byzS2014)30;
1 Contracts and agreemenisvolvingi K S | Z&piyalasdsetsvhich arecovered by
GS5-05A-06 and GS201-169,
1 General and subsidiary ledgers covered by GE5815;

1 Unsuccessful grarécholarshipapplicationscovered by GS503CGO07.

Retainfor 6 years after final
bond payment

or
6 years after completion of
levy/grant project

or
terms of grant agreement,
whichever is ladr

then
Destroy.

NONARCHIVAL
NONESSENTIAL
OPR

3. FINANCIAL
MANAGEMENT

Page96 of 196
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3.1 ACCOUNTING

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

DISPOSITION
AUTHORITY
NUMBER (DAN)

DESCRIPTION OF RECORDS

RETENTION AND
DISPOSITION ACTION

DESIGNATION

G2011-184
Rev.3

Financial Transactiong General
Recordglocumenting all resources received and expended by the agaoeyded that
receipts and expenditures are not for bond, grant or levy projects

Includes, but is not limited to:
1 Purchase and sales (purchase/field orders, bills of sale, receipts, cash books, remitt
advices, vouchers, fiscal purchasing/receiving documents, dangtions;

1 Billing statements; billing summariéggisters/ledgers); adjustments to accoulisror
corrections overpaymentrefunds, conservation rebates, etcdelinquent accounts lists
1 Financial statements and reports (cash receipts transmittals, daily cash report/sumn

expenditure transactiongreasurer/finance officer, etc.);
1 Registers and journals (general and subsidiary) for all funds and functions;
1 Check/warrant registers;
1 Documentationof non-monetary gifs/donations (otherthan capital or tracked assexs
1 Petty cash.

Excludesecords coveed by.

1 AnnualFinancial Reports (DAN GSED-02);

1 Capital Assets (Other) and N@apital Tracked Assets (DAN GS2TAD);

1 Contracts and AgreementCapital Assets (NeReal Property{DAN GS201169);

1 Contracts and AgreementsGeneral (DAN GS®1-11);

{ Financial Trasactions; Bond, Grantand LevyProject§ DAN GS201183)

{ Financial TransactiornsSensitive Cardholder Data (DAN GS2034);

1 General and Subsidiary Ledgers (DAN GS354L5);

1 Utility meter readings covered in thdtility Services Records Retention Schedule

Retainfor 6 years after end of
fiscal year

then
Destroy.

NONARCHIVAL
NONESSENTIAL
OPR

3. FINANCIAL
MANAGEMENT

Paged7 of 196


https://www.sos.wa.gov/archives/RecordsManagement/Managing-Public-Utility-District-PUD-Records.aspx
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3.1 ACCOUNTING

The activity relating to the creation of financial records of agency business transactions and the preparation of statamenténg the assets,

liabilities, and performance of the local government agency.

DISPOSITION
AUTHORITY
NUMBER (DAN)

DESCRIPTION OF RECORDS

RETENTION AND
DISPOSITION ACTION

DESIGNATION

GS2014930
Rev.l

Financial Transactiong SensitiveCardholderData

Specific Sensitive Cardholder Data elements obtained during electronic financial trans
where the agency storegrocessesor transmits cardholder dataeceived via point of sale
systems, phone, email, internet, paper, etc.

Sensitive Cardholder Dagdements include

1 Primary Account Number (PAN) and credit card numibelifferent;

1 SensitiveAuthenticationData (SADRs defined by th@ayment Card Industiyata
Security Standar(PCl DSS9ncludes full track data, PIN/PIN blocks, andr-digit
customer identification (CID) number printed on the front or back of payment card s
as Card Identification Number (CIN), Card Verification Value (@\G4rd Validation
Code (CVC).

Excludes data elementgher thanPAN andSADthat arereceived bythe agencysuch as

transaction number, date, amount, etcwhichmustbe retained pursuant to GS204183,
(GS201-184, or other applicable DAN.

b23SY C2NJ I RRAUGAZ2Y T AYTF2NNIGA2Y S LX SI &
Advie, Sensitive Cardholder Data Obtained During Payment Card Transactions

Retainuntil completion of
transaction

then
Destroy.

NONARCHIVAL
NONESSENTIAL
OFM

3. FINANCIAL
MANAGEMENT

Page98 of 196


https://www.pcisecuritystandards.org/
https://www.pcisecuritystandards.org/documents/navigating_dss_v20.pdf
https://www.pcisecuritystandards.org/documents/navigating_dss_v20.pdf
https://www.pcisecuritystandards.org/documents/navigating_dss_v20.pdf
http://www.sos.wa.gov/_assets/archives/RecordsManagement/Sensitive%20Cardholder%20Data.pdf
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3.1 ACCOUNTING
The activity relating to the creation of financial records of agency business transactions and the preparation of statamenténg the assets,
liabilities, and performance of the local government agency.
DISPOSITION
RETENTION AND
AUTHORITY DESCRIPTION OF RECORDS DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS5603A15 | Generaland Subsidiary_edgers Retainfor 6 years after end of | NONARCHIVAL
Rev.l Generaland subsidiaryedgersdocumentingd KS I 3Sy O0e Qa I a a S a x|fiscal year ESSENTIAL
expenditures, gains and losses. or (for D'Sagggeco"ery
Note: Ifyouragenck I & f SRISNE FTNRY (KS mynnQas L) {6 yearsafterfinal bond
before destroying payment
or
6 years after completion of
levy/grant project
or
terms of grant agreement,
whichever igater
then
Destroy.
GS5603C07 | Grant/Scholarship Applicationg Not Approved Retainfor 1 yearafter notify- NONARCHIVAL
Rev.1 Records relating to unsuccessful grant and scholarship applicatoaed or submitted by cation of denial receivedr sent| NONESSENTIAL
the local government agenciRecords may include applications, evaluations, denial then OFM
notifications, etc 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 statamenténg the assets,
liabilities, and performance of the local government agency.

