S n S Local Government Common Records Retention Schedule

Office of the Secretary of State Version 4.1 (August 2020)
Washington State Archives

This schedule applies to: All Local Government Agencies

Scope of records retention schedule

This records retention schedule authorizes the destruction/transfer of the public records of all local government agencies relating to the common functions of the
management of the agency, and management of the agency’s assets, finances, human resources, and information resources. It is to be used in conjunction with
the other approved schedules that relate to the functions of the agency.

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

Disposition of public records

Public records covered by records series within this records retention schedule must be retained for the minimum retention period as specified in this schedule.
Washington State Archives strongly recommends the disposition of public records at the end of their minimum retention period for the efficient and effective
management of local resources.

Public records designated as Archival (Permanent Retention) or Non-Archival (with a retention period of “Life of the Agency” or “Permanent”) must not be
destroyed. Records designated as Archival (Appraisal Required) must be appraised by the Washington State Archives before disposition. Public records must not
be destroyed if they are subject to ongoing or reasonably anticipated litigation. Such public records must be managed in accordance with the agency’s policies and
procedures for legal holds. Public records must not be destroyed if they are subject to an existing public records request in accordance with chapter 42.56 RCW.
Such public records must be managed in accordance with the agency’s policies and procedures for public records requests.

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

Revocation of previously issued records retention schedules

All previously approved disposition authorities for records that are covered by this retention schedule are revoked, including those listed in all general and agency
unique retention schedules. Local government agencies should take measures to ensure that the retention and disposition of public records is in accordance with
current approved records retention schedules.

Authority
This records retention schedule was approved by the Local Records Committee in accordance with RCW 40.14.070 on August 5, 2020.

Signature on File Signature on File Signature on File

For the State Auditor: Al Rose For the Attorney General: Matt Kernutt The State Archivist: Steve Excell
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REVISION HISTORY

Version Date of Extent of Revision
Approval
December Consolidation of existing records series common to all local government agencies (from all local government general schedules) into a single records
1.0 16. 2008 retention schedule. No changes to records series titles, descriptions, retention periods, disposition authority numbers (DANs), or archival designations.
! EXCEPTION: All duplicate DANs have been assigned new DANs. New series relating to Electronic Imaging Systems (EIS) source documents (DAN GS50-09-14).
Complete revision of Information Management function. New Records Conversion activity created. Library records series transferred from Local
Government General Records Retention Schedule (LGGRRS) Version 5.0 and updated. Electronic Information Systems activity completely revised and
20 January 28, | placed in Asset Management function. New archival designations introduced in all new and revised records series. (Definitions can be found in the
' 2010 Glossary.) Revision numbers have been added to all Disposition Authority Numbers (DANs). A new section, Records with Minimal Retention Value, covers
records previously covered by GS50-02 (which has been discontinued). Removed “Secondary Copy” and “Remarks" columns in all activities with new and
revised records series. Also removed extraneous notes about revisions and corrections in all records series.
Records series in the Risk Management/Insurance and Legal sections (covering accidents/incidents, guardian permission for minors, and claims for
damages) have been revised. The Industrial Insurance (workers’ compensation) section has been updated and consolidated, and a new series covering
21 July 29, LEOFF 1 claims has been added. GS50-01-11 (covering contracts and agreements) has been updated to include legal agreements of all kinds, such as
) 2010 liability waivers, hold harmless agreements, insurance waivers, etc. Two new series covering agency strategic plans have been added. A new series
covering Superior Court source records (which have been reproduced) has been added. An obsolete records series relating to public disclosure requests
has been discontinued.
Critical updates based on user feedback/input. 36 pages removed. 77 records series discontinued, 34 revised, and 28 added. 31 existing series relating to
financial transactions have been consolidated into 2 new series: Financial Transactions — General, and Financial Transactions — Bond, Grant and Levy
29 December | Projects. 19 existing series relating to meetings and hearings have been consolidated into 2 existing and 4 new series. Added “Designations” column;
) 15,2011 | removed “Item No.”, “Secondary Record Copy”, and “Remarks" columns. (Some remarks have been added to description as “Notes”.) All records series
relating to purchasing have been moved to Financial Management/ Purchasing. The Contracts and Agreements section has been updated/enhanced, and
a new Training section has been added to cover agency-provided training. (These and many more changes are detailed in the Revision Guide.)
Complete revision of the Asset Management function. 34 new series; 7 series transferred in from LGGRRS Version 5.2; 87 series revised; and 78 series
November | . . . . . . - .
3.0 29 2012 discontinued. Multiple activities restructured and several new activities added including: Elections (Elected Officials, Initiatives and Referenda);
! Emergency Planning, Response and Recovery; and, Local Government Legislation. (All changes are detailed in the Revision Guide.)
December Added new series (GS2014-030) to urgently address the payment card Sensitive Authentication Data issue. Three additional series added (GS2014-029,
3.1 18 2014 GS2014-031, and GS2014-032); one discontinued (GS2010-085); and 11 revised/updated. Also, corrections made to 11 DAN revision numbers (e.g., “Rev.
! 0”) (All changes are detailed in the Summary of Changes.)
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Version Date of Extent of Revision
Approval
39 August One records series modified. GS2014-030 renamed Financial Transactions — Sensitive Cardholder Data and description modified to include primary
' 20, 2015 | account/credit card number (PAN) as well as all Sensitive Authentication Data (SAD). Exclusions on p.90 & 91 updated. (No Summary of Changes.)
October 27,| .. . » . o, “ . - ) . ” .
3.3 2016 Minor revisions to the “Agency Management — Meetings and Hearings” and “Records with Minimal Retention Value (Transitory Records)” sections.
Complete revision of Human Resource Management, Legal Affairs (Agency Management), and Payroll (Financial Management).
IMPORTANT: Disposition authority for legal advice/opinions provided by the agency attorney (or outside counsel) is granted with the DAN
4.0 May 18, | for the records to which the advice relates, whether specified in each individual records series or not. EMPLOYEE refers to any individual
' 2017 who performs tasks or assumes responsibilities for or on behalf of the agency, whether paid or unpaid (e.g., appointed, volunteer, contract,
temporary, etc.) This definition applies only in relation to legal disposition authority and does not refer to legal employment status. 16
records series added; 63 revised; and 98 discontinued. (All changes are listed in the Summary of Changes.)
A t5 . .. “ seom .
4.1 uzgsjzso "’ | Minor revisions to the “Asset Management — Security” section.

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

recordsmanagement@so0s.wa.gov

or contact your Regional Archivist.

http://www.sos.wa.gov/archives/
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1. AGENCY MANAGEMENT

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

1.1 ADMINISTRATION (GENERAL)
The activity associated with the day-to-day operations of the agency. Includes short-term records that can be disposed of as part of normal
administrative practice.
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DI::;EII\"I::-(I)?\lNAAC[\lI':)C)N DESIGNATION
NUMBER (DAN)
GS50-01-02 | ADMINISTRATIVE WORKING FILES Destroy when obsolete or ARCHIVAL
Rev. 0 Subject files containing informational copies of various records organized by issue, person, superseded - elected official, (Appraisal Required)
subject, or other areas of interest. executive and department head | NON-ESSENTIAL
. . . OFM
Remarks: Contact your Regional Archivist before disposing of elected official, executive, or files are potentially archival
department head files. Records from this series may be selected for transfer to and preservation
at a Regional Archives branch.
GS50-01-36 | APPOINTMENT CALENDARS Destroy when obsolete or NON-ARCHIVAL
Rev.0 Remarks: Elected officials and department heads may want to retain appointment calendars to | Superseded NON-ESSENTIAL
document activities and appointments for a longer period of time. OFM

1. AGENCY
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1.1 ADMINISTRATION (GENERAL)

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

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

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

Includes, but is not limited to:
e Agency-initiated information/advice;
e Communications sent or received by support staff (administrative assistants,
communications staff, etc.) on behalf of the executive or governing/advisory member;
¢ Requests for and provision of information/advice.
Excludes:
e Non-executive communications covered by DAN GS2010-001;
e Public records requests covered by DAN GS2010-014;
e The provision of routine information covered by DAN GS50-02-01.
Note: Information/advice published online by the agency continues to be “provided” until the
date it is removed/withdrawn.

provided, whichever is later
then

Transfer to Washington State

Archives for appraisal and

selective retention.

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DI::;EII\'II'T(I)?VNAQI'\:':)ON DESIGNATION
NUMBER (DAN)
GS50-01-12 | Communications — Governing/Executive/Advisory Retain for 2 years after ARCHIVAL
Rev. 3 Internal and external communications to, from, and/or on behalf of the agency’s governing | communication received or (Appraisal Required)

NON-ESSENTIAL
OFM

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

DISPOSITION
AUTHORITY
NUMBER (DAN)

DESCRIPTION OF RECORDS

RETENTION AND
DISPOSITION ACTION

DESIGNATION

GS2010-001
Rev. 3

Communications — Non-Executive

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

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

Includes, but is not limited to:
¢ Requests for and provision of information/advice;
e Agency-initiated information/advice.

Excludes:

e Communications sent or received by support staff on behalf of the executive or
governing/advisory member, which are covered elsewhere in CORE (such as GS50-01-12)
and sector schedules;

e Governing/Executive/Advisory communications covered by DAN GS50-01-12;

e Public records requests covered by DAN GS2010-014;

e The provision of routine information covered by DAN GS50-02-01.

Note: Information/advice published online by the agency continues to be “provided” until the
date it is removed/withdrawn.

Retain for 2 years after

communication received or

provided, whichever is later
then

Destroy.

NON-ARCHIVAL
NON-ESSENTIAL
OFM

1. AGENCY
MANAGEMENT
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1.1 ADMINISTRATION (GENERAL)
The activity associated with the day-to-day operations of the agency. Includes short-term records that can be disposed of as part of normal
administrative practice.
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DI:::)EII\'II'T(I)?VNAQI'\I":)C)N DESIGNATION
NUMBER (DAN)
GS50-06F-03 | Informational Reports Compiled for Agency Use Retain until no longer needed ARCHIVAL
Rev. 1 Reports created by agency staff where not covered by a more specific records series in CORE | for agency business (Appraisal Required)
or sector schedules. then NON-ESSENTIAL
Transfer to Washington State OFM
Archives for appraisal and
selective retention.
GS50-01-39 | Project Files (Miscellaneous) Retain for 6 years after ARCHIVAL
Rev. 1 Records relating to agency projects where not covered by a more specific records series in completion of project (Appraisal Required)
CORE or sector schedules. then NON-ESSENTIAL
Transfer to Washington State OPR
Archives for appraisal and
selective retention.
GS50-01-32 | Research/Program Reports, Studies, Surveys, Models, and Analyses Retain until no longer needed ARCHIVAL
Rev. 1 Research/program reports, studies, surveys, models, and analyses where not covered by a | for agency business (Appraisal Required)
more specific records series in CORE or sector schedules. then NON-ESSENTIAL
Excludes reports covered by G52012-028 and data extracts/printouts covered by GS50-02- | Transfer to Washington State OFM
04. Archives for appraisal and
selective retention.

1. AGENCY
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1.2 AUTHORIZATION/CERTIFICATION

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

where not covered by a more specific records series. Includes authorizations required by
and/or received from regulating authorities (local, state, federal agencies and/or courts).

Includes applications, confirmations, correspondence, violations/corrections, reports, etc.

Includes, but is not limited to:
e Airport operating certificates (United States Federal Aviation Administration, 14 CFR §

139);

e Animal control registration (Board of Pharmacy, RCW 69.50.310);

¢ Animal exhibitor/importer/rehabilitation licenses, registrations and permits (U.S.
Department of Agriculture, Center for Disease Control, U.S. Dept. of Fish and Wildlife);

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

e Transportation (trains, light rail, ferries, school buses, etc.) (U.S. Dept. of Transportation,
Title 49 CFR);

e Temporary permits and licenses (food and beverage, public gatherings, etc.);

e Workers’ Compensation Self-Insurance Certification (WAC 296-15-021).

Excludes records covered by:
e Authorizations/Certifications - Hazardous Materials (DAN GS55-01M-04);
e Capital Assets (Real Property) (DAN GS55-05A-06) (land division permits, etc.).

IMPORTANT: Excludes authorizations granted by the local government agency such as permits,
certificates, licenses, etc. (which are covered in sector schedules).

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

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DI::(.I)-EII:'T;?\INAACI::::)N DESIGNATION
NUMBER (DAN)
GS50-01-42 | Authorizations/Certifications — Agency Management Retain for 6 years after NON-ARCHIVAL
Rev. 2 Records relating to licenses, permits, accreditations, certifications, inspections, and other authorization superseded or ESSENTIAL
authorizations acquired by the agency in relation to its general functions and operations, terminated (for D'Sas(;e;:ew"ery)

1. AGENCY
MANAGEMENT
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1.3 CHARTER, JURISDICTION AND MISSION
The activity of establishing, documenting, and determining the local government agency’s charter, jurisdiction, and mission. Excludes records covered in
the Meetings and Hearings section.
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DI::;E::T")?\INA’g:)ON DESIGNATION
NUMBER (DAN)
GS2012-015 | Agency Identity/Brand Retain until no longer needed ARCHIVAL
Rev. 0 Records relating to the development and selection of the agency’s identity/brand for use on | for agency business (Appraisal Required)
printed materials, web pages, signs, badges, banners, etc. then E_SSENT|A|-
May include, but is not limited to: Tran?;fer to Washir‘mgton State (for Dlsas(t)e;:ecovem
e Design of symbols, logos, emblems, etc.; Archl\{es for app?ra|sa| and
e Determination of mottos, slogans, school colors, mascots, etc.; selective retention.
e Establishment of program names, etc.;
e Public participation in the decision-making process.
Excludes the naming of buildings, roads, bridges, and other assets covered by GS2012-032.
Excludes intellectual property ownership records covered by GS2012-030.
GS50-01-37 | Census Records from the State Office of Financial Management Retain until no longer needed ARCHIVAL
Rev.1 Note: This record is retained permanently by the Office of Financial Management in accordance | for agency business (Appraisal Required)
with its records retention schedule. then NON-ESSENTIAL
Transfer to Washington State OFM
Archives for appraisal and
selective retention.
GS50-05A-01 | Charter and Bylaws — Adopted Retain until superseded ARCHIVAL
Rev. 1 Official, adopted charter and/or bylaws defining the scope of the agency and its rights, then (Permanent Retention)
responsibilities, and authority, and including written rules for the agency’s decision-making | Transfer to Washington State . E§SEN:|AL
bodies (councils, commissions, committees, etc.). Includes Associated Student Bodies (ASB). | Archives for permanent (for 'sas(;e;Recovery)

retention.
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1.3 CHARTER, JURISDICTION AND MISSION
The activity of establishing, documenting, and determining the local government agency’s charter, jurisdiction, and mission. Excludes records covered in
the Meetings and Hearings section.

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DIS:;E:\'IT-:-:)?\INAI::NT:)ON DESIGNATION
NUMBER (DAN)
GS50-05A-07 | Charter and Bylaws — Development Retain until no longer needed ARCHIVAL
Rev. 1 Records relating to the development of the agency’s charter and/or by-laws defining the for agency business (Appraisal Required)
scope of the agency and its rights, responsibilities, and authority, and including written rules then NON-ESSENTIAL
for the agency’s decision-making bodies (councils, commissions, committees, etc.). Includes | Transfer to Washington State OFM
Associated Student Bodies (ASB). Archives for appraisal and
Excludes adopted charters and bylaws covered by GS50-05A-01. selective retention.
GS50-16-09 | Jurisdictional Boundary — Official Retain until no longer needed ARCHIVAL
Rev. 1 Official documentation of the agency’s legal jurisdictional boundary, changes to its boundary | for agency business (Permanent Retention)
(including annexation or incorporation), and related records documenting locations and then E_SSENTIAL
. L T . (for Disaster Recovery)
physical features within the agency’s jurisdiction. Transfer to Washington State OPR

Records may include, but are not limited to:

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

e Geological data/geotechnical reports.

Excludes records that are:
o Site-specific to real property assets owned by the agency and covered by GS55-05A-06;
¢ Held by the county engineer and covered by GS2012-031;
e Covered in the County Assessor, County Auditor, & Land Use Planning and Permitting
sector schedules.

Archives for permanent
retention.
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Records may include, but are not limited to:

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

¢ Geological data/geotechnical reports.

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

e Related to projects covered in the Land Use Planning sector schedule;

e Site-specific to real property assets owned by the agency and covered by GS55-05A-06;

e Held by the county engineer and covered by GS2012-031.

Archives for appraisal and
selective retention.

13 CHARTER, JURISDICTION AND MISSION
The activity of establishing, documenting, and determining the local government agency’s charter, jurisdiction, and mission. Excludes records covered in
the Meetings and Hearings section.
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DI::CT)E:\.'rT")?\INA’g:)ON DESIGNATION
NUMBER (DAN)
GS52-03A-05 | Jurisdictional Boundary — Development Retain for no longer needed for ARCHIVAL
Rev. 1 Records relating to the development and/or proposal of modifications/changes to the agency business (Appraisal Required)
agency’s jurisdictional boundary (including annexation or incorporation). Includes requests, then . E_SSENTlAL
proposals, process documentation, related communications, etc. Transfer to Washington State (for D'Sas(;e;:ecovem
Excludes records covered by GS50-05A-13, Meetings — Governing/Executive. AI‘lChIVES for appraisal and
selective retention.
Excludes official boundary documentation covered by GS50-16-09.
GS50-18-38 | Jurisdictional Reference — Maps, Drawings, Photographs Retain for no longer needed for ARCHIVAL
Rev. 1 Maps, drawings, and/or photographs that provide reference information on land use agency business (Appraisal Required)
conditions and physical features within the agency’s jurisdictional boundary, prepared or then . E_SSENT|A|-
collected by the agency and used for staff reference and/or public information. Transfer to Washington State (for D'Sag:rl\:emvery’
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e Decision process for selecting charity campaigns to support;
e Communication between the agency and charities;

e Dissemination of charity information;

e Arrangements and promotion of campaign events.

Excludes authorizations of payroll deductions covered by GS50-03E-01.

1.4 COMMUNITY AND EXTERNAL RELATIONS
The activity of the local government agency’s interaction with its community.
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DI::;E::T&NAﬁ:EN DESIGNATION
NUMBER (DAN)
GS2011-165 | Advertising and Promotion Retain until no longer needed ARCHIVAL
Rev. 0 Records relating to the planning and/or execution of educational or promotional events, for agency business (Appraisal Required)
campaigns, and contests conducted by the agency to promote the agency’s mission or then NON-ESSENTIAL
business Transfer to Washington State OPR
Archives for appraisal and
selective retention.
GS2011-166 | Awards and Recognitions Retain until no longer needed ARCHIVAL
Rev. 0 Records documenting international, national, and other significant awards and recognition | for agency business (Appraisal Required)
: : : : : then NON-ESSENTIAL
received by the agency in relation to its functions and assets. OFM
. . Transfer to Washington State
Includes, but is not limited to: Archives for caical and
e Awards (design, efficiency, sustainability, etc.) for agency-owned buildings, monuments, ¢ |v.es ° app alsala
. . . . selective retention.
bridges, dams, and features (archeological, geographical or topological), etc.;
e Recognition for web site or electronic information system designs, transit
efficiency/service, customer service excellence, etc.
Excludes artifacts (plaques, trophies, etc.).
GS2011-167 | Charity Fundraising Retain for 6 years after end of NON-ARCHIVAL
Rev.0 Records documenting the agency’s coordination and support of and/or participation in fiscal year NON-ESSENTIAL
charity fundraising campaigns, including promotion of employee payroll deductions. then OPR
Includes, but is not limited to: Destroy.
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1.4 COMMUNITY AND EXTERNAL RELATIONS

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

agency’s activities and accomplishments.

Includes, but is not limited to:
e Audio/visual recordings/transcripts of press conferences, speeches, etc., by the head of
the agency or senior executives;
e Copies of guest editorials written by the head of the agency or senior executives;
e Copies of news clippings/media coverage;
e Interactions with the media (press/news releases issued by the agency, etc.).

Excludes information provided on the agency’s own website or social media channels which
is retained according to the information’s function and purpose.

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

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DI::;Z::T;?\‘NAzﬁ:EN DESIGNATION
NUMBER (DAN)
GS50-01-09 | Citizen Complaints/Requests Retain for 3 years after matter NON-ARCHIVAL
Rev. 2 Communications from citizens making a complaint or request, as well as the associated closed NON-ESSENTIAL
agency response. Includes community mediation/dispute resolution records relating to then OFM
routine issues where not covered by a more specific records series. Destroy.
Excludes records covered more specifically in CORE or sector schedules such as:
e Claims for Damages (DAN GS50-01-10);
e Code Enforcement (DAN GS2012-026);
e Contracts and Agreements (General) (DAN GS50-01-11);
e Public Disclosure/Records Requests (DAN GS2010-014);
e Social service files covered in the Social Services Records Retention Schedule.
GS50-06F-07 | Media Releases and Coverage Retain for 2 years after end of ARCHIVAL
Rev. 1 Records relating to media coverage (television, radio, newspapers, internet, etc.) of the calendar year (Appraisal Required)

NON-ESSENTIAL
OFM
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then
Transfer to Washington State
Archives for appraisal and
selective retention.

1.4 COMMUNITY AND EXTERNAL RELATIONS
The activity of the local government agency’s interaction with its community.
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DI::;E::T&NAﬁ:%N DESIGNATION
NUMBER (DAN)
GS2011-168 | Proclamations Retain for 6 years after issued ARCHIVAL
Rev. 0 Proclamations issued by the mayor, commissioner, or elected executive on behalf of the then (Appraisal Required)
local government agency, where not included in the minutes or meeting packet of the Transfer to Washington State NON-ESSENTIAL
agency’s governing body. Archives for appraisal and OPR
selective retention.
GS2012-016 | Public Notice (Official) Retain for 6 years after notice NON-ARCHIVAL
Rev.0 Records documenting public notices published or posted by the local government agency in | published NON-ESSENTIAL
order to inform the general public of its actions, decisions, or services. Includes all public or OPR
notices, whether posted voluntarily or required by statute, where not covered by a more 6 years after published event
specific records series. completed, whichever is later
Includes, but is not limited to: then
o Affidavit of mailing, posting or publishing; Destroy.
¢ Notices of agency elections, ordinances, auction, public meetings/hearings, etc.
Excludes notices covered more specifically in CORE or sector schedules, such as public
notices relating to bids and proposals covered by GS50-08A-01 and GS50-08A-11.
GS50-01-30 | PUBLIC OPINION POLLS Retain until no longer needed ARCHIVAL
Rev. 0 for agency business (Appraisal Required)

NON-ESSENTIAL
OFM
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1.5 CONTRACTS/AGREEMENTS

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

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DI?:;E:\;TA%NAAC':%N DESIGNATION
NUMBER (DAN)
GS2011-169 | Contracts and Agreements — Capital Assets (Non-Real Property) Retain for 6 years after NON-ARCHIVAL
Rev. 2 Records relating to agreements between the agency and one or more parties that set out completion of transaction ESSENTIAL
terms and conditions to which the signing parties agree or submit, and that relate to capital or (for Disaster Recovery)
. . . . N OPR
asset ownership, but do not establish, alter, or abolish real property ownership. Includes 6 years after termination/
negotiations, change orders, compliance monitoring, etc. expiration of instrument

Includes, but is not limited to: or

e Purchase and sales agreements (non-real property only); 6 years after disposition of asset
e Bond, grant and levy project contracts/agreements (non-real property only); (if asset owned by agency),

« Building construction and improvements; whichever is later

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

« Franchises granted to (received by) the agency. Destroy.

Excludes contracts/agreements covered more specifically in CORE or sector schedules such
as:
e Capital Assets (Real Property) (DAN GS55-05A-06) (for real property agreements, rights-
of-way/easements granted by the agency, etc.);
e Financial Transactions - Bond, Grant and Levy Projects (DAN GS2011-183);
e Franchise Requests — Granted by Agency (DAN GS50-05A-10).

Note: Bond transactions are completed when the final bond payment is made.
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1.5 CONTRACTS/AGREEMENTS

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

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DI::;E:\;TL?‘NAAC'::;N DESIGNATION
NUMBER (DAN)
GS50-01-11 | Contracts and Agreements — General Retain for 6 years after NON-ARCHIVAL
Rev. 4 Records relating to agreements between the agency and one or more parties that set out completion of transaction or 6 ESSENTIAL
terms and conditions to which the signing parties agree or submit, and that do not establish, | years after termination/ (for Disaster Recovery)
alter, or abolish ownership of capital assets. expiration of instrument/ OPR
Includes, but is not limited to: coverage
e Memoranda of understanding (MOU); then
« Negotiations, final/initial agreements, change orders, amendments, addenda; Destroy.
e Compliance monitoring;
e Legal interpretations, mediation, arbitration, etc.
Contracts/agreements include, but are not limited to:
e Bonds (fidelity/surety coverage, performance/vendor, elected & appointed official, etc.);
e Customer account authorizations (automatic payments, ongoing discounts, etc.);
e Employee use of personally-owned items for work-related purposes (weapon, vehicle,
ergonomic equipment, Personal Protective Equipment [PPE], cell phone, laptop, etc.);
e Human resources (delegation of authority, employee/employment, etc.). Does not
include retirement verification records covered by GS2017-009;
¢ Inter-agency, intra-agency, inter-governmental, inter-local agreements;
e Labor relations (collective bargaining, Public Employer Relations Commission (PERC)
filings, etc.) Does not include employee grievances;
e Lease, escrow, and rental agreements;
e Lending agreements (facility, equipment, vehicle, etc.);
e Liability waivers (hold harmless, insurance, etc.);
Continued e Loan agreements (long-term debt, etc.); Continued Next
Next Page e Master depository contract (banking); Continued Next Page Continued Next Page Page
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1.5 CONTRACTS/AGREEMENTS
The activity of managing contracts and agreements entered into by the local government agency and processes involved in the development of such
contracts and agreements.
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DI::;E:\;TL%NAAC'::;N DESIGNATION
NUMBER (DAN)
GS50-01-11 | Contracts/agreements include, but are not limited to: Continued From Previous Page Continued From Previous Page Continued From
Continued e Ongoing exemptions/discounts/rate reductions (utilities, property taxes, etc.); Previous Page
From Previous | e Professional and client services;
Page e Purchase and sales agreements (non-capital asset purchases only);
e Retirement investment portfolios (for agencies operating their own pension systems);
e Warranties.
Excludes contracts/agreements covered more specifically in CORE or sector schedules such
as:
e Employee Retirement/Pension Verification (DAN GS2017-009);
e Financial Transactions - Bond, Grant, and Levy Projects (DAN GS2011-183).
Note: Pursuant to RCW 4.16.040, the statute of limitations for the commencement of actions
upon a contract “...or liability express or implied arising out of a written agreement...” is 6 years.
GS2012-017 | Franchise Requests — Declined Retain for 6 years after request NON-ARCHIVAL
Rev. 0 Records relating to franchise request proposals submitted to or requested by the local declined NON-ESSENTIAL
government agency where the request is not granted. Includes review, development, then OPR
negotiations, and related communications. Destroy.
Excludes franchises granted by the agency, which are covered by GS50-05A-10.
Excludes franchises granted to the agency, which are covered by GS2011-169.
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1.5 CONTRACTS/AGREEMENTS

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

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DI?:;E:\;TA%NAAC':%N DESIGNATION
NUMBER (DAN)
GS50-05A-10 | Franchise Requests — Granted by Agency Retain for 6 years after ARCHIVAL
Rev.1 Records relating to franchise agreements granted by the local government agency allowing | termination or withdrawal of (Permanent Retention)
the use of public streets, bridges or other public ways, structures or places above or below franchise agreement ?SSENTIAL
. . . . - (for Disaster Recovery)
the surface of the ground, for the provision of public services (such as utilities [gas, then OPR
electricity, water, sewer, etc.], railroads, telecommunications, and other activities) in Transfer to Washington State
accordance with RCW 35A.47.040 and/or RCW 80.32.010. Includes review, development, Archives for permanent
negotiations, final agreement, and related communications. retention.
Excludes franchises granted to the agency, which are covered by GS2011-169.
1. AGENCY
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1.6 ELECTIONS (ELECTED OFFICIALS, INITIATIVES AND REFERENDA)
The activity of administering all elections other than those administered by the County Auditor (which are covered in the County Auditor Records
Retention Schedule). Includes official notifications of election results issued by the agency and/or received from the County Auditor or other regulating
authority, and oaths of office taken by elected and appointed officials.

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DI::(T)E:\_‘J(')%NA?I_:)ON DESIGNATION
NUMBER (DAN)
GS2012-018 | Certification of Election — By Regulatory Agency Retain until no longer needed NON-ARCHIVAL
Rev. 1 Agency copy of election certification documentation issued by a regulatory agency in for agency business NON-ESSENTIAL
accordance with federal, state, or local law. Includes certifications of elected officials (school then OPR
board, city council, chief of police, judge, prosecuting attorney, etc.), bonds, levies, etc. Destroy.

Includes, but is not limited to, certifications of:

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

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

e Conservation District elections certified by the Washington State Conservation
Commission (WSCC) in accordance with RCW 89.08.110. (WSCC's certification records are
designated “Archival” in its records retention schedule.)

Excludes:
e Election administration records covered by GS2012-020;
e Certification of elections certified by the local government agency, which are covered by
GS2012-019;
e County Auditor records covered in the County Auditor Records Retention Schedule.

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

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DI::(T)E:\_‘J(')%NA?I_:)ON DESIGNATION
NUMBER (DAN)
GS2012-019 | Elections — Held and Certified by the Local Government Agency (Official Results) Retain for 6 years after end of ARCHIVAL
Rev. 1 Core official documentation and certification of elections held and certified by the agency. calendar year (Appraisal Required)
Records include, but are not limited to: then ‘ ffor [E)zfsf(::l:lﬁ)l\-lery)
e Sample ballots, voters’ pampbhlets; Contact Washington State OPR
o Tabulated votes; Archives for appraisal and
e Certification of election. selective retention.
Elections include, but are not limited to:
e Irrigation District elections held pursuant to RCW 87.03.075;
e Associated Student Body (ASB) officer elections held pursuant to RCW 28A.325.020;
¢ School Board President elections held pursuant to RCW 28A.330.010;
e Executive Committee elections.
Excludes County Auditor records covered in the County Auditor Records Retention Schedule.
Excludes agency-held elections administration records covered by GS2012-020.
GS2012-020 | Elections — Held by the Local Government Agency (Administration) Retain for 1 year after NON-ARCHIVAL
Rev. 0 Internal administration of elections held by the local government agency. certification of election NON-ESSENTIAL
May include, but is not limited to: then OPR
¢ Voter eligibility and challenges to voter eligibility; Destroy.
e Voted ballots, tally sheets;
e Working files.
Excludes County Auditor records covered in the County Auditor Records Retention Schedule.
Excludes official election results documentation covered by GS2012-019.
1. AGENCY
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been filed or recorded with the County Auditor.
Excludes oaths of office covered by GS2012-023.

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

then
Destroy.