DISPOSITION RETENTION AND
NCuTBI—Elng:N) DESCRIPTION OF RECORDS O IO AT G0 DESIGNATION
GS5003A-33 | Investment Monitoring(Mandatory) Retainfor 6 yearsafter end of NONARCHIVAL
Rev.l Records relating to thenonitoringof fundsheld and/or investedy the agencyvhere fiscal year and no longer NONESSENTIAL
required by regulatory agencies needed for agency business OPR
Includes, but is ndimited to: then
1 Reports reflecting the monitoring and review of fund(s); Destroy.
1 Performanceandreports, asset revieyetc.;
1 Related correspondenésommunications
Funds include, but are not limited to:
1 Selfinsured etirement systemninvestment portfolios (dmestic ad international
equities, domestic fixed income, real estate, venture and cash equivaletcts;
1 Health care, industrial insurance, unetoyment, group term life, etc.
Excludes records covered:by
1 Bankingg Accounts and Transactions (GS208b).
1 Contracts and AgreementsGeneral (GS501-11) (broker and banking contragtstc.).
GS5603B09 | STATEMENTS OF BANDOTHER COLLATERAL SECURITY POSTED BY BANK (or ( 3 years NONARCHIVAL
Rev.0 |depository) NONESSENTIAL
OPR
GS5603A28 | TRIAL BALANCES 3 years NONARCHIVAL
Rev. 0 NONESSENTIAL
OFM

3. FINANCIAL
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3.1 ACCOUNTING

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

DISPOSITION
RETENTION AND
AUTHORITY DESCRIPTION OF RECORDS DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS5505B32 | Unclaimed Property, Funds Held by Agency Retainfor 6 years after property NONARCHIVAL
Rev.l Records relating tthe return ofunclaimed property to itéegalownerin accordance with | claimed NONESSENTIAL
the Uniform Unclaimed Property Achapter 63.29 RCWhere the funds areot submitted | then OPR
to the Department of RevenPOR)n accordance witlRCW 63.29.190 Destroy.

Includes, but is not limited to:

1 Research and investigative records;

1 Correspondence, registered mail receipts, last known address, etc.;

T¢NFYyaYAGOalIE 2F 0l yR2ySR AyidlFy3aaotsS L
RCW 63.29.135

Excludes records covered biyclaimed Propertg Funds Remitted tBDepartment of

Reenue (DAN GSE5HB31).

Note: Retention based dhe requirementthatt X G KS f 20Ff 32 GSNY Y S
pay the intangible property to a person or entity subsequently establishing its ownership of
intangible property" RCW 63.29.135

GS5505B-31 | Unclaimed Property, FundsRemitted to Department oRevenue Retainfor 6 years after report | NONARCHIVAL
Rev.1 |Records relating to unclaimed propertyhere the funds are submitted to the Department| filed and funds remitted to DOF NONESSENTIAL
Revenue (DORY) accordance with thé&Jniform Unclaimed Property Achapter 63.29 RCW then OPR
Includes, but is not limited to: Destroy.

1 Research and investigative records;
1 Correspondence, registered mail receipts, last known address, etc.;
1 Remitance of funds to Department of RevenlRGW 63.29.190

Excludes records covered byiclaimed Propertg Funds Held by Agency (DAN G858

32).
3. FINANCIAL
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3.2 AUDITING

¢CKS | OGAGAGE 2F GSNATFeAYy3d GKS | OOdzN>r O 2F GKS 20t 3I20SNYYSyi
DISPOSITION
RETENTION AND
AUTHORITY DESCRIPTION OF RECORDS DESIGNATION
NUMBER (DAN) DISPOSITIONCTION
GS5003F01 | AUDIT SUBJECT/REFERENCE FILES Destroy when obsolete or NONARCHIVAL
Rev.0 | Cumulative data on departments and audit issues superseded NONESSENTIAL
OFM
GS5603F02 | FISCAL AND PERFORMANCE REPORTS 6 years ARCHIVAL
Rev. 0 Final report of audit findings (Appraisal Required
NONESSENTIAL
OPR
GS5003A26({ ¢! ¢ 9 ! EXAMINAWQNEPORT Retainuntil no longer needed NONARCHIVAL
Rev.1 Note: This record is retained permanently by the Office of the State Auditor in accordance | for agency business NONESSENTIAL
records retention schedule. then OFM
Destroy.
GS5603F03 | TECHNICAL REFERENCE MATERIAERNAL AUDIT Destroy whe obsolete or NONARCHIVAL
Rev. 0 | Audit related publications and documents gathered for reference. superseded NONESSENTIAL
OFM

3. FINANCIAL
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3.3 BANKING

The activity of transacting monetary exchanges with a financial institution.

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DISIE(T)EII\IT-II—:;)AI\Kllﬁ%?\I DESIGNATION
NUMBER (DAN)

G2011-185 | Bankingg Accounts and Transactions Retainfor 6 years after end of | NONARCHIVAL
Rev0O |(wSO2NRa NBfFGAy3 G2 GKS 3Syoeqa ol y1l A|fiscalyear NONESSENTIAL
Includes, but is not limited to: then OPR

1 Checks and warrantssued bythe agencyif returned by bank Destroy.

1 Deposits and withdrawals (including Electronic Funds Transfers (EFT), International
Money Transfers (IMT), Automated Clearing House (ACH), etc.);

1 Records documenting the status of and adjustments to accounts

1 Statements (bank, dividend, investment, etagaeconciliations

1 Stop payment reports/request@nd supporting documentation).

Excludes records covered by:

1 Bankingc Deposited Items (GS20186)

1 Contracts and AgreementsGeneral (GS501-11) (master depository contract, etc.).

1 Financial Transacti@t, Bond,Grant,and Levy Projects (DAN GS2Q88B)(cancelled and
voided checks for capital assets constructed by the agesicy).