1.6 ELECTIONS (ELECTED OFFICIALS, INITIATIVES AND REFERENDA)
The activity of administering all elections other than those administered by the County Auditor (which are covered in the County Auditor Records
Retention Schedule). Includes official notifications of election results issued by the agency and/or received from the County Auditor or other regulating
authority, and oaths of office taken by elected and appointed officials.
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DI::(T)E:\_‘J(')%NA?I_:)ON DESIGNATION
NUMBER (DAN)
GS2012-021 | Initiative, Referenda and Recall Measures Retain for 6 years after ARCHIVAL
Rev. 0 Records relating to the administrative management of initiatives, referenda, and recall certification of election or (Appraisal Required)
measures filed with the agency. determination of signature NON-ESSENTIAL
. . . OPR
Includes, but is not limited to: insufficiency
e Petitions signed by citizens; then .
e Planning files, legal opinions; Archl\{es for appralsal and
e Related communications. selective retention.
Includes, but is not limited to, initiative, referenda, and recall measures:
e Passed by voters;
¢ Rejected by voters;
e Where requisite number of signatures is not sufficient to place on ballot.
Excludes elections records covered by GS2012-018, GS2012-019, and GS2012-020.
GS50-05A-15 | Oaths Of Office — Filed or Recorded with County Auditor Retain for 6 years after end of NON-ARCHIVAL
Rev. 1 Agency copy of official oaths of office taken by elected and appointed officials which have term of office or appointment NON-ESSENTIAL

OPR

1. AGENCY
MANAGEMENT

Page 23 of 196




J S n S Local Government Common Records Retention Schedule
Version 4.1 (August 2020)

Office of the Secretary of State
Washington State Archives

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

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DI::(T)E:\_‘J(')%NAAC'_\::)ON DESIGNATION
NUMBER (DAN)
GS2012-023 | Oaths Of Office — Not Filed or Recorded with County Auditor Retain for 6 years after end of ARCHIVAL
Rev. 1 Official oaths of office taken by elected and appointed officials which have not been filed or |term of office or appointment (Permanent Retention)
recorded with the County Auditor. then E_SSENTlAL
Transfer to Washington State (for D'Sas(;e;:ewvem
Archives for permanent
retention.
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1.7 EMERGENCY PLANNING, RESPONSE, RECOVERY
The activity of the agency responding to natural, man-made, and technology disasters and emergencies.
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS50-06A-02 | Backups for Disaster Preparedness/Recovery Retain until no longer needed NON-ARCHIVAL
Rev. 1 Routine, cyclical backups of the agency’s electronic records created for the purpose of for agency business ESSENTIAL
disaster preparedness and recovery. then (for Disaster Recovery)
Destroy. OFM
GS2012-024 | Emergency/Disaster Preparedness — Contact Information Retain until obsolete or NON-ARCHIVAL
Rev. 1 Personal contact information compiled to facilitate contact in the event of an emergency or | superseded ESSENTIAL
natural disaster. Includes employees, students, volunteers, etc. then (for D'sag:\;ew"ery)
Includes, but is not limited to: Destroy.
e Medical information (provider name, blood type, allergies, ADA requirements, etc.);
e Personal contact information (cell/home phone, email address, etc.);
e Physical pick-up information (for students/minors, etc.).
GS50-14-03 | Emergency/Disaster Preparedness and Recovery Plans Retain for 6 years after obsolete | NON-ARCHIVAL
Rev. 2 Emergency and disaster preparedness, response, and recovery plans prepared for any aspect | OF superseded ESSENTIAL
, . then (for Disaster Recovery)
of the agency’s operations and assets. OPR
Also includes, but is not limited to: Destroy.
e Employee emergency plans and fire prevention plans prepared in accordance with
WAC 296-24-567;
e Essential records lists.
Excludes hazardous materials/dangerous waste management plans covered by GS50-19-08.
1. AGENCY
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1.7 EMERGENCY PLANNING, RESPONSE, RECOVERY
The activity of the agency responding to natural, man-made, and technology disasters and emergencies.
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS : EgENT:)ON ACN% DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS50-18-29 | Emergency/Disaster Response/Recovery — Uncommon or Major Retain for 6 years after matter ARCHIVAL
Rev. 1 Records relating to actions taken by the local government agency in response to uncommon | resolved/recovery complete (Appraisal Required)
or major natural or manmade disasters/emergencies (storms, floods, fires, earthquakes, then NON-ESSENTIAL
terrorism, etc.), where the agency deploys non-routine procedures, mobilizes special Transfer to Washington State OPR
resources, requires significant outside assistance and/or where normal agency operations | Archives for appraisal and
are suspended or significantly disrupted. selective retention.
Includes, but is not limited to:
e Emergency operations center activities and communications;
e Invocation of mutual aid or interlocal agreements with adjoining local jurisdictions;
e State of Emergency/disaster damage declaration;
e Federal Emergency Management Agency (FEMA) claims;
e Actions implemented to protect life, property, public peace, the environment, and/or the
economic base of the community;
¢ Protection, recovery, and repair of agency or community assets.
Excludes emergencies/disasters involving hazardous materials/dangerous waste covered by
GS2011-177 or GS50-19-15.
GS2012-025 | Emergency/Disaster Response/Recovery — Routine or Minor Retain for 6 years after matter NON-ARCHIVAL
Rev.0 Records relating to actions taken by the local government agency in response to routine or | resolved/recovery complete NON-ESSENTIAL
minor natural or manmade disasters/emergencies (leaking pipes/flooding, snow closure, then OPR
vandalism, etc.) where the agency manages the recovery with minimal assistance and/or Destroy.
disruption to normal agency operations.
Excludes emergencies/disasters covered by GS50-18-29, GS2011-177 or GS50-19-15.
1. AGENCY
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Records relating to the agency’s efforts to comply with federal, state and local statute
governing employees’ and the general public’s civil rights.

Includes, but is not limited to:

e Agreements, surveys, reports;

e Meeting and training materials;

e Notifications and communications.

Excludes records covered by:
e Civil Rights Compliance (Section 504 Accommodations) (DAN GS50-04C-01);

e Civil Rights Violation Complaints (1985 and Earlier)(DAN GS50-04C-04);
e Civil Rights Violation Complaints (1986 and Later) (DAN GS2017-002).

calendar year and no longer

needed for agency business
then

Destroy.

1.8 LEGAL AFFAIRS
The activity of providing legal counsel and managing litigation for the local government agency. Includes internal and outside counsel.
IMPORTANT: Criminal and civil cases filed on behalf of “the People of” the cities, counties, or the State of Washington, are covered in the Prosecuting
Attorney Records Retention Schedule.
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS53-02-01 |Attorney General Opinions Retain until no longer needed NON-ARCHIVAL
Rev. 2 Formal opinions issued by the Washington Attorney General in response to requests by the |for agency business NON-ESSENTIAL
county prosecuting attorney. then OFM
Note: Opinions issued by the Office of the Attorney General are designated Archival in the Office | Destroy.
of the Attorney General Records Retention Schedule.
GS2011-171 | Civil Rights — Compliance Retain for 6 years after end of NON-ARCHIVAL
Rev. 1

NON-ESSENTIAL
OPR

1. AGENCY
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1.8 LEGAL AFFAIRS
The activity of providing legal counsel and managing litigation for the local government agency. Includes internal and outside counsel.
IMPORTANT: Criminal and civil cases filed on behalf of “the People of” the cities, counties, or the State of Washington, are covered in the Prosecuting
Attorney Records Retention Schedule.

DISPOSITION

RETENTION AND
AUTHORITY DESCRIPTION OF RECORDS DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS50-04C-01 | Civil Rights — Compliance (Section 504 Accommodations) Retain for 6 years after NON-ARCHIVAL
Rev. 2 Records relating to the agency’s compliance with Section 504 of the Rehabilitation Act of completion or denial of NON-ESSENTIAL

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

e Agreements, surveys, reports;
e Meeting and training materials;
¢ Notifications and communications.

Excludes records covered by:
e Civil Rights — Violation Complaints (1985 and earlier) (DAN GS50-04C-04).
e Civil Rights — Violation Complaints (1986 and later) (DAN GS2017-002).

1. AGENCY
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1.8 LEGAL AFFAIRS
The activity of providing legal counsel and managing litigation for the local government agency. Includes internal and outside counsel.
IMPORTANT: Criminal and civil cases filed on behalf of “the People of” the cities, counties, or the State of Washington, are covered in the Prosecuting
Attorney Records Retention Schedule.

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS RETENTION AND DESIGNATION

NUMBER (DAN) DISPOSITION ACTION

GS50-04C-04 | Civil Rights — Violation Complaints (1985 and earlier) Retain for 6 years after ARCHIVAL

Rev. 2 Records relating to civil rights violation complaints within the agency’s jurisdiction, filed by | resolution, completion, closure, | (Appraisal Required)

agency employees or the general public in 1985 or earlier. Includes defending or responding | ©F decision not to proceed NON_%S'::NHAL
to complaints filed with the United States Equal Employment Opportunity Commission then

(EEOC) and/or the Washington State Human Rights Commission. Transfer to Washington State
Archives for appraisal and

Includes, but is not limited to: . .
selective retention.

e Complaints, investigations, witness statements, evidentiary documents;
e Findings, settlement agreements, post-finding materials;
e Litigation case file (if applicable);
e Notifications, communications, contact logs, notes.
Violation types include, but are not limited to:
e Civil Rights Act of 1964 (voter registration, facilities, transportation, equal employment
opportunity, education, bussing, race, color & national origin [Title VI], etc.);
e Rehabilitation Act of 1973 (Section 504 accommodations, etc.).

1. AGENCY
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1.8 LEGAL AFFAIRS
The activity of providing legal counsel and managing litigation for the local government agency. Includes internal and outside counsel.
IMPORTANT: Criminal and civil cases filed on behalf of “the People of” the cities, counties, or the State of Washington, are covered in the Prosecuting
Attorney Records Retention Schedule.

Tﬁiﬂgggy DESCRIPTION OF RECORDS DI::;E::T&NAﬂ:)ON DESIGNATION
NUMBER (DAN)
GS2017-002 | Civil Rights — Violation Complaints (1986 and later) Retain for 6 years after NON-ARCHIVAL
Rev. 0 Records relating to civil rights violation complaints within the agency’s jurisdiction, filed by | resolution, completion, closure, | NON-ESSENTIAL
employees or the general public in 1986 or later, and where civil litigation has not or decision not to proceed OPR
commenced. Includes defending or responding to complaints filed with the United States then

Equal Employment Opportunity Commission (EEOC) and/or the Washington State Human Destroy.
Rights Commission.

Includes, but is not limited to:
e Complaints, investigations, witness statements, evidentiary documents;
e Findings, settlement agreements, post-finding materials;
¢ Notifications, communications, contact logs, notes.

Violation types include, but are not limited to:
e Americans with Disabilities Act (ADA), Title Il, etc.;
e Civil Rights Act of 1964 (voter registration, facilities, transportation, equal employment
opportunity, education, race, color & national origin [Title VI], etc.);
e Federal Fair Housing Amendments Act of 1988;
e Health Insurance Portability and Accountability Act (HIPAA);
e Individuals with Disabilities Education Act (IDEA);
e Rehabilitation Act of 1973 (Section 504 accommodations, etc.).

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

1. AGENCY
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1.8 LEGAL AFFAIRS
The activity of providing legal counsel and managing litigation for the local government agency. Includes internal and outside counsel.
IMPORTANT: Criminal and civil cases filed on behalf of “the People of” the cities, counties, or the State of Washington, are covered in the Prosecuting
Attorney Records Retention Schedule.

DISPOSITION
AUTHORITY
NUMBER (DAN)

DESCRIPTION OF RECORDS

RETENTION AND
DISPOSITION ACTION

DESIGNATION

GS50-01-10
Rev. 2

Claims for Damages

Records relating to claims for damages filed either against the agency by other parties, or by

the agency against other parties

Excludes workers’ compensation claims covered in the Human Resource Management -
Employee Benefits section.

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

Retain for 6 years after claim
closed

then
Destroy.

NON-ARCHIVAL
NON-ESSENTIAL
OPR

GS2012-026
Rev. 1

Code Enforcement
Records relating to the enforcement of the local government agency’s official code, where
not covered by the Law Enforcement Records Retention Schedule.

Includes, but is not limited to:
e Complaints, mediation/dispute resolution, investigations, warnings, notices;
e Inspections, assessments, citations, statements of required corrective action, resolution;
e Related communications.

Code violations may include, but are not limited to:

e Animal control;

e Building, development, land use, and fire;

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

e Personal license and business license.

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

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

Retain for 6 years after matter
resolved or closed

then
Destroy.

NON-ARCHIVAL
NON-ESSENTIAL
OPR

1. AGENCY
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1.8 LEGAL AFFAIRS
The activity of providing legal counsel and managing litigation for the local government agency. Includes internal and outside counsel.
IMPORTANT: Criminal and civil cases filed on behalf of “the People of” the cities, counties, or the State of Washington, are covered in the Prosecuting
Attorney Records Retention Schedule.
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS2011-172 | Compulsory Process Served on the Agency (Not Party to Litigation) Retain until no longer needed NON-ARCHIVAL
Rev. 1 Records relating to court orders, subpoenas and other compulsory legal process served on for agency business NON-ESSENTIAL
the agency, where the agency is not a party to the litigation. then OPR
Includes, but is not limited to: Destroy.
e Personnel/staff summonses or notice of deposition;
e Subpoenas or court orders for agency records.
GS2017-003 | Discovery Materials Not Submitted to the Court Retain until resolution of case NON-ARCHIVAL
Rev.0 Records gathered, received, or produced in relation to discovery requests or civil (including appeals) NON-ESSENTIAL
investigative demands which are not submitted to the court. then OPR
Note: Discovery materials submitted to the court become part of the litigation case file. Destroy.
1. AGENCY
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1.8 LEGAL AFFAIRS
The activity of providing legal counsel and managing litigation for the local government agency. Includes internal and outside counsel.
IMPORTANT: Criminal and civil cases filed on behalf of “the People of” the cities, counties, or the State of Washington, are covered in the Prosecuting
Attorney Records Retention Schedule.

DISPOSITION

RETENTION AND
AUTHORITY DESCRIPTION OF RECORDS DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS55-05A-09 | Evictions, Liens, Foreclosures, Condemnations Retain for 10 years after matter | NON-ARCHIVAL
Rev. 3 Records relating to disputes and attempts to collect funds where real property ownership is | resolved NON-ESSENTIAL
involved and where litigation has not commenced. then OPR

Includes, but is not limited to: Destroy.
e Correspondence, research, invoices/statements, notices, proof of mailing;
e Copies of title reports, certificates of delinquency.

e Damage and loss claims (purchasing);

e Lien filings (and releases) and other actions;

e Settlement documentation;

e Warrants/checks returned due to non-sufficient funds (NSF).

Includes activities and actions relating to real property ownership (where litigation has not
commenced), such as:

e Condemnation/eminent domain;

e Debt forgiveness;

e Evictions, vacation of premises, etc.

e Property liens (and releases), foreclosure of deeds and mortgages, etc.

Excludes records covered by:
e Capital Assets (Real Property) (DAN GS55-05A-06) (encroachments);
e Financial Disputes and Collections — General (DAN GS50-03B-14);
e The Prosecuting Attorney Records Retention Schedule.

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

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

1. AGENCY
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1.8 LEGAL AFFAIRS
The activity of providing legal counsel and managing litigation for the local government agency. Includes internal and outside counsel.
IMPORTANT: Criminal and civil cases filed on behalf of “the People of” the cities, counties, or the State of Washington, are covered in the Prosecuting
Attorney Records Retention Schedule.
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS52-07-03 | Legal Advice, Analysis, and Opinions — Development Retain until issuance of NON-ARCHIVAL
Rev. 1 Records relating to the development of legal advice and analysis of the law. advice/opinion NON-ESSENTIAL
Includes, but is not limited to: then OFM
e Preliminary drafts; Destroy.
e Comments on preliminary drafts;
e Related correspondence/communications.
GS53-02-03 | Legal Advice, Analysis, and Opinions — Official Retain for 10 years after ARCHIVAL
Rev. 2 Records relating to the provision of legal advice, opinions, and interpretations in the process |issuance of advice/opinion (Appraisal Required)
of acting as legal counsel for the agency or any of its departments/offices, where the then NON-ESSENTIAL
advice/analysis/opinions are not retained and dispositioned with other agency records to | Transfer to Washington State OPR
which they relate. Archives for appraisal and
Excludes records covered by Legal Advice, Analysis and Opinions — Development (DAN GS52- | selective retention.
07-03).
GS53-02-05 |Legal Advice, Analysis, and Opinions — Secondary Copies Retain until no longer needed NON-ARCHIVAL
Rev. 1 Records relating to the provision of legal advice, opinions, and interpretations in the process | for agency business NON-ESSENTIAL
of acting as legal counsel for the agency or any of its departments/offices, where the then OFM
advice/analysis/opinions are retained and dispositioned with the agency records to which | Destroy.
they relate.
Excludes records covered by Legal Advice, Analysis and Opinions — Development (DAN GS52-
07-03).
1. AGENCY
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briefs, declarations, discovery materials, reports, etc.) concerning any matter in litigation or
reasonably anticipated to be in litigation before any judicial or administrative forum.