G2011-186 | Bankingg Deposited Items Retainuntil depositverified by | NONARCHIVAL
Rev.0 |[Negotiable instrumentseceivedby the agency and deposited to the bank in a different | bank NONESSENTIAL
format. then OPR
Includes, but is not limited to: Destroy.

1 Original paperchecks/warrants imaged using Remote Deposit Capture (RDC) or Im4
Cash Letter (ICL), or returned by the bank after redemption;

1 Imagesof checks/warrants created in lieu of depositing the o item (such as imagec
cash letter (ICL)).

Excludes checks returned to agency due to-sofficient funds covered by GSB83B 14.

3. FINANCIAL
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3.4 BUDGET
¢CKS OGAGAGE 2F RSGSNN¥YAYAY3A SadAyYlFLdiSa 2F GKS 20Kt 3I208SNYYSyi
DISPOSITION
RETENTION AND
AUTHORITY DESCRIPTION OF RECORDS DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS560030-01 | ANNUAL ESTIMATE OF REVEANIDEEXPENDITURES 2 years NONARCHIVAL
Rev. 0 NONESSENTIAL
OFM
GS50030-03 | BUDGET DEVELOPMENT OR WORKING FILES Destroy when obsolete or NONARCHIVAL
Rev. 0 |Background information and draft documents compiled in the course of budget preparg superseded. NONESSENTIAL
OFM
GS5603D0-04 | BUDGEFORECAREPORTS 1 year NONARCHIVAL
Rev. 0 NONESSENTIAL
OFM
GS50030-05 | BUDGET OFFICER'S MONTHLY REB@RIVERNING COUNCIL, COMMISSION, OR | 6 years NONARCHIVAL
Rev. 0 NONESSENTIAL
OPR
GS5603D-06 | BUDGET STATUS REPORT 3 years or until completion of NONARCHIVAL
Rev. 0 |Includes all types of periodic budget status reports compiled by all units of localgovern{ G I 4 S ! dzRA G 2 NX] NONESSENTIAL
as per statute, charter, or agency policy. report OFM
GS5603D-07 | DEPARTMENTAL BUDGET REQUESTS 2 years NONARCHIVAL
Rev. 0 NONESSENTIAL
OFM
GS5603D-08 | FINAL BUDGET Clerk of governing council, ARCHIVAL
Rev. 0 commission or board (Appraisal Required
PERMANENT NONESSENTIAL
OFM
GS56030-10 | PRELIMINARY BUDGETS 2 years NONARCHIVAL
Rev. 0 NONESSENTIAL
OFM
3. FINANCIAL
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3.5 PAYROLL
The activity relating to the monetary compensatiorenfployes on a periodic basis.
DISPOSITION
RETENTION AND
NSIL\J/I-I;HEgR()gAYN) DESCRIPTION OF RECORDS O o AT G0 DESIGNATION
GS5603E01 | EmployeePay ¢ Authorizations and Deductions Retainfor 6 yearsafter NONARCHIVAL
Rev.1 |Records relating tauthorizations forandreductions toindividualemployee salary/wages | completion oftransaction, NONESSENTIAL
where authorized by the employee or required by court order termination of authorizéion, or OPR
Includes, but is not limited to: satisfaction of order
1 Court orders (for garnishment or other liens/attachments, child support, etc.); and
1 Direct depositauthorization, removal, change of banks, etc.) nolonger needed for agency
1 Voluntary deductions (charitable donations, parking, etc.); business
1 Related correspondenéeommunications then
. Destroy.
Excludes records covered by:
1 Employee Retirement/Pension Verification (B2$2017009);
1 Internal Revenue Séce (IRS) Employee Forms (DABS2017006);
1 Reporting/Filing (Mandatoryd Internal Revenue Service (IRS) (DAN -BSAQ7).
3. FINANCIAL



DSNS

Office of the Secretary of State
Washington State Archives

Local GovernmenEanmon Records Retention Schedul

Version 4.1(August2020

3.5 PAYROLL
The activity relating to the monetary compensatiorenfployes on a periodic basis.
DISPOSITION
RETENTION AND
AUTHORITY DESCRIPTION OF RECORDS DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS5603E15 | EmployeePay ¢ History Retainfor 4 years afterend of NONARCHIVAL
Rev.1 |Records relating to the pay historyiaflividual employees. fiscal year ESSENTIAL
IMPORRNT:Some of theseecordsmaybe neededor retirement verificationpurposes and (for D'sag;rgecovery
Donotdestroyp ST2NB O2yaddzZ GAy3 6AGK &eazgert 3 S y|nolonger needed for agency
Includes, but is not limited to: Euimfiss('?]flu?.mg retirement
1 Documentation of employee pay status; fh enl verificatiory
1 Payroll deductions (taxes, insurancetirement, miscellaneous); D etr
{ Time cards and time sheets. estroy.
Excludes records covered by:
1 Employee Pag Authorizations and Deductions (DAN G83&01);
1 Employee Retirement/Pension Verification (B2$2017009);
1 Employee Pag Internal Revenue Service (IRS) FqDAINGS2017006);
1 Reporting/Filing (Mandatoryg Internal Revenue Service (IRS) (DAN-B3AQ7).
GS201006 | Employee Pay Internal Revenue Service (IRS) Forms Retainfor 4 years afteobsolete| NONARCHIVAL
Rev. 0 |Records relating tthe Internal Revenue Service forthet are held by the agencgnd used| or superseded NONESSENTIAL
to request/authorizeemployeetax withholding/exemptions. then OFM
Includes, but is not limited to: Destroy.
1 W-4 (W4P, WAS, WAV)¢ Employee/recipienincometax Withholding Allowance
Certificates;
1 W-9 ¢ Request for Taxpayer ID Number and Certification.
Excludes records covered BRgporting/Filing (Mandatory Internal Revenue Service (IRS
(DAN GS503A17).
3. FINANCIAL
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3.5 PAYROLL
The activity relating to the monetary compensatiorenfployes on a periodic basis.
DISPOSITION
RETENTION AND
NSEATBHE?ESXN) DESCRIPTION OF RECORDS O o AT G0 DESIGNATION
GS5603E02 | Payroll Processing, Distribution and Reporting Retainfor 3 yearsafter end of NONARCHIVAL
Rev.l Records relating tthe processing of payrolincludes verification of actions, detailiog fiscal year NONESSENTIAL
payroll cost distributions, and ensuring accuracy and accountability. and OFM
Includes, but is not limited to: completonoff alus ! d
1 Detail reports, yeato-date costs and cumulative summary expense reports; _examlnatlon reportwhichever
{ Listings of payroll deductions; is later
{ Statusof and adjustmentso accounts then
1 Payrolldistribution, warrant distributionlog/sheet, etc. Destroy.
1 Reportsand transmittal of fundso state agencieg¢such as Departments of Retirement
Systems (DRS), Labor & Industries (L&I), Employment Security (ESD), etc.).
Excludes records covered
1 Employee Pag Authorizations and Deductions (DAN G83E01);
1 Employee Pag History (DAN G&B-03E15);
1 Employee Retirement/Pension Verification (B2$2017009);
1 Reporting/Filing (Mandatory Internal Revenue Service (IRS) (DAN-G3AQ7).
GS5603E22 | Payroll Register Retainfor 6 yearsafter end of NONARCHIVAL
Revl |OfficiaNBO2NR 2F G(KS 3SydeQa LI eNRffod fiscal year ESSENTIAL
IMPORTANTThis recordnaybe neededor retirement verificationpurposes Do not and (for D'Sagﬁ,rlgecovery
destroyo ST2NB O2yadd GAy3I 6AGK &eazdgert 3Sy 0@ qnolongerneeded for agency
Excludes records coverég Employee Retirement/Pension Verification (02$2017009). busm(_ass(lr_u_;lud_lng retirement
benefitverification
then
Destroy.
. S
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3.6

PLANNING

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

DISPOSITION
AUTHORITY
NUMBER (DAN)

DESCRIPTION OF RECORDS

RETENTION AND
DISPOSITION ACTION

DESIGNATION

GS2012048
Rev. 0

ImpactFees ¢ RateSetting
Records relatingp setting impactee ratesfor the collection of taxes by regulatory
authorities Includes inquiries, notifications, etc.

Includes, but is not limited to, feealculated for collectiopursuant to:
1 RCW 36.73.120 ransportation improvements;

1 RCW 39.92.050 ransportation Impact Fee;

1 RCW 82.02.050mpact feeg Intent ¢ Limitations

1 RCW 36.70A.35Growth Management Agt

1 RCW 43.21C.068tate Environmental Policy Act

T RCW 58.17.110(2)(tate Subdivision Act

Excludes approvaby governing boigs,and caital facilities plangovered elsewhere in
CORE

Retainfor 6 years after rates
superseded

then
Destroy.

NONARCHIVAL
NONESSENTIAL
OPR

G2011187
Rev. 0

Internal Service Fund Rate Setting

Records relating to settingtes for goods and services provided by the local governmen
agency to itself on a coseimbursement basis through an internal service fukidy include
motor pools, information technology, purchasing, central stores, duplicating/printing
services, etc

Includes, but is not limited to:
1 Costallocation basis;
1 Actual costs separated from estimated costs.

Retainfor 4 years after rates
superseded

then
Destroy.