Includes, but is not limited to:

e Copies of research materials;

e Copies of records that are part of the official court record (pleadings, orders, decrees,
etc.);

e Preliminary drafts;

e Comments on preliminary drafts;

e Related correspondence (including procedural/scheduling communications, non-
substantive transmittal letters, etc.).

then
Destroy.

1.8 LEGAL AFFAIRS
The activity of providing legal counsel and managing litigation for the local government agency. Includes internal and outside counsel.
IMPORTANT: Criminal and civil cases filed on behalf of “the People of” the cities, counties, or the State of Washington, are covered in the Prosecuting
Attorney Records Retention Schedule.
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS53-02-04 | Litigation Case Files Retain for 10 years after ARCHIVAL
Rev. 2 Records relating to cases litigated on behalf of the local government agency (as plaintiff or | resolution of case (including (Appraisal Required)
defendant) before a local, state, or federal court or administrative forum. appeals) ESSENTIAL
. . . then (for Disaster Recovery)
Excludes records covered by Litigation Materials — Development (DAN GS2017-004). OPR
. . . ) Transfer to Washington State
NOTE: The provision of legal representation on behalf of the cities, counties, or State of . .
) . o . . o . i . , Archives for appraisal and
Washington (relating to criminal, juvenile offender, or civil matters) in family law, juvenile, selective retention
trial, and appellate courts and/or administrative forums, is covered in the Prosecuting '
Attorney Records Retention Schedule.
GS2017-004 | Litigation Materials — Development Retain until no longer needed NON-ARCHIVAL
Rev.0 Records relating to the development of litigation materials (such as pleadings, memoranda, |for agency business NON-ESSENTIAL

OFM

1. AGENCY
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1.9 LOCAL GOVERNMENT LEGISLATION

The activity of the local government agency’s governing bodies establishing law, statutes, & regulations for themselves and for the people they

represent.
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS EESENTLON 'L::N% DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS50-05A-16 | Ordinances and Resolutions — Approved Retain until no longer needed ARCHIVAL
Rev. 1 Laws, statutes, and/or regulations approved and enacted by the local government agency’s | for agency business (Permanent Retention)
governing body. then ESSENTIAL
. (for Disaster Recovery)
Note: Official and municipal codes are covered by Publications — Master Set, GS50-06F-04. Transfer to Washington State OPR
Archives for permanent
retention.
GS50-01-25 | Ordinances and Resolutions — Development Retain for 3 years after approval ARCHIVAL
Rev. 1 Documentation of the analysis and development of ordinances and/or resolutions intended | or decision not to proceed (Appraisal Required)
for submission to the agency’s governing council, commission, or board. then NON-ESSENTIAL
: OFM
Excludes approved ordinances and resolutions covered by GS50-05A-16. Transfer to 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 information-sharing, discussion, planning and/or decision-making. Includes all
meetings organized by or on behalf of the agency including open public meetings, executive sessions, public and/or appeals hearings, community
meetings, and internal agency meetings. May involve governing and advisory bodies, executive management, general staff, volunteers, general public.

DISPOSITION
AUTHORITY
NUMBER (DAN)

DESCRIPTION OF RECORDS

RETENTION AND
DISPOSITION ACTION

DESIGNATION

GS2011-173
Rev. 2

Appeals Hearings — Local Decision-Making Bodies (General)

Records documenting the adjudicative proceedings of the local government agency’s decision-
making bodies. Includes hearings and quasi-judicial actions of the legislative body, planning
commission, hearing examiner, or other bodies which determine the legal rights, duties, or
privileges of specific parties in a hearing or other contested case proceeding where NO land use

decision is being appealed.

Includes, but is not limited to:

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

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

e Oral and written testimony, exhibits, etc.;

¢ Indexes and other finding aids.

Hearings and proceedings include, but are not limited to:

e Animal control dispute appeals;

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

e Civil asset forfeiture hearings;

e Civil Service Commission hearings and employee grievance appeals;

e County Board of Equalization property tax valuation and/or exemption appeals.
Excludes records covered by:

e Meetings — Advisory (DAN GS2012-027);

e Meetings — Governing/Executive (DAN GS50-05A-13);

e Appeals Hearings — Local Decision-Making Bodies (Land Use) (DAN GS2011-174);

e Meetings/Hearings — Arrangements (DAN GS2011-176).

Retain for 6 years after final
disposition of case

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

DISPOSITION
AUTHORITY
NUMBER (DAN)

DESCRIPTION OF RECORDS

RETENTION AND
DISPOSITION ACTION

DESIGNATION

GS2011-174
Rev. 2

Appeals Hearings — Local Decision-Making Bodies (Land Use)

Records documenting the adjudicative proceedings of the local government agency’s
decision-making bodies. Includes hearings and quasi-judicial actions of the legislative body,
planning commission, hearing examiner, zoning adjuster, board of adjustment or other
bodies which determine the legal rights, duties, or privileges of specific parties in a hearing
or other contested case proceeding where a land use decision is being appealed. Includes
land use administrative appeals.

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

Excludes records covered by:
e Meetings — Advisory (DAN GS2012-027);
e Meetings — Governing/Executive (DAN GS50-05A-13);
e Appeals Hearings — Local Decision-Making Bodies (General) (DAN GS2011-173);
e Meetings/Hearings — Arrangements (DAN GS2011-176).

Retain for 6 years after final
disposition of case

then
Transfer to Washington State
Archives for permanent
retention.

ARCHIVAL

(Permanent Retention)

ESSENTIAL

(for Disaster Recovery)
OPR

1. AGENCY
MANAGEMENT
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Includes:
e Meetings regulated by the Open Public Meetings Act (chapter 42.30 RCW), such as regular
and special meetings, public hearings, etc.;
o All other meetings (including executive sessions regulated by RCW 42.30.110(2)).

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

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

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

1.10 MEETINGS AND HEARINGS
The activity of the agency assembling groups of people for the purpose of information-sharing, discussion, planning and/or decision-making. Includes all
meetings organized by or on behalf of the agency including open public meetings, executive sessions, public and/or appeals hearings, community
meetings, and internal agency meetings. May involve governing and advisory bodies, executive management, general staff, volunteers, general public.
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS2016-007 | Meeting Materials — Members’ Copies/Notes Retain until no longer needed NON-ARCHIVAL
Rev. 0 Individual members’ meeting materials from participating in advisory, governing/executive, |for agency business NON-ESSENTIAL
internal/external committees (including national/external bodies), and staff meetings, then OFM
provided the Committee’s records are retained by the secretary/responsible Destroy.
agency/member.
Includes, but is not limited to:
e Copies of agendas, meeting packets, minutes, etc.;
e Working notes/drafts, etc.;
¢ Related correspondence/communications.
GS2012-027 | Meetings — Advisory Retain for 6 years after end of ARCHIVAL
Rev. 0 Records documenting all meetings of the local government agency’s advisory bodies. calendar year (Appraisal Required)

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

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS50-05A-13 | Meetings — Governing/Executive Retain for 6 years after end of ARCHIVAL
Rev. 2 Records documenting all meetings of the local government agency’s governing bodies and calendar year (Permanent Retention)
executive management. then f E_SSEN'FI;IAL
Includes: Transfer to Washington State (for 'sas(;eF:Recovery)
e Meetings regulated by the Open Public Meetings Act (chapter 42.30 RCW), such as regular Archiv.es for permanent
and special meetings, public hearings, etc.; retention.
o All other meetings (including executive sessions regulated by RCW 42.30.110(2)).
Includes, but is not limited to:
» Agendas, meeting/agenda packets (briefs, reference materials, etc.);
e Speaker sign-up, written testimony;
e Audio/visual recordings and transcripts of proceedings;
e Minutes.
Includes indexes and other finding aids.
Excludes records covered by GS2011-173, GS2011-174, GS2011-175, and GS2011-176.
1. AGENCY
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1.10 MEETINGS AND HEARINGS
The activity of the agency assembling groups of people for the purpose of information-sharing, discussion, planning and/or decision-making. Includes all
meetings organized by or on behalf of the agency including open public meetings, executive sessions, public and/or appeals hearings, community
meetings, and internal agency meetings. May involve governing and advisory bodies, executive management, general staff, volunteers, general public.

Tﬁiﬂgggy DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS2011-175 | Meetings — Inter-Agency Retain for 6 years after end of ARCHIVAL
Rev. 2 Records documenting all meetings held between the local government agency and one or calendar year (Appraisal Required)
more other public agencies. May include multi-agency staff meetings, committees, task or NON-ESSENTIAL
forces that coordinate activities, communications, solutions to problems, etc. 6 years after completion of OPR
Includes, but is not limited to: project, whichever is later
e Agendas, meeting packets, sign-in lists, etc.; then
e Minutes, audio/visual recordings, transcripts, etc.; Transfer to Washington State
e Indexes and other finding aids. Archiv.es for appraisal and
Excludes meetings covered more specifically in CORE or sector schedules such as: selective retention.
e Meetings — Governing Bodies (DAN GS50-05A-13);
e Meetings — Advisory (DAN GS2012-027);
e Occupational Health and Safety Program — Administration (DAN GS2017-016) (safety
committee minutes).

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

DISPOSITION

commissions, boards, task forces, etc.

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

Excludes meetings covered more specifically in CORE or sector schedules such as:
e Meetings — Governing Bodies (DAN GS50-05A-13);
e Meetings — Advisory (DAN GS2012-027);
e Occupational Health and Safety Program — Administration (DAN GS2017-016) (safety
committee minutes).

needed for agency business
then
Destroy.

RETENTION AND
AUTHORITY DESCRIPTION OF RECORDS DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS50-01-43 | Meetings - Staff and Internal Committees Retain for 2 years after end of NON-ARCHIVAL
Rev. 2 Records documenting meetings of agency staff and those of internal committees, councils, | calendar year and no longer NON-ESSENTIAL

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

DISPOSITION

local government agency.

Includes, but is not limited to:

e Agenda requests;

e Arrangement of catering, facilities, and equipment.
Excludes:

e Records covered by Scheduling — Appointments/Meetings (DAN GS2016-011);

e Financial records (facilities, catering, travel expense, etc.) covered by Financial

Transactions — General (DAN GS2011-184);
e Open Public Meeting Act notices covered by Public Notice (Official) (DAN GS2012-016).

for agency business
then
Destroy.

RETENTION AND
AUTHORITY DESCRIPTION OF RECORDS DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS2011-176 | Meetings/Hearings — Arrangements Retain until no longer needed NON-ARCHIVAL
Rev. 1 Records relating to the administrative arrangements of meetings held by or on behalf of the NON-ESSENTIAL

OFM

1. AGENCY
MANAGEMENT
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1.11 PLANNING

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

DISPOSITION RETENTION AND

AUTHORITY DESCRIPTION OF RECORDS DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS50-06F-02 | Establishment/Development History of Agency/Programs Retain for 6 years after end of ARCHIVAL
Rev. 1 Records documenting the planning, establishment and significant changes/developments of | calendar year (Appraisal Required)
the agency and its programs, including agency mergers/splits, creation/combination of then NON-ESSENTIAL
divisions, major changes of agency functions, etc. Transfer to Washington State OPR
Includes, but is not limited to: Archi\{es for appraisal and
» Biographical files (notable staff and other individuals related to the agency); selective retention.

e Organizational charts and other records documenting significant changes/restructures
(such as agency mergers/splits, creation/combinations of divisions, major changes of
agency functions/roles, etc.);

e Scrapbooks, news clippings, web pages/screen grabs, photographs, audio/visual
recordings, etc., documenting the history of the agency/programs;

e Summaries/histories;

e Transitional documentation prepared for incoming officials/agency heads;

e Year-end/annual listing of all agency officials/staff (employee directory, roster, etc.).

GS2010-079 | Strategic Plans — Development Retain until no longer needed NON-ARCHIVAL
Rev. 0 Records relating to the development of the agency’s strategic plan. for agency business NON-ESSENTIAL
then OFM
Destroy.
GS2010-080 | Strategic Plans — Final Version Retain until no longer needed ARCHIVAL
Rev.0 Final version of agency-wide strategic, long-term plan used to align the agency’s for agency business (Permanent Retention)

NON-ESSENTIAL

organizational and budget structure with its priorities, missions, and objectives. then OFM

Transfer to Washington State
Archives for permanent
retention.

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

Local Government Common Records Retention Schedule
Version 4.1 (August 2020)

1.11 PLANNING

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

DISPOSITION

RETENTION AND
AUTHORITY DESCRIPTION OF RECORDS DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS50-01-38 | Work Plans Retain until no longer needed NON-ARCHIVAL
Rev. 2 Plans describing work to be performed by divisions and units of the agency, including for agency business NON-ESSENTIAL
timelines and areas of responsibility for specific actions. Also includes records relating to the | then OFM
development of work plans. Destroy.
Excludes records covered by:
e Strategic Plans — Final Version (DAN GS2010-080);
e Workforce Planning (DAN GS2014-032).
1. AGENCY
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1.12 POLICIES AND PROCEDURES

The activity of creating systematic approaches to operations and processes.

DISPOSITION

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

1.13 REPORTING
The activity of providing information as required by federal, state, or local statute, or by court order/rule. Also includes internal agency reporting and
voluntary reporting. Excludes published reports covered in the Forms and Publishing section.
AUTHORITY DESCRIPTION OF RECORDS  JETENTION AND | DESIGNATION
NUMBER (DAN)
GS50-05A-04 | Annual Reports — Adopted Retain until no longer needed ARCHIVAL
Rev. 1 May also include annual messages of chief executive officer. for agency business (Permanent Retention)
then NON-ESSENTIAL
Transfer to Washington State OPR
Archives for permanent
retention.
GS2012-028 | Reporting/Filing (Mandatory) — Agency Management Retain for 6 years after report ARCHIVAL
Rev. 1 Records relating to general functions of the agency that are required to be filed with, or or document submitted (Appraisal Required)
submitted to, an outside agency (including the legislative authority) by federal, state or local | then NON-ESSENTIAL
law, or by court order/rule, where not covered by a more specific records series. Contact Washington State OPR
Includes, but is not limited to: Archives for appraisal and
e Reports/forms/certificates/lists; selective retention.
e Submission confirmation, correspondence, inquiries, etc.
Includes, but is not limited to:
e Political campaign reports, lobbying reports, personal statements (financial affairs,
contact information) etc., filed with the Public Disclosure Commission in accordance with
chapters 42.17 and 42.17A RCW;
e Special purpose district reports filed with the County or State Auditor in accordance with
RCW 36.96.090;
e Annual and 5-Year Plans submitted by Public Housing Authorities to the U.S. Department
of Housing and Urban Development (HUD) in accordance with Section 511 of the Quality
Housing and Work Responsibility Act (QHWRA);
e Prosecuting Attorney reports submitted to the Governor, the state Liquor Control Board,
and/or the legislative authority pursuant to RCW 36.27.020.
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1.14 RISK MANAGEMENT/INSURANCE

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

DISPOSITION
AUTHORITY
NUMBER (DAN)

DESCRIPTION OF RECORDS

RETENTION AND
DISPOSITION ACTION

DESIGNATION

GS2011-177
Rev. 0

Accidents/Incidents (Hazardous Materials) — Human Exposure
Records documenting accidents, incidents, and any other occurrences within the agency’s
jurisdiction that are known to have involved human exposure to potentially hazardous
materials. Includes employees (including contractors and volunteers) and the public.
Includes, but is not limited to:

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

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

¢ Analyses of medical or exposure records (WAC 296-802-20015);

e Toxic and hazardous substances records (29 CFR § 1926.1101(n));

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

e Employment records for persons entering radiologically-controlled areas as defined by

American Nuclear Insurers (ANI);
e Other records as specified in WAC 296-802-20010.

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

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

Retain for 100 years after
individual’s date of birth
or
30 years after individual’s date
of death, whichever is sooner
then
Destroy.

NON-ARCHIVAL
ESSENTIAL

(for Disaster Recovery)

OPR

1. AGENCY
MANAGEMENT
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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 MANAGEMENT/INSURANCE
The activity of identifying and mitigating risks to the local government agency.
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION

Rev. 2

GS50-19-03 | Accidents/Incidents (Hazardous Materials) — No Human Exposure

Records documenting accidents and incidents within the agency’s jurisdiction involving
hazardous materials where there was no human exposure.

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

Hazardous materials include, but are not limited to:
e Toxic substances or harmful physical agents as defined by 29 CFR § 1910.1020(c)(13);
e Hazardous materials as defined by RCW 70.136.020;

as defined by RCW 70.105.010;
e Pesticides as defined by RCW 15.58.030.

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

e Dangerous waste, extremely dangerous waste, hazardous substances or hazardous waste

Retain for 50 years after date of
accident/incident

then
Destroy.

NON-ARCHIVAL
ESSENTIAL

(for Disaster Recovery)

OPR

GS50-06C-03 | Accidents/Incidents — No Claim Filed (Under Age 18)
Rev. 4

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

officers in accordance with RCW 41.24.210.

03.

Includes agency copy of Reports of Accident filled out for volunteer fire fighters and reserve

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

Retain for 3 years after

individual reaches age 18
then

Destroy.

NON-ARCHIVAL
NON-ESSENTIAL
OFM

1. AGENCY
MANAGEMENT
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1.14 RISK MANAGEMENT/INSURANCE
The activity of identifying and mitigating risks to the local government agency.
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS2010-081 | Accidents/Incidents — No Claim Filed (Age 18 and Older) Retain for 3 years after date of NON-ARCHIVAL
Rev. 2 Records relating to accidents/ incidents involving individuals age 18 and older, and where incident NON-ESSENTIAL
claims for damages are not filed. Includes, but is not limited to, reports and investigations. then OFM
Includes agency copy of Reports of Accident filled out for volunteer fire fighters and reserve | Destroy.
officers in accordance with RCW 41.24.210.
Excludes hazardous materials accidents and incidents covered by GS2011-177 and GS50-19-
03.
GS50-06C-15 | INSURANCE AUDITS, SURVEYS, REPORTS 4 years NON-ARCHIVAL
Rev.0 To document and analyze the coverage, premium costs, and self-insurance costs. NON-ESSENTIAL
OFM
GS50-06C-16 | Insurance Policies Purchased Retain for 6 years after NON-ARCHIVAL
Rev. 1 Includes accident/injury, sickness, automobile, theft, fire liability, life, and all other insurance | termination or expiration of ESSENTIAL
policies purchased by the agency. coverage (for Disas(;e;:ew"e“’)
Note: The Local Records Committee suggests that policies which allow claims retroactive to their then
period of coverage should be retained permanently. Consult your risk manager. Destroy.
GS50-06C-04 | INSURANCE POLICY CERTIFICATES PERMANENT NON-ARCHIVAL
Rev. 0 ESSENTIAL
(for Disaster Recovery)
OPR
1. AGENCY
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1.14

RISK MANAGEMENT/INSURANCE

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

DISPOSITION
AUTHORITY
NUMBER (DAN)

DESCRIPTION OF RECORDS

RETENTION AND
DISPOSITION ACTION

DESIGNATION

GS50-06C-35
Rev. 3

Permission for Minors to Participate

Records relating to parental/legal guardian permission for individuals under age 18 (includes
employees, students, interns and volunteers) to participate in agency-sponsored or agency-
approved programs, events and activities. Includes travel away from agency facilities.

Includes, but is not limited to:
e Notices and announcements;
e Sign-up sheets, rosters, registration forms;
e Parent/legal guardian permissions (approval for use of private vehicles, waiver of liability,
emergency information, etc.);
e Chaperone/driver lists and information;
e Transportation and all other arrangements.

Excludes public school-sponsored events and activities for PreK-12 students covered by DAN
SD51-06C-31 in the Public Schools (K-12) Records Retention Schedule.

Excludes records covered by PR50-13C-19 in the Parks, Recreation and Culture Records
Retention Schedule.

Note: If an accident/incident occurs, these records are covered by GS50-06C-03, GS50-01-10,
and/or GS553-02-04.

Retain for 3 years after
individual reaches age 18

then

Destroy.

NON-ARCHIVAL
NON-ESSENTIAL
OPR

GS50-06C-25
Rev. 0

RISK DATA
Information compiled on the costs, liability for risks to which the agency is exposed, and the
allocation of expense required to support the risk management program.

4 years

NON-ARCHIVAL
NON-ESSENTIAL
OFM

1. AGENCY
MANAGEMENT
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for agency business

1.15 TRAINING
The activity of the local government agency providing training to agency employees, contractors, customers, or the public. Excludes financial records
covered in the Financial Management function.
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS :E‘;ENT:)ON ‘LEN% DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS2011-178 | Agency-Provided Training — Curriculum and Materials Development Retain until curriculum no NON-ARCHIVAL
Rev. 1 Records relating to the development of training courses, seminars, and/or workshops. longer provided by agency NON-ESSENTIAL
Includes research, materials development, etc. then OFM
Excludes final curriculum and materials covered by GS2011-180. Destroy.
Excludes PreK-12 education covered in the Public Schools (K-12) Records Retention Schedule.
GS2011-179 | Agency-Provided Training — Arrangements Retain until no longer needed NON-ARCHIVAL
Rev. 1 Records relating to the administrative arrangements of agency-provided training courses, NON-ESSENTIAL

seminars, and workshops. then OFM
Includes, but is not limited to: Destroy.
e Training date and place scheduling records;
e Training availability announcements and notices;
e Participant registration;
e Arrangement of catering, facilities, and equipment.
Excludes financial records (facilities, catering, travel expense, etc.).
Excludes PreK-12 education covered in the Public Schools (K-12) Records Retention Schedule.
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1.15 TRAINING

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

DISPOSITION

Rev. 1

Records documenting training courses, seminars and workshops provided by the local
government agency to the public, customers, contractors, or agency employees, where:
o Certificates/credentials/licenses may be awarded; or,
e Continuing education hours/credits/points may be earned; or
e Training is required by federal, state, or local statute, and/or by employer.

Includes, but is not limited to:
e Curricula, materials presented, tests administered, etc.;
e Attendee lists and sign-in sheets, test results, evaluations, etc.;
e Certification/hours/credits/points awarded.

Agency-provided training includes, but is not limited to:

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

e Certification (and recertification) such as Emergency Medical Technician (EMT), Certified
Municipal Clerk (CMC), cardiopulmonary resuscitation (CPR), disaster response/
emergency preparedness, first aid, lifeguard, childcare, etc.;

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

Excludes records covered more specifically in CORE or sector schedules such as:
¢ Hazardous materials training covered by GS2012-029 or UT2012-005;
e In-service education programs (clock hours) covered by SD51-04G-01;
e Hazardous materials trained personnel list covered by GS50-19-09;
e Apprentice certification files covered by GS50-04B-34;
e Employee training certificates/history retained in work history files.

provided
then
Destroy.

RETENTION AND
AUTHORITY DESCRIPTION OF RECORDS DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS2011-180 | Agency-Provided Training — Certificated, Hours/Credits Earned, or Mandatory Retain for 6 years after training NON-ARCHIVAL

NON-ESSENTIAL
OPR

1. AGENCY
MANAGEMENT
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1.15 TRAINING

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

DISPOSITION

RETENTION AND
. S;Lrégr(zg:m DESCRIPTION OF RECORDS i DESIGNATION
GS2012-029 | Agency-Provided Training — Hazardous Materials Handling Retain for 50 years after NON-ARCHIVAL
Rev. 0 Records documenting training courses, seminars and workshops provided by the local training provided ESSENTIAL

government agency to the public, customers, contractors, or agency employees, relating to then (for Disaster Recovery)
non-radiological hazardous materials/waste handling or exposure (including communicable | Destroy. OPR
infectious disease, toxic substances, harmful physical agents, etc.), where:

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

e Continuing education hours/credits/points may be earned; or,

e Training is required by federal, state, or local statute, and/or by employer.
Includes, but is not limited to:

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

¢ Attendee lists and sign-in sheets, test results, evaluations, etc.;

e Certification/hours/credits/points awarded.
Excludes records covered more specifically in CORE or sector schedules such as:

e Radiation protection training as defined by WAC 246-222-030 and American Nuclear

Insurers (ANI) and covered in the Utility Services Records Retention Schedule.

e Employee training certificates/history retained in the employee’s work history file.
Note: There is no limitation of action on the agency’s liability for the exposure of individuals to
hazardous materials.
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1.15 TRAINING

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

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS : E;ENT(I)ON ‘LEN% DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS2011-181 | Agency-Provided Training — General Retain for 3 years after training NON-ARCHIVAL
Rev. 1 Records documenting training courses, seminars and workshops provided by the local provided NON-ESSENTIAL
government agency to the public, customers, contractors, or agency employees where: then OPR
e Certificates/credentials/licenses are NOT awarded; and, Destroy.
e Continuing education hours/credits/points are NOT earned; and
e Training is NOT required by federal, state, or local statute or by employer.
Includes, but is not limited to:
e Curricula, materials presented, tests administered, etc.;
e Attendee lists and sign-in sheets, test results, evaluations, etc.
Excludes records covered more specifically in CORE or sector schedules such as:
e Agency-provided training covered by GS2011-180 and GS2012-029;
e Apprentice certification files covered by GS50-04B-34;
e Employee training certificates/history retained in the employee’s work history file.
1. AGENCY
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2.  ASSET MANAGEMENT

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

2.1 ACQUISITION/OWNERSHIP
The activity of acquiring/owning assets through purchase, donation, or other means. Includes the agency’s structures, infrastructure, and information
system technology (IT). Excludes records documenting financial transactions which are covered in the Financial Management section.
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS2012-030 | Capital Assets (Other) and Non-Capital Tracked Assets Retain for 4 years after NON-ARCHIVAL
Rev. 0 Records documenting acquisition/ownership of the agency’s capitalized, non-real property | disposition of asset ESSENTIAL
assets and non-capital assets that are tagged or tracked (small and attractive assets, etc.). or (for D'sasée;:e”"e"’)
Non-real property capital assets may include, but are not limited to: until diSPOSitiO” of asset.and
« Vehicles, machinery, computers, equipment, furniture; completion of State Auditor’s
o Intellectual property (copyrights, patent rights, trademarks, etc.); examination report, whichever
e Works of art and historical treasures; Is sooner
e Easements, rights-of-way received by the agency; then
e Water and timber rights received by the agency. Destroy.
Includes, but is not limited to:
e Appraisals (statement of value);
e Purchase offers for agency assets which are declined by agency ;
e Legal ownership documentation (includes copy of vehicle title if original is transferred to
new owner).
Excludes contracts and agreements covered by GS2011-169 and GS2011-183.
Excludes real property assets covered by GS55-05A-06.
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2.1

ACQUISITION/OWNERSHIP

The activity of acquiring/owning assets through purchase, donation, or other means. Includes the agency’s structures, infrastructure, and information

system technology (IT). Excludes records documenting financial transactions which are covered in the Financial Management section.

DISPOSITION
AUTHORITY
NUMBER (DAN)

DESCRIPTION OF RECORDS

RETENTION AND
DISPOSITION ACTION

DESIGNATION

GS55-05A-06
Rev. 1

continued
next page

Capital Assets (Real Property)
Records relating to the agency’s capitalized, real property assets that document their
acquisition, ownership, division, value, improvements, and sale (or other disposition).

Real property capital assets may include, but are not limited to:
e Land, infrastructure; road establishment; improvements;

e Land division (plat, short plat, binding site plans, etc.);

¢ Buildings, leasehold improvements.

Includes, but is not limited to:

e Appraisals (statement of land/facility values);

e Contracts and agreements (including bond/grant/levy-funded real property); includes
negotiations, compliance monitoring, etc.;

e Documentation of legal ownership (deeds, titles, title insurance, etc.);

e Easements granted by the agency;

e Encroachments (land disputes, water rights and obligations, etc.);

e Environmental site assessments (including tests, abatement/enclosure summary, etc.);

e Geological data and geotechnical reports; aerial survey photographs/images and maps;

¢ Land information files (acquisition reference files, condemnation proceedings, title
information such as location, size, value, etc.);

e National and State Environmental Policy Act (NEPA and SEPA) applications, checklists, reports;
determinations of significance or non-significance; draft, final, supplemental Environmental
Impact Statements (EIS), Scoping Notices, etc.;

e Rights of way vacated/relinquished by the agency;

e Purchase offers for agency assets (whether accepted or declined by agency);

e Sale/auction/salvage/donation records (where not already included in records of the
governing body covered by GS50-05A-13.)

continued next page

Retain for 10 years after

disposition of real property
and

10 years after completion of

transaction or termination/

expiration of instrument
then

Transfer to Washington State

Archives for appraisal and

selective retention.

continued next page

ARCHIVAL
(Appraisal Required)
ESSENTIAL

(for Disaster Recovery)

OPR

continued next page
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Office of the Secretary of State
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Local Government Common Records Retention Schedule

Version 4.1 (August 2020)

2.1 ACQUISITION/OWNERSHIP
The activity of acquiring/owning assets through purchase, donation, or other means. Includes the agency’s structures, infrastructure, and information
system technology (IT). Excludes records documenting financial transactions which are covered in the Financial Management section.
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS :E‘IENT(')ON ‘ZN% DESIGNATION
NUMBER (DAN) DISPOSITION ACTION

continued from
previous page

GS55-05A-06
Rev. 1

Capital Assets (Real Property)

continued from previous page

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

e Records recorded/filed with the county engineer and covered by GS2012-031;

¢ Rights-of-way and easements received by the agency and covered by GS2011-169;
e Land survey field books and maps covered by GS50-18-16;

e Lead Agency SEPA records covered in the Land Use Planning sector schedule;

¢ Non-site-specific geological data/geotechnical reports.

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

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

continued from previous page

continued from
previous page

GS2012-031
Rev. 0

County Engineer Records

Records retained by the county engineer in accordance with RCW 36.80.040. Includes all
matters recorded and filed with the county engineer documenting the complete history of
public roads, highways, bridges, ditches, or other surveys of the county.

Includes, but is not limited to, original papers, documents, petitions, surveys, repairs, other
papers and reports.

Retain for the life of the agency
then

Transfer to Washington State

Archives for permanent

retention.

ARCHIVAL
(Permanent Retention)
ESSENTIAL

(for Disaster Recovery)

OPR

GS50-06B-24
Rev. 2

Environmental Site Assessments — Asset Not Acquired

Records relating to an analysis of environmental conditions (including hazardous materials
and conditions) on real property being considered for acquisition, but not acquired by the
agency. Includes appraisals completed by independent appraisers under contract to the
agency as well as agency-generated appraisals.

Retain until no longer needed
for agency business

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

ARCHIVAL

(Appraisal Required)

NON-ESSENTIAL
OFM
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SNS

Office of the Secretary of State
Washington State Archives

Local Government Common Records Retention Schedule

Version 4.1 (August 2020)

2.1 ACQUISITION/OWNERSHIP
The activity of acquiring/owning assets through purchase, donation, or other means. Includes the agency’s structures, infrastructure, and information
system technology (IT). Excludes records documenting financial transactions which are covered in the Financial Management section.
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS2017-005 | Lost and Found Property Retain for 3 years after NON-ARCHIVAL
Rev. 0 Records relating to personal property left behind in/at agency facilities/properties, vehicles | return/disposal of item NON-ESSENTIAL
and/or events, and the return or disposal of the item. then OFM
Includes, but is not limited to: Destroy.
e Records documenting discovery of item(s), attempts to locate the owner, return,
retention, donation, or disposal of item(s);
¢ Related correspondence/communications.
Excludes records covered by:
e Unclaimed Property — Funds Remitted to Department of Revenue (DAN GS55-05B-31);
e Unclaimed Property — Funds Held by Agency (DAN GS55-05B-32).
Note: Pursuant to RCW 4.16.080, the statute of limitations for the commencement of actions for
injury to personal property is 3 years.
GS2012-032 | Naming (Assets) Retain until no longer needed ARCHIVAL
Rev.0 Records relating to the naming or renaming of roads, streets, parks, buildings, schools, for agency business (Permanent Retention)

stadiums, bridges, and other assets within the local government’s jurisdiction where the
naming process is not included in the development application.

Includes research, community polls, proposals, approvals, correspondence, contracts and
agreements, sale of naming rights, etc.

Excludes records covered by GS50-05A-13, Meetings — Governing/Executive.

then
Transfer to Washington State
Archives for permanent
retention.