NONARCHIVAL
NONESSENTIAL
OPR

3. FINANCIAL
MANAGEMENT
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3.6 PLANNING

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

() DESCRIPTION OF RECORDS _RETENTIONAND | pegignaTion
GS5302-06 |Levy and Bond PlanningSuccessii Retainfor 6 yearsafter final ARCHIVAL
Rev.1l Records relating to the financial planning of successful capital improvement and/or bond paymentbr completion of | (Appraisal Required
operations & maintenance levy and bond proposhisludes Locallmprovement District | levy project NONESSENTIAL
(LID) and Road Improvement District (RtDnd projects. then OPR
Includes, but is naimited to: Transferto Washington State
1 Preliminary studies, proposals, prospectuses, budget requests, decision packages, ¢ Archives for appraisal and
1 Legal opinions; authorizations and certificates for issuance; cancellation and exchar| Selective retention
records; bond counsel opinions; other legal documents;
1 Communicatios and documentation related to the issuance of bonds to finance any
capital or other project.
Excludes:
1 Receipt and expenditure of levy and bond funds covereG#8011-183 Financial
Transactiong, Bond, Grant and Levy Projects
1 Longrange facilities plascoverecby GS5407-15;
1 Assetspecific records covered in the Acquisition/Ownership and Construction sectio
(for LID and RID projects, etc.).
1 Design and constructiorecords for LID and RID projects covereda82012031, GS55
05A06, GS5a8-10, orsector schedules.
G2011-188 | Levy and Bond PlanningUnsuccessful Retainfor 6 years aftetevy NONARCHIVAL
Rev.l Records relating to the financial planning of unsuccessful capital improveandfdr failure or decision to not NONESSENTIAL
operations & maintenance levy and bond proposhisludes Local Improvement District | proceed OPR
(LID) and Road Improvement District (RID) bond projects. then
Includes, but is not limited tgpreliminary studiesproposals, prospectuses, budget requeg Destroy.
decision packages, communications, legal opinions, etc.
Pagel09of 196
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3.7 PURCHASING
Theactivity of acquiring goods and services to accomplish the goals of the ayggmcinclude development and review of product specifications,
receipt and processing of requisitions, bids and proposals (advertising, evaluating and awarding), and ingpecadsreceived
DISPOSITION
RETENTION AND
AUTHORITY DESCRIPTION OF RECORDS DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS5608A-01 | Bids and Proposals Successful Retainfor 6 years after NONARCHIVAL
Rev.1 |Records documenting bids and proposals madethgr parties to provide the agency with| completion of purchase or NONESSENTIAL
goods servicesrevenue, or other benefitavhichare accepted by the agency. fulfillment of contract OPR
Includes, but is not limitetb: then
1 Request for proposal or bid (RFP), request for qualifications/quotations (RFQQ), Destroy.
specifications, etc.;
1 Notices (filed with county clerk, newspaper, etc.);
1 Bid proposals, evaluation documents, statements of qualificafpplicationsetc.
Excludes camacts and agreements covered in the Contracts/Agreements section.
Excludes unsuccessful bid proposals covered by -G&5Q1.
GS5608A11 | Bidsand Proposalg Unsuccessful Retainfor 4 years after end of | NONARCHIVAL
Rev.1 |Records documenting bids and proposals to provide the agency with geerdies, fiscal year NONESSENTIAL
revenue, or other benefitsyhichare notaccepted by the agencincludes bid proposals, | then OPR
evaludion documents, statements of qualificatioapplications (rental/leasegtc. Destroy.
If agency decides not to proceed wiphirchaseor agreement records also include:
1 Request for proposal or bid (RFP), request for qualifications/quotations (RFQQ),
specifications, etc.;
1 Notices (filed with county clerk, newspaper, etc.).
Excludes successful bids and proposals covered by (G2601.
Excludes executed contracts and agreements covered in the Contracts/Agreements s¢
GS5608A02 | CONSULTANT ARDNTRACTGROSTERS Destroy when superseded plus NONARCHIVAL
Rev. 0O years NONESSENTIAL
OFM
3. FINANCIAL
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3.7 PURCHASING
Theactivity of acquiring goods and services to accomplish the goals of the ayggmcinclude development and review of product specifications,
receipt and processing of requisitions, bids and proposals (advertising, evaluating and awarding), and ingpecadsreceived
DISPOSITION
RETENTION AND
AUTHORITY DESCRIPTION OF RECORDS DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS5008A-05 | DELIVERRYECEIRINTERNARURCHASING 3 years NONARCHIVAL
Rev. 0 NONESSENTIAL
OFM
GS5008A14 | EMERGENCY PURCHWSEHORIZATION AND EXCEPTION REQUEST Date approved plus 3 years NONARCHIVAL
Rev.0 |Request for an exception of the purchasing process when a department exceeds the d NONESSENTIAL
limit when purchasing an itenfriles document the approval authorization for emergency OFM
purchasesinder an amount set by the agendgcludes correspondence, copy of invoice,
of requests, etc.
GS5606E21 | EQUIPMENT/VEHICLE PARTS ORDERS 3 years NONARCHIVAL
Rev. 0 NONESSENTIAL
OFM
GS5008B05 | MATERIALS ORDERS/REQUISITIONS 3 years NONARCHIVAL
Rev. 0 NONESSENTIAL
OFM
GS5608B06 | MATERIALS RECEIPTS 3 years NONARCHIVAL
Rev. 0 NONESSENTIAL
OFM
GS5608B07 | MATERIALS RECEIVING AND DISBURSERMENITS 3 years NONARCHIVAL
Rev. 0 NONESSENTIAL
OFM
GS5008B08 | PACKING SLIPS Until confirmation of materials | NONARCHIVAL
Rev. 0 received NONESSENTIAL
OFM
3. FINANCIAL
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3.7 PURCHASING

Theactivity of acquiring goods and services to accomplish the goals of the ayggmcinclude development and review of product specifications,

receipt and processing of requisitions, bids and proposals (advertising, evaluating and awarding), and ingpecadsreceived

DISPOSITION
RETENTION AND
AUTHORITY DESCRIPTION OF RECORDS DESIGNATION
NUMBER (DAN) DISPOSITION ACTION

GS5608A06 | PRICEHECKAND INFORMAL QUOTATIONS Destroy when obsolete or NONARCHIVAL

Rev. 0 superseded NONESSENTIAL
OFM

GS5608A07 | PURCHASE ORDER, REQUISITION AND BISTONGES 3 years NONARCHIVAL

Rev. 0 Listing of purchase orderequisitions,and/or bids in numerical order, including date, item NONESSENTIAL
amount, department, and vendor. OFM

GS5008A09 | RECEIVING REPORTS 6 years NONARCHIVAL

Rev. 0 | Listing of items actually delivered to purchaser used to make sure that the shipment is NONESSENTIAL
correct and complete. OPR

GS5608A10 | REQUISITIONS 6 years NONARCHIVAL

Rev. 0 | Official statement documenting the purchase of commaodities, goods, or services subje NONESSENTIAL
bid. OPR