NON-ESSENTIAL
OPR

2. ASSET MANAGEMENT
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\\ S n S Local Government Common Records Retention Schedule

Office of the Secretary of State Version 4.1 (August 2020)
Washington State Archives

2.1 ACQUISITION/OWNERSHIP

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

DISPOSITION

RETENTION AND
AUTHORITY DESCRIPTION OF RECORDS DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS51-07-21 | Property Purchase Proposals Made by Agency — Unsuccessful Retain for 3 years after offer NON-ARCHIVAL
Rev. 1 Records relating to proposals made by the local government agency for the purchase of real | declined or withdrawn NON-ESSENTIAL
property where the offer is not accepted or is withdrawn by the agency. then OPR
Includes, but is not limited to, negotiations, purchase offers, title reports, etc. Destroy.

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

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




SIS

Office of the Secretary of State
Washington State Archives

Local Government Common Records Retention Schedule

Version 4.1 (August 2020)

2.2 AUTHORIZATION/CERTIFICATION

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

DISPOSITION

AUTHORITY DESCRIPTION OF RECORDS - ::gi:\'er(I)c:\lNAﬁﬁ)N DESIGNATION
NUMBER (DAN)
GS2012-033 | Authorizations/Certifications — Assets Retain for 6 years after NON-ARCHIVAL

Rev. 0

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

Includes, but is not limited to:

e Application/filing & confirmation, violations/corrections, reports, related correspondence, etc.

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

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

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

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

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

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

Excludes records covered more specifically in CORE or sector schedules such as:
e Records filed/recorded with the county engineer and covered by G52012-031;
¢ Real property ownership (land division permits, SEPA, etc.) covered by GS55-05A-06;
e Hazardous materials covered by GS55-01M-04.

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

authorization superseded or
terminated

and
conditions of authorization
satisfied

and
violations (if any) corrected/
resolved

then
Destroy.

NON-ESSENTIAL
OPR

2. ASSET MANAGEMENT

Page 61 of 196




SIS

Office of the Secretary of State
Washington State Archives

Local Government Common Records Retention Schedule

Version 4.1 (August 2020)

2.2 AUTHORIZATION/CERTIFICATION

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

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS - ::;E:\'Ir-:-(l)cl)\lNAAc:l':z)N DESIGNATION
NUMBER (DAN)
GS2012-034 | Designations (Assets) Retain until no longer needed ARCHIVAL
Rev. 0 for agency business (Permanent Retention)

Records relating to designations bestowed on assets owned or maintained by the local
government agency. Includes applications, correspondence, notifications, etc.

Includes, but is not limited to:
e Heritage or landmark designation, placement on the National Historic Register, etc.;
e Critical (Sensitive) Area designation.

Excludes electric utility designations made by federal regulators including NERC, CIP and TSA.
Excludes the granting of designations, which is covered in sector schedules.

then
Transfer to Washington State
Archives for permanent
retention.

NON-ESSENTIAL
OFM
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2.3 CONSTRUCTION
The activity of designing, planning and construction of structures (buildings, schools, power plants, park facilities, transit centers, etc.), infrastructure
(roads, sidewalks, bridges, runways, helipads, water, sewer, drainage and lighting systems, etc.), and information systems (IT)(software, networks, etc.)
owned, leased, maintained, or occupied by the local government agency.
Tﬁiﬂgggy DESCRIPTION OF RECORDS oI ::CT)E:EL%NAAC':%N DESIGNATION
NUMBER (DAN)
GS2012-035 | As-Built Drawings — Appraised and Not Selected for Archival Preservation Retain until structure no longer NON-ARCHIVAL
Rev. 0 Final set of drawings (as-builts) produced at the completion of the construction of the local | owned by agency ESSENTIAL
government agency’s structures and infrastructure where Washington State Archives has then (for Disaster Recovery)
appraised and not selected the records for preservation. Documents the approved design Transfer to new owner OPR
(as-designed drawings) and changes made during construction. Includes redesigns, or
remodels, and renovations; architectural and engineering drawings and specifications. Destroy.
Note: If a final set of as-built drawings is not produced, then the as-designed drawings (with
notations) serve as the as-built.
GS50-18-06 | As-Built Drawings — Appraised and Selected for Archival Preservation Retain until completion of ARCHIVAL
Rev. 1 Final set of drawings (as-builts) produced at the completion of the construction of the local | project (Permanent Retention)
government agency’s structures and infrastructure where Washington State Archives has then E_SSENTlA'-
appraised and selected the records for preservation. Documents the approved design (as- | Transfer original to Washington (for D'sas(;e;;ecwery)

designed drawings) and changes made during construction. Includes redesigns, remodels,
and renovations; architectural and engineering drawings and specifications.

Note: If a final set of as-built drawings is not produced, then the as-designed drawings (with
notations) serve as the as-built.

Note: Due to the significance of this record, Washington State Archives recommends that upon
project completion, the agency create a working copy for its use and transfer the original to
Washington State Archives.

State Archives for permanent
retention.
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Office of the Secretary of State
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Local Government Common Records Retention Schedule

Version 4.1 (August 2020)

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

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

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DI::;E:\"I::L?\INAACI'\‘I'%N DESIGNATION
NUMBER (DAN)
continued from previous page continued from

continued from | Construction Project Files
previous page

continued from previous page

GS50-18-10 | Excludes records covered more specifically in CORE or sector schedules such as:

Rev. 1

As-Designed drawings (serving as As-Built drawings) covered by GS50-18-06 or GS2012-035;
Records filed/recorded with the county engineer covered by GS2012-031;

Construction permits and inspections covered by GS2012-033;

Contracts and agreements covered by GS2011-183, GS55-05A-06, etc.;

Real property ownership records (SEPA, contracts, etc.) covered by GS55-05A-06.

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

previous page
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Office of the Secretary of State Version 4.1 (August 2020)
Washington State Archives

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

Tﬁiﬂgggy DESCRIPTION OF RECORDS DI::CT)E:\_‘J&NAAC':%N DESIGNATION
NUMBER (DAN)
GS50-06B-22 | Facility Systems/Equipment Retain for 6 years after the NON-ARCHIVAL
Rev. 1 Documentation of systems and equipment installed in facilities owned, leased, or system or equipment is replaced | NON-ESSENTIAL
maintained by the local government agency. Includes only systems and equipment that are | or disposed of OPR
not integral to the structure of the facility and that may be replaced during the life of the then
facility, such as: Destroy.

e Audio/visual;

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

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

e Security.

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




SIS

Office of the Secretary of State
Washington State Archives

Local Government Common Records Retention Schedule

Version 4.1 (August 2020)

2.3 CONSTRUCTION
The activity of designing, planning and construction of structures (buildings, schools, power plants, park facilities, transit centers, etc.), infrastructure
(roads, sidewalks, bridges, runways, helipads, water, sewer, drainage and lighting systems, etc.), and information systems (IT)(software, networks, etc.)
owned, leased, maintained, or occupied by the local government agency.
Tﬁiﬁgggy DESCRIPTION OF RECORDS DI::;E:\_‘J&NAQ':%N DESIGNATION
NUMBER (DAN)
GS50-06A-03 | IT Applications — Technical Design and Implementation Retain until application or NON-ARCHIVAL
Rev. 3 Records documenting the technical design and implementation of the agency’s computer version is no longer needed for ESSENTIAL
software applications, databases, and websites (internet and intranet). agency business (for Disasot';\;l‘ew"ery)
Includes, but is not limited to: and
« Design documentation/detail; all records within the
e Database schema and dictionaries; application have been migrated
e Source code; or dispositioned in accordance
e System and program change descriptions/authorizations; with a current approved records
« Development plans (for testing, training, conversion, and acceptance); retention schedule
e Release notes; then
e Operational and user instructions; Destroy.
e Acceptance testing.
GS2010-003 | IT Audit Trail — Infrastructure Retain for 1 year after date of NON-ARCHIVAL
Rev. 1 Records documenting authorizations for and modifications to the configurations and settings | activity NON-ESSENTIAL
of the agency’s infrastructure (firewalls, routers, ports, network servers, etc.). then OFM
Destroy.
GS2010-006 | IT Network — Design and Build Retain until no longer needed NON-ARCHIVAL
Rev. 1 Records documenting the design and construction of the agency’s information technology for agency business ESSENTIAL
network. then (for Disaster Recovery)
OFM
Includes, but is not limited to: Destroy.

e Network diagrams and build guides;
e Master control list of Internet Protocol (IP) address assignments;
¢ Uniform Resource Locator (URL) addresses and passwords.

2. ASSET MANAGEMENT
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2.3 CONSTRUCTION

The activity of designing, planning and construction of structures (buildings, schools, power plants, park facilities, transit centers, etc.), infrastructure

(roads, sidewalks, bridges, runways, helipads, water, sewer, drainage and lighting systems, etc.), and information systems (IT)(software, networks, etc.)
owned, leased, maintained, or occupied by the local government agency.

Tﬁiﬂgggy DESCRIPTION OF RECORDS DI::CT)E:\_‘J&NAAC':%N DESIGNATION
NUMBER (DAN)
GS55-05G-04 | Standards and Specifications Manuals Retain for 6 years after ARCHIVAL
Rev. 1 Design and development standards and specifications approved by the agency’s governing superseded (Appraisal Required)
body for the construction, operation, and maintenance of structures and infrastructure then ESSENTIAL
within the agency’s jurisdiction. Transfer to Washington State (for Disasot:'l\;lzew"ery)

Archives for appraisal and
selective retention.
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Version 4.1 (August 2020)

2.4 DISPOSAL
The activity of disposing of the local government agency’s assets through sale or otherwise. Excludes hazardous materials/dangerous waste.
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS50-06E-08 | Disposal of Assets (Non-Real Property) Retain for 6 years after disposal NON-ARCHIVAL
Rev. 1 Non-financial records relating to the process disposing of all agency non-real property of asset NON-ESSENTIAL
capital assets. Includes sale, auction, salvage, donation, etc. then OPR
Includes, but is not limited to: Destroy.
e Selling equipment, vehicles, machinery, art, etc.;
e Copy of vehicle/vessel report of sale, etc.;
e Surplus property transfer.
Excludes:
e Ordinances and resolutions (and associated documents) authorizing the auction of surplus
property covered by GS50-05A-16 and GS50-01-25;
e Disposal of hazardous materials covered by GS50-19-02;
e Disposal of real property assets covered by GS55-05A-06;
e Purchase offers for agency assets declined by the agency covered by GS2012-030.
GS50-06B-23 | Waste Materials Analysis Retain for 6 years after analysis | NON-ARCHIVAL
Rev. 0 Records relating to the analysis of the agency’s waste materials (such as motor oil) used to | completed NON-ESSENTIAL
determine if the materials should be designated as non-hazardous or hazardous waste. then OPR
Includes reports. Destroy.

2. ASSET MANAGEMENT
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Office of the Secretary of State
Washington State Archives

Local Government Common Records Retention Schedule

Version 4.1 (August 2020)

2.5 HAZARDOUS MATERIALS MANAGEMENT

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

AUTHORITY DESCRIPTION OF RECORDS  JETENTION AND DESIGNATION
NUMBER (DAN)
GS55-01M-04 | Authorizations/Certifications — Hazardous Materials Retain for 50 years after NON-ARCHIVAL
Rev. 1 Records relating to licenses, permits, accreditations, certifications, inspections, and other authorization superseded or NON-ESSENTIAL
authorizations acquired by the local government agency in relation to hazardous materials terminated OPR
created, maintained, disposed of, or in any way used by the local government agency, where | and
not covered by a more specific records series. Includes authorizations required by and/or conditions of authorization
received from regulating authorities (local, state, federal agencies and/or courts). satisfied
Includes, but is not limited to: and
e Radioactive materials licenses and inspections pursuant to chapter 246-220 through 254 violations (if any) corrected
WAC. then
Hazardous materials include, but are not limited to: Destroy.
e Toxic substances or harmful physical agents as defined by CFR § 1910.1020(c)(13);
e Hazardous materials as defined by RCW 70.136.020;
e Dangerous waste, extremely dangerous waste, hazardous substances or hazardous waste
as defined by RCW 70.105.010;
e Pesticides as defined by RCW 15.58.030;
e Hazardous chemicals defined by the U.S. Department of Labor, Occupational Safety &
Health Administration (OSHA) Hazard Communication Standards.
Note: There is no limitation of action on the agency’s liability for the exposure of individuals to
hazardous materials.
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Office of the Secretary of State
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Version 4.1 (August 2020)

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

Projects include, but are not limited to:

e Comprehensive Environmental Response, Compensation and Liability Act (CERCLA)
Superfund projects; sites listed on the Department of Ecology’s Hazardous Sites List (WAC
173-340-330);

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

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

Includes, but is not limited to:

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

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

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

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

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

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

agreement, whichever is later
then
Transfer to Washington State
Archives for appraisal and
selective retention
and
Retain records not selected for
permanent preservation for 50
years pursuant to
42 USC § 9603 (d)(2).
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2.5 HAZARDOUS MATERIALS MANAGEMENT
Records relating to the identification, location, handling, use, storage, transportation, and disposal of the local government agency’s hazardous materials.
Includes abatement and remediation.

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

Includes, but is not limited to:

e Reports and forms required under the Resource Conservation and Recovery Act (RCRA);

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

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

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

Excludes:
e Abatement/remediation records covered by GS50-19-15;
e Pesticide application covered by GS50-18-43;
¢ Hazardous materials/dangerous waste plans covered by GS50-19-08.

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

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

AUTHORITY DESCRIPTION OF RECORDS  JETENTION AND DESIGNATION
NUMBER (DAN)
GS50-19-08 | Hazardous Materials/Dangerous Waste — Plans Retain for 6 years after obsolete ARCHIVAL
Rev. 1 Plans and procedures relating to the proper management of hazardous materials/waste or superseded (Appraisal Required)
used, owned, stored, or created by the local government agency. May include information then ESSENTIAL
relating to the collection, analysis, transportation, recordkeeping, and disposal of hazardous | Transfer to Washington State (for Disas(;e;:ew"ery)
waste/materials in an effort to prevent contamination of humans, the environment, etc. Archives for appraisal and
Includes, but is not limited to: selective retention.
e Hazardous materials emergency response plans and procedures;
e Employee Right to Know implementation plan;
e Hazardous waste plans prepared and submitted to the Department of Ecology in
accordance with RCW 70.105.220;
e Asbestos management plans prepared in accordance with the Asbestos Hazard
Emergency Response Act (AHERA) and the Asbestos School Hazard Abatement
Reauthorization Act (ASHARA) in accordance with 40 CFR § Part 763.
Excludes hazardous materials reports and inventories covered by GS50-19-02 and
abatement records covered by GS50-19-15.
Note: Local hazardous waste plans (RCW 70.105.220) received by the Washington State
Department of Ecology are designated Archival in accordance with the Department of Ecology’s
records retention schedule.
GS50-18-43 | Pesticide Application Retain for 7 years after date of NON-ARCHIVAL
Rev. 1 Records documenting the local government agency’s application of pesticides to agricultural | pesticide application NON-ESSENTIAL

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

then
Destroy.

OPR
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http://apps.leg.wa.gov/rcw/default.aspx?cite=70.105.220
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2.6 INSPECTION/MONITORING

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

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

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS50-18-08 | Inspections — Bridges Retain for 6 years after asset no | NON-ARCHIVAL
Rev. 1 Records relating to the inspection of bridges owned by the agency and performed in longer owned by agency ESSENTIAL
accordance with National Bridge Inspection Standards (NBIS) pursuant to 23 CFR § 650(C) then (for Disas‘e;:ew"ery)
and 23 USC 151. Includes inspection diaries, field notes, etc. Destroy. 0
Excludes records held by the county engineer and covered by GS2012-031.
Excludes reports covered by G52012-044.
GS2012-037 | Inspections/Monitoring — Non-Regulated Retain until no longer needed NON-ARCHIVAL
Rev. 0 Records documenting inspections/monitoring of assets owned, used or maintained by the for agency business NON-ESSENTIAL

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



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/confirming the functionality, safety, or performance of the
agency’s physical assets. Includes routine, preventive, predictive, scheduled, and unscheduled assessments.

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

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS51-07-10 | Inspections/Monitoring — Regulated (Environmental) Retain for 30 years after end of ARCHIVAL
Rev. 2 Records relating to environmental monitoring of assets owned by the agency where calendar year (Appraisal Required)

required by regulatory agencies and where not covered by a more specific records series.
May include monitoring of soil, air, water (ground, drinking, surface, waste), etc.