GS5008A12 | WITHDRAWAL/CANCELLATION/ CHANGE OF PURCHASE ORDERS 6 years NONARCHIVAL

Rev. 0 NONESSENTIAL
OPR

GS5608A13 | WOMEN AND MINORITY OWNED BUSINESS ENTERPRISEEN\NMBELCOMPLIANCE | 6 years NONARCHIVAL

Rev. 0 REPORTS NONESSENTIAL
OPR

3. FINANCIAL
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3.8 REPORTING
The activity of providing financial information as required by regulating authorities
DISPOSITION
RETENTION AND
NSEATBHEgFgXN) DESCRIPTION OF RECORDS B EEOElTEN AT DESIGNATION
GS5603D-02 | Annual Financial Report of Chief Fiscal OffiteCommissioners/Council Retainuntil 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 statutdarter, and/or agency policy. then NONESSENTIAL
Transferto Washington State OPR
Archives for appraisal and
selective retention
GS5603C01 | Continuing Grantg, Annual Financial Status Repart Retainfor 4 years after NONARCHIVAL
Rev.1 |Annual report submitted focontinuinggrantscontaining summaries and breakdowns of | submission of report NONESSENTIAL
expenditures for the past year. or OPR
Excludesion-continuinggrant reports covered by GSB3G02. for period required by grant/
program,whichever is later
then
Destroy:.
GS5603C02 | Bond, Grantand Levy Project Reports Retainfor 4 years after ARCHIVAL
Rev.1 |Reports relating to bond, graffihon-continuing) and levy projects. submission of final report (Appraisal Required
Includes, but is not limited to: or _ NON'(E)SPSRENTlAL
1 Progress statements; for period required by grant/
1 Expenditure of funds; program,whichever is later
1 Periodic, annual, special, and final reports. then _
Excludes continuing grant reports covered by G&3001. Tran_sferto Washmgton State
Archives for appraisal and
selective retention
3. FINANCIAL
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3.8 REPORTING
The activity of providing financial information as required by regulating authorities
DISPOSITION
RETENTION AND
AUTHORITY DESCRIPTION OF RECORDS DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
G2011-189 | Reporting/Filing (Mandatory); Financial Management Retainfor 4 years after ARCHIVAL
Rev.l Records relating to financial management and submitted to regulatory agencies as req submitted to regulatory agency| (Appraisal Required
by federal, state or local lamhere not covered by a more specific records series then NON'(EDSPSRENT'AL
Includes, but is not limited to: Transferto Washington State
1 Reports/forms/certificates/lists; Archives for appraisal and
1 Submissioronfirmation, correspondence, inquiries, etc. selective retention
Examplesriclude, butare not limited to:
1 Report of known or suspected loss of public funds or assets or other illegal activity f
with the Office of the State Auditor in accordance WREGW 43.09.185
GS5003A-17 | Reporting/Filing (Mandatory)g Internal Revenue ServidgRS Retainfor 5years after date NONARCHIVAL
Rev.1 |Records relating tinternal Revenue Service forms and reports thatsremitted to the form/report submitted NONESSENTIAL
Internal Revenue Senéc(IRSas required by lawincludes records documenting the then OPR
transmittal of funds. Destroy
Includes, but is not limited to:
1 W-2 ¢ Wage and Tax Statement;
1 W-3 ¢ Transmittal of Wage and Tax Statements;
19409 YL 2 SNRa !'yydzadf CSRSNIf | ySYLX 2e
1941¢9 YLJX 28 SN & v dzI NI S(scial secubhyR Medicafe, ekc)); E - w §
1 1099 ¢ Payments made to noemployees or unincorporated businesses, etc.
Note: TheDepartment of Revenuequires 5 years dhx recordspursuant toRCW 82.32.070
The Internal Revenue Serviaequires all records of employment taxes for at least four years
filing the 4" quarter for the year.
3. FINANCIAL
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3.9 TAXES
The activity of payingr collectingaxes.
DISPOSITION
RETENTION AND
AUTHORITY DESCRIPTION OF RECORDS DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS5012D-01 | BUSINESSND OCCUPATION BCCOUNT LEDGERS 6 years NONARCHIVAL
Rev. 0 NONESSENTIAL
OPR
GS5012D-02 | BUSINESS AND OCCUPATIOROMRUTATIONS AND LISTINGS 3 years NONARCHIVAL
Rev. 0 NONESSENTIAL
OFM
GS5012D-03 | BUSINESSND OCCUPATIONX DEBIT AND CREDIT NOTICES 3 years NONARCHIVAL
Rev. 0 NONESSENTIAL
OFM
GS5012D-05 | BUSINESSND OCCUPATIONX TRANSMITTALS 3 years NONARCHIVAL
Rev. 0 Documentation of transmittal of tax revenue to finance officer. NONESSENTIAL
OFM
GS5012D-07 | LOCAL IMPROVEMENT DISTRSSESSMENT ROLLS AND LEDGERS Final payment plus 6 years NONARCHIVAL
Rev. 0 NONESSENTIAL
OPR
GS5012D-08 | LOCAL IMPROVEMENT DISTRARSTATEMENTS AND RECEIPTS Finalpayment plus 6 years NONARCHIVAL
Rev. 0 NONESSENTIAL
OPR
GS5012D-04 | STATE ANDDCAL TARETURNS Retain for 5 years after date off NONARCHIVAL
Rev.0 Returns and reports submitted for taxes paualstate and/orlocal government agencies | filing NONESSENTIAL
Includes but is not limited to: Sales Tax, Use Tax, Regional Transit Authority Tax, Foo¢ then OPR
Beverage Tax, Litter Tax, Lodging Tax, State Public Utility Tax, TobamsPTax, Destroy.
Petroleum and Hazardous Substances Tax, Solid Fuel Burning Device Tax, Syrup Tax
Enhanced 911 Tax.
Note: ReferencRCW 82.32.070
3. FINANCIAL
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4. HUMAN RESOURCE MANAGEMENT
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assumes responsibilitiger or on behalf of the agenaggardless of pay statuand ncludes paid staff (permanent fubbr parttime, shortterm/term-limited,
contract, temporary, hourly, etc.yolunteers, interns, wordstudy students, etc.

4.1  AUTHORIZATION/CERTIFICATION

The activity of agenogmployeeseceivingauthorization/approval or fulfilling certification requirementas required byhe agency oregulating
authorities for purposes relating to job activitiéBxcludesthe granting of approval by agenciezcting in a regulatory capacity, which is coveired
sector schedulek.

I,DAIS'I?SSIFIII'?YN DESCRIPTION OF RECORDS DIEE;E'I\'TTlg)NN :CNT?ON DESIGNATION
NUMBER (DAN)
(GS2011190 | Authorizations/Certificationsg EmployeegGeneral) Retainfor 6 years after NONARCHIVAL
Rev.2 Records relating tticenses, permits, accreditations, certifications and other authorizatio authorizaton/certification NONESSENTIAL
acquiredby agencyemployeeghat are eitherrequired by regulating authoritiegsuch as | superseded oterminated OPR
local, state or federal agencies and/or coarter/rule) or required bythe agencyas a or
condition of employmenthere not covered by a more specific records series. 6 years after separation from
Includes, but is not lired to: agencywhichever is sooner
1 Application/confirmation recertification; then
1 Violations/corrections Destroy.

1 Related orrespondencécommunications reports, etc.

Examples include, but are not limited to:

1 Conflict of interest, outside employment, etc.;

1 Continuing professional educatianedits/hours

IDNA OSNEQ f AO0SyasSa )OAYRADGARdAzZrt 2NJ O2YY{

1 Required professional certification (flagger, language interpreter, pesticide applicato
notary, etc.).

Excludes records covered by:

1 Authorizations/Certificationg Agency Management (DAN GS&B42);

1 Authorizations/Certificationg Employees (Hazardous Materials) (DAN GI509);
1 Authorizations/Certificationg EmployeesHealth Care/Servicg$DAN GS201191)
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4.1 AUTHORIZATION/CERTIFICATION
The activity of agenogmployeeseceivingauthorization/approval or fulfilling certification requirementas required byhe agency oregulating
authorities for purposes relating to job activitiéBxcludesthe granting of approval by agenciegcting in a regulatory capacity, which is coveired
sector schedulek.
DISPOSITION
RETENTION AND
AUTHORITY DESCRIPTION OF RECORDS DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
G$0-19-09 | Authorizations/Certifications¢ EmployeegHazardous Materials Handling Retainfor 50years after NONARCHIVAL
Rev.2 Records relating ticenses, permitsaccreditations, certificationand other authorizations | authorizatioricertification ESSENTIAL
acquiredby employeeghat relate to the handling of hazardous materiaindthat are superseded or terminated (for D'Sagggeco"ery
eitherrequired byor received frontegulaing authorities(local,state, or federal agencies then
and/or courts) Includes trained personnel lists. Destroy.
b2GSY ¢KSNB Aa y2 f A Yiability fort gxpdsdre of iditidugls/to
hazardous materials
G2011-191 | AuthorizationgCertifications ¢ EmployeegHealth CaréService$ Retainfor 8 years after NONARCHIVAL
Rev.2 Records relating tanandatorylicenses certifications, and authorizationseceivedfrom authorization superseded or NONESSENTIAL
Washington State Departmesiof Healthor Licensindy employes for the provision of terminated OPR
health care or related services then
As specified ilRCW 4.16.35(roviders include (but are not limited to) physicians, nurseg Destroy.
LAeOK2f23Aa0asx LKeaAOlrt KSNI Liankeémplayeesksr
agents of licensed individuglgaramedics, EMTSs, etc.).
4. HUMAN RESOURCE
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4.2 EMPLOYEBENEFITS
The activity of compensatirgmployeedy meansther thandirect financial compensation. Benefits include vacation & lemsirance (medicalife,
disability, unemployment, etcipdustriak ¢ 2 NJ S NBE Q Oedir¥etpeasioninbrefigakcialincentives, wellness programetg).

See Financial ManagemenPayroll for records relating wirect financial compensation (wages, salaries, bonuses, etc.).

DISPOSITION

RETENTION AND
AUTHORITY DESCRIPTION OF RECORDS DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS2017007 | BenefitProgramsg Administration Retainfor 3 years after end of | NONARCHIVAL

Rev. 0

Records relating to thgeneraladministration of benefit programs, plans and opportunitig
made available to employees by the ageriggesnot includeindividualemployee
participant files and claims.

Includes, but is not limited to:

1 Benefit studies, surveys and questionnaires (planning, selection, use, improveste)t,

1 Reports, statements, lists and logs used for internal purp{aesh as participantclaims
costs/logs, quarterh@nnualsummaries calculations to determine benefit rates,
cumulative leave record, etg.)

1 Related correspondenémommunications

Programs include, but are not limited to:

fLYyadzNy yOS O0YSRAOFEZ RSYGlItzX OAaAz2yslifeh
long-term care disability, Consolidated OmnibWBudget Reconciliation AQCOBRA), etc.

1 Retirement (pension, deferred compensation, 401K, etc.);

1 Educational (tuition reimbursement, etc.);

1 Transportation (commute trip reduction, car pool, bus pass, etc.);

1 Wellness (employee assistance program [EAR]tthend fithess rewards or
memberships, smoking cessation, weight loss; event discounts, etc.).

Excludes records covered by:

1 Employee BenefitsEnrollment and ParticipatioflDAN GS504D-03);
1 Contracts and Agreemen¢sGeneral (DAN GS®1-11);

1 EmployedRetirement/Pension Verification (DA$2017009);

1 Reporting/Filing (Mandatoryy Human Resources (DAN GSEIG05).

calendar yeaand ro longer

needed for agency business
then

Destroy.