Includes, but is not limited to:
e Atmospheric monitoring of confined spaces (WAC 296-809-50006).

Excludes records covered more specifically in CORE or sector schedules such as:
e Hazardous materials abatement/remediation (DAN GS50-19-15);
e Authorizations/Certifications — Agency Management (DAN GS50-01-42);
e Inspections/monitoring of assets not owned by the agency but monitored by the agency
in a regulatory capacity, which is covered in sector schedules.

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

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

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

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

DISPOSITION
AUTHORITY
NUMBER (DAN)

DESCRIPTION OF RECORDS

RETENTION AND
DISPOSITION ACTION

DESIGNATION

GS2012-038
Rev. 0

Inspections/Monitoring — Regulated (Non-Environmental)
Records relating to non-environmental monitoring of assets owned by the agency where
required by regulatory agencies and where not covered by a more specific records series.

Includes, but is not limited to:
e Airport self-inspections (14 CFR § 139.327);
e Underground storage tank (UST) inspections (40 CFR § 280.45);

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

e Bridge inspections covered by G52012-031, GS50-18-08, and GS2012-044;

e Environmental inspections/monitoring covered by GS51-07-10 and GS2012-037;

e Hazardous materials abatement/remediation covered by GS50-19-15;

e Inspections/monitoring relating to an authorization/certification and covered by GS50-01-
42 or GS2012-033;

e Inspections/monitoring of assets not owned by the agency but monitored by the agency
in a regulatory capacity, which is covered in sector schedules.

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

Retain for 6 years after end of
calendar year
and
violations (if any) corrected
then
Destroy.

NON-ARCHIVAL
NON-ESSENTIAL
OPR
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2.6 INSPECTION/MONITORING

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

*Excludes inspections/monitoring completed by outside regulatory agencies and covered in Authorizations/Certifications.

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

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS50-18-34 | Monitoring (Traffic) — Analysis Retain for 6 years after analysis ARCHIVAL
Rev. 2 Compilations, analyses and reports prepared by the agency (includes contractors) relating to | or report completed (Appraisal Required)
traffic count/volume/flow, traffic lights/signals, traffic accidents/incidents, etc., on streets then NON-ESSENTIAL
and roads within the agency’s jurisdiction. Transfer to Washington State OPR
Includes, but is not limited to: Archiv.es for appraisal and
o Data analysis, summary reports and printouts, maps, etc. selective retention.

Excludes records covered by Records Documented as Part of More Formalized Records (DAN
GS2016-009) (raw data).
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2.7

INVENTORY

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

DISPOSITION
AUTHORITY
NUMBER (DAN)

DESCRIPTION OF RECORDS

RETENTION AND
DISPOSITION ACTION

DESIGNATION

GS50-03A-18
Rev. 1

Inventory — Capital, Expendable and Consumable Assets

Records relating to the inventorying of the agency’s capital assets (as defined by agency
policy, ordinance, or resolution) and expendable assets (tagged or tracked using tags or
serial numbers in accordance with agency policy, ordinance, or resolution), and consumable
assets (including items offered for resale).

Capital assets may include, but are not limited to:
e Land, improvements, infrastructure, easements, rights-of-way;
e Buildings, leasehold improvements;
¢ Vehicles, machinery, computers, equipment, furniture;
e Works of art and historical treasures.

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

Consumable assets may include, but are not limited to:
e Commodities (food, fuel, etc.);
e Supplies (office, forms, printing, mailing, linens, etc.);
e Forms, publications;
e Parts (for vehicles, printers, machines, etc.);
e School stores items (shirts, snacks, annuals, planners, yearbooks, etc.);
e Concession supplies, maps, code books;
e Grave markers.
Excludes:
e Hazardous materials inventories covered by GS50-19-02;
e Tree inventories (GS50-06B-25) and surplus property inventories (GS50-08C-06).

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

Retain for 4 fiscal years after
date of inventory

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

then
Destroy.

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

accordance with an agency-adopted policy regarding historical or ornamental trees. May
include number, type, age, and estimated height.

superseded

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

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

DISPOSITION

RETENTION AND
. C;Egr({g:m DESCRIPTION OF RECORDS R e Tl DESIGNATION
GS2012-039 | Maintenance — Major and/or Regulated Retain for 6 years after asset no | NON-ARCHIVAL
Rev. 0 Records documenting all major maintenance AND all regulated maintenance (required by | longer owned by agency ESSENTIAL
regulatory agencies and/or local, state or federal statute and/or court order/rule) which is then (for Disaster Recovery)
performed on assets owned, used, or maintained by the agency in order to ensure the full Destroy. OPR
useful life of the agency’s structures and infrastructure (buildings, roads, bridges, vehicles/
vessels/aircraft, equipment, IT hardware, etc.). Includes work performed by contractors.
Includes, but is not limited to:
e Instructions, maintenance manuals, vendor statements;
e Maintenance/repair history (logs, summaries, reports, etc., which may also include non-
regulated minor maintenance);
e Original defect and inspection reports;
e Service, repair and maintenance records (regulated and/or major);
e Work orders;
e Related correspondence/communications.
Excludes:
e Maintenance records covered more specifically in CORE and sector schedules, such as
GS2012-031 and GS2012-044;
e Capital improvements (redesigns, remodels, renovations, improvements, betterments, and
increases in efficiency) covered by GS50-18-10, Construction Project Files
e Contracts and agreements covered in the Contracts/Agreements section;
e Financial records covered in the Financial Management section.
Reminder: If a record serves multiple purposes (such as an invoice that itemizes costs of services
and documents maintenance performed), it must be retained according to the longer of the
applicable retention periods.
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2.8 MAINTENANCE
The activity of performing legally required or voluntary actions on assets owned or used by the agency aimed at preventing unsafe conditions, advancing
security, reducing equipment decline/failure, and avoiding unnecessary loss. Includes routine, preventive, scheduled, and unscheduled repair, remediation, and
abatement. Excludes records documenting financial transactions which are covered in the Financial Management section of CORE.

DISPOSITION

RETENTION AND
AUTHORITY DESCRIPTION OF RECORDS DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS2012-040 | Maintenance — Minor Non-Regulated Retain for 3 years after end of NON-ARCHIVAL
Rev. 0 Records documenting maintenance performed on assets owned, used, or maintained by the | fiscal year NON-ESSENTIAL
agency that is minor in nature and NOT required by a regulatory agency. Includes minor then OPR
maintenance on structures and infrastructure (buildings, roads, bridges, equipment, Destroy.

vehicles/vessels/aircraft, IT hardware, etc.). Includes work performed by contractors.

Minor non-regulated maintenance may include, but is not limited to:
e Custodial, floor and window cleaning, lawn/gardening, indoor plant care, etc.;
e Painting, furniture upholstery/refinishing, etc.;
¢ Vehicle and equipment oil changes, tune-ups, filters, tires, etc.

Includes, but is not limited to:
e Service, repair and maintenance records (minor non-regulated);
e Related correspondence/communications, work orders, lists/logs, and reports.

Excludes:

e Maintenance records covered more specifically in CORE and sector schedules, such as
GS2012-039 and GS2012-031;

e Capital improvements (redesigns, remodels, renovations, improvements, betterments,
and increases in efficiency) covered by GS50-18-10, Construction Project Files;

e Pesticide application covered by GS50-18-43;

e Contracts and agreements covered in the Contracts/Agreements section;

e Financial records covered in the Financial Management section.

Reminder: If a record serves multiple purposes (such as an invoice that itemizes costs of services
and documents maintenance performed), it must be retained according to the longer of the
applicable retention periods.
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2.9 PLANNING
The activity of assessing the need for, and strategizing the acquisition, use, and disposal of, the agency’s physical assets (facilities, land, equipment,
vehicles, supplies, hazardous materials, etc.) and intangible assets (copyrights, easements, water and timber rights, etc.).
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS :EQENT:)ON ‘LEN% DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS2012-041 | Capital Construction Projects — Preliminary Plans (Project Not Completed) Retain for 6 years after decision ARCHIVAL
Rev.0 Records relating to the preliminary planning of the agency’s capital construction projects not to proceed (Appraisal Required)
where the project is not completed. then NON-ESSENTIAL
Includes, but is not limited to: Transfer to Washington State OPR
e Preliminary drawings and specifications; Archives for appraisal and
e Public meeting materials (handouts, comments, etc.); selective retention.
e Communications between contractors, consultants, public, etc.
Excludes project plans covered by records series in the Acquisition or Construction sections.
GS50-06A-01 | IT Applications — Planning and Review Retain for 6 years after NON-ARCHIVAL
Rev. 3 Records documenting the planning and post-implementation review of the agency’s finalization of project NON-ESSENTIAL

computer software applications, databases, and websites (internet and intranet).

Includes, but is not limited to:

e Requirements and objectives documents/statements;
Feasibility studies;

Charter, cost/benefit analyses, investment plans;

e Post-implementation reviews/evaluations/recommendations.

Excludes records covered by IT Applications — Technical Design and Implementation (DAN
GS50-06A-03).

then
Destroy.

OPR
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2.9 PLANNING

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

management of its physical and intangible assets.

Includes, but is not limited to:
e Forecasting, needs assessment, feasibility studies, surveys and reports;
e Goals and objectives, long-range vision;
e Annual review.
Excludes:
e Final versions of long-range asset plans covered by GS51-07-15;
e Preliminary plans for projects covered by GS2012-041 or GS50-18-10;

Excludes financial records relating to successful levy and bond proposals which are covered
by Financial Transactions — Bond, Grant, and Levy Projects (GS2011-183).

version completed
then
Destroy.

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS :Egi:\'lr-:-(l)cl)\lNAAc:l':i)N DESIGNATION
NUMBER (DAN) DISP:
GS2012-042 | Long-Range Asset Plans (Development) Retain for 6 years after final NON-ARCHIVAL
Rev. 0 Records relating to the development of the agency’s long-range strategic plan(s) for the NON-ESSENTIAL

OPR

2. ASSET MANAGEMENT

Page 83 of 196




HSNS

Office of the Secretary of State
Washington State Archives

Local Government Common Records Retention Schedule

Version 4.1 (August 2020)

for agency business

2.9 PLANNING
The activity of assessing the need for, and strategizing the acquisition, use, and disposal of, the agency’s physical assets (facilities, land, equipment,
vehicles, supplies, hazardous materials, etc.) and intangible assets (copyrights, easements, water and timber rights, etc.).
AUTHORITY DESCRIPTION OF RECORDS  JETENTION AND DESIGNATION
NUMBER (DAN)
GS51-07-15 | Long-Range Asset Plans (Final Version) Retain until superseded ARCHIVAL
Rev. 1 Final version of the agency’s long-range strategic plan(s) for the management of its physical then (Appraisal Required)
and intangible assets. Transfer to Washington State NON-ESSENTIAL
Includes, but is not limited to: Archives for appraisal and OPR
e Capital facilities/improvement plans; selective retention.
e Comprehensive solid waste plans prepared in accordance with RCW 70.95.080;
e Environmental and conservation plans;
e Transportation plans (such as comprehensive transportation plans approved by the
legislative body in accordance with RCW 35.77.010, Transportation Improvement Plans
(TIP) prepared in accordance with RCW 36.81.121, Annual Construction Program (ACP)
prepared in accordance with RCW 36.81.130, etc.).
Excludes:
e Plans retained as part of the records of the governing body and retained in accordance
with GS50-05A-13, Meetings — Governing/Executive;
¢ Plans held by the county engineer and covered by GS2012-031;
e Agency-wide strategic plans covered by GS2010-080;
e Project plans covered in the Construction section.
GS2012-043 | Short-Term/Routine Asset Plans Retain until no longer needed NON-ARCHIVAL
Rev.0 Records relating to the routine, short-term planning and management of the agency’s NON-ESSENTIAL

physical and intangible assets, where not covered by a more specific records series. then OFM
Excludes project plans covered by records series in the Acquisition or Construction section. Destroy.



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

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

the legislative authority) by federal, state or local law, or by court order/rule, which are
related to the agency’s assets, and which are not covered by a more specific records series.

Includes, but is not limited to:
e Reports/forms/certificates/lists; submission confirmation, correspondence, inquiries, etc.;
¢ Relocation assistance/real property acquisition and displacement activities reports
submitted to federal agencies in accordance with 49 CFR § 24.9 and WAC 468-100-009;
e Bridge and road inspection/maintenance reports/plans required to be submitted or filed
with a regulatory agency by federal and/or state statute.

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

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

NON-ESSENTIAL
OPR
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2.11  SECURITY

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

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS2010-002 | Authorization — Employee Access Retain for 6 years after NON-ARCHIVAL
Rev. 1 Records documenting the authorization of employee (includes contractors and volunteers) | termination of user’s access ESSENTIAL
access to agency structures, infrastructure, equipment, supplies, electronic systems, or (for Disaster Recovery)
L. . . OPR
networks, applications, electronic and physical records/data. 6 years after system or asset no
Includes, but is not limited to: longer in use, whichever is
e Requests and approvals for access and permissions; sooner
e Assignment of security identification badges, building/card keys, access codes, etc. then
Excludes “day only” authorizations (security tag clipped to jacket, etc.) issued to contract and | Destroy
temporary employees, which are covered by GS50-06B-20.
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2.11 SECURITY
The activity of protecting the local government agency’s assets against danger, loss, or threat. Includes structures (buildings, schools, power plants, park
facilities, transit centers, etc.), infrastructure (roads, sidewalks, bridges, runways, helipads, water, sewer, drainage and lighting systems, etc.),
equipment (motor pool cards, transit vehicles, etc.), and information systems (IT software, networks, etc.).

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS2010-008 | Security Incidents and Investigations Retain for 6 years after NON-ARCHIVAL
Rev. 1 Records documenting security incidents and investigations relating to agency structures, investigation completed or NON-ESSENTIAL
infrastructure, vehicles, equipment, supplies, electronic systems, networks, applications, matter resolved, whichever is OPR
electronic and physical records/data. later
Incident documentation may include, but is not limited to: then
e Intrusion and event logs; surveillance recordings; photographic evidence; Destroy.
e Weapons confiscation logs; vandalism reports; voicemail messages;
e Staff/contractor/volunteer/visitor access/entry logs, swipe card data, login records, etc.
Investigation documentation may include, but is not limited to:
e Witness (and other) statements;
e Reports (to law enforcement, agency management, regulating authority, etc.);
e Corrective action taken; decision not to proceed with investigation;
e Correspondence, notes, recorded information.
Excludes accidents/incidents involving injuries to individuals which are covered in the Risk
Management or Employee Benefits sections.
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2.11 SECURITY
The activity of protecting the local government agency’s assets against danger, loss, or threat. Includes structures (buildings, schools, power plants, park
facilities, transit centers, etc.), infrastructure (roads, sidewalks, bridges, runways, helipads, water, sewer, drainage and lighting systems, etc.),
equipment (motor pool cards, transit vehicles, etc.), and information systems (IT software, networks, etc.).
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS50-06B-20 | Security Monitoring — Employee and Public Access Retain for 3 years after date of NON-ARCHIVAL
Rev. 1 Records documenting employee (includes contractors and volunteers) and public access to | report or last log entry NON-ESSENTIAL
agency structures, infrastructure, equipment, supplies, electronic systems, networks, then OFM
applications, electronic and physical records/data. Destroy.
Includes, but is not limited to:
e Staff and visitor access/entry logs, swipe card data, etc.;
e Information system login records (audit logs), etc.
Excludes surveillance recordings covered by GS50-06B-18 and routine security monitoring
covered by GS2010-009.
Note: If an incident occurs, records are covered by GS2010-008 or other relevant investigation
case file series.
GS2020-009 | Security Monitoring — Employee and Public Access (COVID-19 Checks/Logs) Retain until no longer needed NON-ARCHIVAL
Rev.0 for agency business NON-ESSENTIAL

Records documenting COVID-19 related checks/logs of staff and visitors to agency facilities,

such as: then OFM
e Wellness/temperature checks; Destroy.
e Contact details captured solely for tracing purposes;
e Records relating to contact tracing by the agency.