NONESSENTIAL
OPR
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4.2 EMPLOYEBENEFITS
The activity of compensatirgmployeedy meansther thandirect financial compensation. Benefits include vacation & lemsirance (medicalife,
disability, unemployment, etcipdustriak ¢ 2 NJ S NBE Q Oedir¥etpeasioninbrefigakcialincentives, wellness programetg).
See Financial ManagemenPayroll for records relating wirect financial compensation (wages, salaries, bonuses, etc.).
DISPOSITION
RETENTION AND
AUTHORITY DESCRIPTION OF RECORDS DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS5004D-03 | EmployeeBenefits¢ Enrollment and Participation Retainfor 6 yearsafter NONARCHIVAL
Rev.1l Records relating to individugmployeeenrollment and participationin benefit programs | termination of contract/lapse of =~ ESSENTIAL
and plans made available by the ageri@gesnot include retirement/pensiorverification coverageor withdrawal from (for D'Sageprseco"efy
records participationor separation from
Includes, but is not limited to: agency whichever is sooner
1 Notification/determination of eligibility; and o
1 Applications forenrollment/participation/elections/extensions; 6 years aft_er expiration of _
1 Contracts and agreements; appeal period for any/all claims
1 Name, address, status and dependent modifications/changes; filed
1 Related correspondenéeommunications then
Excludes records covered by: Destroy.
1 Contracts and Agreements (General) (DAN &3501);
1 Empoyee Benefitg Claims and Appeals (DAN2017008);
1 Employee Retirement/Peosi Verification (DAKES2017009).
GS2017008 | Employee Benefitg Claims and Appeals Retainfor 6 years after NONARCHIVAL
Rev.0 |Records relating to individuamployeebenefit programclaimsandappeals Doesnot benefit/beneficiarypayment NONESSENTIAL
include retirement/pension plans. completed or denied OPR
Includes, but is not lirtgd to: and o
1 Claims (approved and denied); 6 years afteexpiration of
1 Appeals; appeal period
1 Related correspondenéeommunications then
Excludes records coveredore specifically iCORBr sector schedules Destroy.

MANAGEMENT
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4.2 EMPLOYEBENEFITS
The activity of compensatirgmployeedy meansther thandirect financial compensation. Benefits include vacation & lemsirance (medicalife,
disability, unemployment, etcipdustriak ¢ 2 NJ S NBE Q Oedir¥etpeasioninbrefigakcialincentives, wellness programetg).
See Financial ManagemenPayroll for records relating wirect financial compensation (wages, salaries, bonuses, etc.).
DISPOSITION
RETENTION AND
AUTHORITY DESCRIPTION OF RECORDS DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS2017009 | Employee Retirement/Pension Verification Retainfor 60 years after NONARCHIVAL
Rev. 0 |Records relating to individuamployeeenrollment and participation in retirement/pensiorn separation from agency ESSENTIAL
plansmade available by the agen(includingagences operating their own pension or (for D'Saéteprsew"ery
system$. Includeseligibility and entitlementverification documentation 100 years fier employee@ date
IMPORTANTBecause of the variety of unique records generated by each agandye@ch | Of birth
ASy0eQa TFAfAy3Ik St SAniskRodisddiesdayndtprolddd definidvg | OF _ N
descriptions of which records any particular agencyill provide the necessary details. | 6 years after benefit/benefician
Please contact yout 3 S y rétee@ént benefits manageto confirmwhichspecificrecords !oayg:)inetrcompletedwhlchever
youragency must retain for verificatiopurposes. Stﬁen
Washington State Department of Retirement Systems (DR8)ires documentation odll Destroy.
of the followingelementsas retirement benefit eligibilitand entitiement verification:
1 Employeename(first, middle, last)date of birth, andSocial Security number
1 Serviceandbreak in servicedates(hire, termination, leave, etc.). Includggpe of leave
taken @nd) whether compensated or not;
1 Hoursworkedper month;
1 Compensatiorearnedper month Also includesump-sum paymentsuch as retroactive
costof-living adjustment (COLA), contract settlement, missed earninggjimttuding
begin & end dates and type of pagnt);
1 Rate of payspecific to employegsalary, hourly, etc.)
Includes, but is not limited to:
. 1 Application for enrollment/participation/elections/extensions; finued
continued | § Determinationand notificationof eligibility entitement or ineligibility; eon t'”“e
next page continuednext page continued next page next page
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4.2 EMPLOYEBENEFITS
The activity of compensatirgmployeedy meansther thandirect financial compensation. Benefits include vacation & lemsirance (medicalife,
disability, unemployment, etcipdustriak ¢ 2 NJ S NBE Q Oedir¥etpeasioninbrefigakcialincentives, wellness programetg).

See Financial ManagemenPayroll for records relating wirect financial compensation (wages, salaries, bonuses, etc.).

DISPOSITION
RETENTION AND
AUTHORITY DESCRIPTION OF RECORDS DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS2017009 | Employee Retirement/Pension Verification continued from previous page continued from previoupage continued from
Rev.0  ||ncludes, but is not limited tecontinued) previous page
_ 1 Contract/agreement, policy/plan between employee and benefit provider;
continued | ¢ Name, address, status and dependemdifications/changes
from previous .
page 1 Withdrawal from plan/system.

Typesof documentation thatommonlyverify someof the required elements include:

1 Appointment letters salary and employment dates;

1 Application forms, enrollment records, authorizations, position elliggbnvorksheets,
retirement status forms/reviews, beneficiary information, qualified donestlations
orders (QDRO), etc

1 Calendars/work schedules;

1 Individual payroll registers/summaries/databases;

1 Time cards/time sheets

Each agencghould develop policies that define whishecificrecords it needs to retain in

order to provide all elements necessary to validate or refute retirement benefit eligibility

4. HUMAN RESOURCH
MANAGEMENT

Pagel21of 196

















































































































