Excludes records covered by Security Monitoring — Employee and Public Access (DAN GS50-

06B-20).
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2.11 SECURITY
The activity of protecting the local government agency’s assets against danger, loss, or threat. Includes structures (buildings, schools, power plants, park
facilities, transit centers, etc.), infrastructure (roads, sidewalks, bridges, runways, helipads, water, sewer, drainage and lighting systems, etc.),
equipment (motor pool cards, transit vehicles, etc.), and information systems (IT software, networks, etc.).

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS2010-009 | Security Monitoring — Routine Retain until determined that no NON-ARCHIVAL
Rev. 1 Records relating to the routine security monitoring of the agency’s buildings, resources, and | security incident has occurred, NON-ESSENTIAL
information systems (network/system/data). then OFM
Includes, but is not limited to: Destroy.

e Intrusion and event logs, intrusion alarm reports, etc.
e Security patrol logs.
Excludes records covered by GS50-06B-20 and GS50-06B-18.

Note: If an incident occurs, records are covered by GS2010-008 or other relevant investigation
case file series.

GS50-06B-18 | Security Monitoring — Oversight/Surveillance Recordings Retain for 30 days after last NON-ARCHIVAL
Rev. 1 Security recordings monitoring the agency’s infrastructure, buildings, vehicles, equipment, recording NON-ESSENTIAL
etc., where not covered by a more specific records series. or OFM

until determined that no
security incident has occurred,

Includes, but is not limited to:
e Audio/visual recordings (digital or analog);
o Data generated by navigational and/or tracking devices used to track and/or verify vehicle | Whichever is sooner
routes, locations, or actions, such as Global Positioning System (GPS) tracking data, then
automatic vehicle locator (AVL) data, etc. Destroy.

Excludes surveillance recordings covered in sector schedules.

Note: If an incident occurs, records are covered by GS2010-008 or other relevant investigation
case file series.
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2.12 USAGE AND OPERATIONS
The activity of the local government agency (staff, contractors and volunteers) using (or granting temporary authority to use) its assets (buildings,
vehicles, equipment, goods, materials, resources, etc.).
AUTHORITY DESCRIPTION OF RECORDS  JETENTION AND DESIGNATION
NUMBER (DAN)
GS2010-004 | IT Automated/Scheduled Tasks Retain until no longer needed NON-ARCHIVAL
Rev. 1 Records relating to scheduled, computer-driven tasks including, but not limited to: for agency business NON-ESSENTIAL
e Event logs; then OFM
e Run reports and requests; Destroy.
e Task schedules;
e Successful completion reports.
GS2010-005 | IT Helpdesk Requests Retain for 1 year after NON-ARCHIVAL
Rev. 1 Records relating to employee (includes contractors and volunteers) requests for advice and | finalization of request NON-ESSENTIAL
assistance in using information technology systems and applications. then OFM
Note: Maintenance and repair of IT hardware is covered by DAN G52012-039 or G52012-040. Destroy.
GS50-06A-05 | IT Systems Usage Retain for 1 year after activity NON-ARCHIVAL
Rev. 2 Records relating to the usage of the agency’s information technology and communication then NON-ESSENTIAL
systems to ensure appropriate use. Destroy. OFM
Includes, but is not limited to:
e Internet activity logs (sites visited, downloads/uploads, video/audio streaming, etc.);
¢ Fax and telephone logs.
Note: The content of records created or received by employees (includes contractors and
volunteers) must be retained for the current approved minimum retention period(s).
GS50-06B-09 | Operating Manuals Retain until disposition of asset NON-ARCHIVAL
Rev. 1 Operating manuals, specifications, vendor statements, and other related documentation for then ESSENTIAL
assets owned, used or maintained by the agency where not covered by a more specific Destroy (for Disaster Recovery)
records series in CORE or sector schedules. or OFM
Transfer to new owner.
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2.12 USAGE AND OPERATIONS
The activity of the local government agency (staff, contractors and volunteers) using (or granting temporary authority to use) its assets (buildings,
vehicles, equipment, goods, materials, resources, etc.).

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS :E‘IENT(')ON ‘ZN% DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS2014-029 | Tenant Files (Residential Housing) Retain for 6 years after NON-ARCHIVAL
Rev.0 Records relating to residential tenants in buildings/units owned, used or maintained by termination of lease/agreement | NON-ESSENTIAL

agencies where public housing/low-income housing subsidies are NOT provided pursuant
to Title 24 CFR.

Residential housing may include, but is not limited to:

e Unsubsidized housing;

e HCFP Rural Rental Housing, Farm Labor Housing, Rural Rental Assistance, or other housing
programs regulated by the United States Department of Agriculture (USDA) pursuant to
7 CER § XXXV;

e Rural Housing Stability Assistance Program regulated by the U.S. Department of Housing
and Urban Development (HUD) pursuant to Subtitle D of Title IV of the McKinney-Vento
Homeless Assistance Act (42 USC § 11408).

Includes, but is not limited to:
e Application, background check, etc.;
e Correspondence with tenants (including notifications, complaints and responses, notices
of entry of dwelling unit during tenancy, etc.);
e Executed lease/agreement;
¢ Inspections.

Excludes:
e Tenant files for housing programs provided pursuant to Title 24 CFR, which are covered in
the Housing Authorities Records Retention Schedule.
e Damage claims and collections covered by CORE series GS50-01-10 and GS50-03B-14.

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

or
6 years after conditions of grant
satisfied (if applicable),
whichever is later

then
Destroy.

OPR

2. ASSET MANAGEMENT
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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 authority to use) its assets (buildings,
vehicles, equipment, goods, materials, resources, etc.).

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

e Materials disbursement, supplies drawn from central stores, stores reports, etc.;
e Pit and quarry material control files.

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

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

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

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

3.1 ACCOUNTING
The activity relating to the creation of financial records of agency business transactions and the preparation of statements concerning the assets,
liabilities, and performance of the local government agency.
Tmﬂlﬁy DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS51-02-01 | ACCOUNTS PAYABLE CONTROL WORKSHEET 1 month NON-ARCHIVAL
Rev. 0 Lists invoice totals and taxes. Used to balance against computer generated warrant register. NON-ESSENTIAL
OFM
GS50-03B-10 | APPLICATION FOR DUPLICATE INSTRUMENT, AFFIDAVIT, AND BOND 6 years NON-ARCHIVAL
Rev. 0 Authority to issue duplicated check or warrant in case of loss or destruction. Notarized oath NON-ESSENTIAL
that original was lost or destroyed and request for replacement. OPR
GS2012-046 | Billing Stubs Retain for 4 years after end of NON-ARCHIVAL
Rev. 0 Records accompanying payments submitted by customers to the agency noting the fiscal year NON-ESSENTIAL
amounts, methods, and/or details of the payments (billing stubs, remittance advices, or OFM
payment stubs, etc.). until completion of State
Note: Billing stubs bundled or filed with records requiring longer minimum retention periods Auditor's examination report,
(such as GS2011-184 or G52011-183) must be retained for the longer retention period(s). whichever is sooner
then
Destroy.

3. FINANCIAL
MANAGEMENT
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3.1 ACCOUNTING

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

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

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS :E‘;ENT:)ON ‘LEN% DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS50-03B-14 | Financial Disputes and Collections — General Retain for 6 years after matter NON-ARCHIVAL
Rev. 3 Records relating to financial disputes and attempts to collect funds, where not related to real | resolved NON-ESSENTIAL
property ownership, and where litigation has not commenced. then OPR
Includes, but is not limited to: Destroy.

e Accounts receivable and payable;

¢ Correspondence, research, invoices/statements, notices, proof of mailing, account
closure;

e Damage and loss claims (purchasing);

e Lien filings (and releases) and other actions;

¢ Settlement documentation;

¢ Warrants/checks returned due to non-sufficient funds (NSF).

Excludes records covered by:
e Appeals Hearings — Local Decision-Making Bodies (General) (DAN GS2011-173);
e Evictions, Liens, Foreclosures, Condemnations (DAN GS55-05A-09).

Note: If litigation commences, these records become part of the litigation 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 statements concerning the assets,
liabilities, and performance of the local government agency.

DISPOSITION

RETENTION AND
AUTHORITY DESCRIPTION OF RECORDS DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS2011-183 | Financial Transactions — Bond, Grant, and Levy Projects Retain for 6 years after final NON-ARCHIVAL
Rev. 2 Records documenting all resources received and expended by the agency for bond-, levy-, bond payment NON-ESSENTIAL

and/or grant-funded projects. Also includes authorized debt financing. or OPR
Includes, but is not limited to: 6 years after completion of
e Cancelled (and voided) checks, credit card slips, project cost record, etc., for capital levy/grant project
assets constructed by the local government agency; or
o Contracts and agreements (for non-capital assets only); includes negotiations, compliance | terms of grant agreement,
monitoring, etc.; whichever is later
e Documents supporting purchase/acquisition/construction and disposition/sales prices; then
« Financial statements and reports (cash receipts transmittals, daily cash report/summary, | Destroy.
expenditure transactions, treasurer/finance officer reports, etc.);
e Grant/scholarship announcements, applications, evaluation summaries, award
notifications, etc., for funds awarded or received by the local government agency;
e Project cost/expenditure tracking record (staff time, etc.);
e Registers and journals for all funds and functions (including numerical listing of
checks/warrants/vouchers, etc.);
¢ Revenue bonds and coupons, registers, etc.;
e Trust indenture, loan agreement, etc.
Excludes:
¢ Sensitive Cardholder Data covered by GS2014-030;
e Contracts and agreements involving the agency’s capital assets which are covered by
GS55-05A-06 and GS2011-169;
e General and subsidiary ledgers covered by GS50-03A-15;
¢ Unsuccessful grant/scholarship applications covered by GS50-03C-07.
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3.1 ACCOUNTING

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

DISPOSITION
AUTHORITY
NUMBER (DAN)

DESCRIPTION OF RECORDS

RETENTION AND
DISPOSITION ACTION

DESIGNATION

GS2011-184
Rev. 3

Financial Transactions — General
Records documenting all resources received and expended by the agency provided that
receipts and expenditures are not for bond, grant or levy projects.

Includes, but is not limited to:

e Purchase and sales (purchase/field orders, bills of sale, receipts, cash books, remittance
advices, vouchers, fiscal purchasing/receiving documents, etc.); donations;

¢ Billing statements; billing summaries (registers/ledgers); adjustments to accounts (error
corrections, overpayment refunds, conservation rebates, etc.); delinquent accounts lists;

e Financial statements and reports (cash receipts transmittals, daily cash report/summary,
expenditure transactions, treasurer/finance officer, etc.);

e Registers and journals (general and subsidiary) for all funds and functions;

e Check/warrant registers;

e Documentation of non-monetary gifts/donations (other than capital or tracked assets);

e Petty cash.

Excludes records covered by:
e Annual Financial Reports (DAN GS50-03D-02);
e Capital Assets (Other) and Non-Capital Tracked Assets (DAN GS2012-030);
e Contracts and Agreements — Capital Assets (Non-Real Property) (DAN GS2011-169);
e Contracts and Agreements — General (DAN GS50-01-11);
e Financial Transactions — Bond, Grant, and Levy Projects (DAN GS2011-183);
e Financial Transactions — Sensitive Cardholder Data (DAN GS2014-030);
e General and Subsidiary Ledgers (DAN GS50-03A-15);
o Utility meter readings covered in the Utility Services Records Retention Schedule.

Retain for 6 years after end of
fiscal year

then
Destroy.

NON-ARCHIVAL
NON-ESSENTIAL
OPR
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3.1 ACCOUNTING

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

DISPOSITION
AUTHORITY
NUMBER (DAN)

DESCRIPTION OF RECORDS

RETENTION AND
DISPOSITION ACTION

DESIGNATION

GS2014-030
Rev. 1

Financial Transactions — Sensitive Cardholder Data

Specific Sensitive Cardholder Data elements obtained during electronic financial transactions
where the agency stores, processes, or transmits cardholder data received via point of sale
systems, phone, email, internet, paper, etc.

Sensitive Cardholder Data elements include:

e Primary Account Number (PAN) and credit card number, if different;

e Sensitive Authentication Data (SAD) as defined by the Payment Card Industry Data
Security Standard (PCI DSS). Includes full track data, PIN/PIN blocks, and 3- or 4-digit
customer identification (CID) number printed on the front or back of payment card such
as Card Identification Number (CIN), Card Verification Value (CVV), or Card Validation
Code (CVC).

Excludes data elements other than PAN and SAD that are received by the agency (such as
transaction number, date, amount, etc.), which must be retained pursuant to G52011-183,
GS2011-184, or other applicable DAN.

Note: For additional information, please see Washington State Archives’ Records Management
Advice, Sensitive Cardholder Data Obtained During Payment Card Transactions.

Retain until completion of
transaction

then
Destroy.

NON-ARCHIVAL
NON-ESSENTIAL
OFM

3. FINANCIAL
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https://www.pcisecuritystandards.org/
https://www.pcisecuritystandards.org/documents/navigating_dss_v20.pdf
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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 statements concerning the assets,
liabilities, and performance of the local government agency.

‘AuTHORITY DESCRIPTION OF RECORDS  RETENTIONAND | DESIGNATION
NUMBER (DAN)
GS50-03A-15 | General and Subsidiary Ledgers Retain for 6 years after end of NON-ARCHIVAL
Rev. 1 General and subsidiary ledgers documenting the agency’s assets, liabilities, revenues, fiscal year ESSENTIAL
expenditures, gains and losses. or (for Disaster Recovery)
Note: If your agency has ledgers from the 1800’s, please contact Washington State Archives 6 years after final bond OFR
before destroying. payment
or
6 years after completion of
levy/grant project
or
terms of grant agreement,
whichever is later
then
Destroy.
GS50-03C-07 | Grant/Scholarship Applications — Not Approved Retain for 1 year after notify- NON-ARCHIVAL
Rev. 1 Records relating to unsuccessful grant and scholarship applications received or submitted by | cation of denial received or sent | NON-ESSENTIAL

the local government agency. Records may include applications, evaluations, denial
notifications, etc.

then
Destroy.

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 statements concerning the assets,
liabilities, and performance of the local government agency.

AuTHORITY DESCRIPTION OF RECORDS  JETENTION AND | DESIGNATION
NUMBER (DAN)
GS50-03A-33 | Investment Monitoring (Mandatory) Retain for 6 years after end of NON-ARCHIVAL
Rev. 1 Records relating to the monitoring of funds held and/or invested by the agency where fiscal year and no longer NON-ESSENTIAL
required by regulatory agencies. needed for agency business OPR
Includes, but is not limited to: then
e Reports reflecting the monitoring and review of fund(s); Destroy.
¢ Performance and reports, asset review, etc;
¢ Related correspondence/communications.
Funds include, but are not limited to:
e Self-insured retirement system investment portfolios (domestic and international
equities, domestic fixed income, real estate, venture and cash equivalents, etc.);
e Health care, industrial insurance, unemployment, group term life, etc.
Excludes records covered by:
e Banking — Accounts and Transactions (GS2011-185).
e Contracts and Agreements — General (GS50-01-11) (broker and banking contracts, etc.).
GS50-03B-09 | STATEMENTS OF BOND OR OTHER COLLATERAL SECURITY POSTED BY BANK (or other 3 years NON-ARCHIVAL
Rev. 0 depository) NON-ESSENTIAL
OPR
GS50-03A-28 | TRIAL BALANCES 3 years NON-ARCHIVAL
Rev. 0 NON-ESSENTIAL
OFM

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 statements concerning the assets,
liabilities, and performance of the local government agency.
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS55-05B-32 | Unclaimed Property — Funds Held by Agency Retain for 6 years after property | NON-ARCHIVAL
Rev. 1 Records relating to the return of unclaimed property to its legal owner in accordance with claimed NON-ESSENTIAL
the Uniform Unclaimed Property Act, chapter 63.29 RCW, where the funds are not submitted | then OPR
to the Department of Revenue (DOR) in accordance with RCW 63.29.190. Destroy.
Includes, but is not limited to:
e Research and investigative records;
e Correspondence, registered mail receipts, last known address, etc.;
e Transmittal of abandoned intangible property to the agency’s general fund pursuant to
RCW 63.29.135.
Excludes records covered by Unclaimed Property — Funds Remitted to Department of
Revenue (DAN GS55-05B-31).
Note: Retention based on the requirement that “... the local government shall remain liable to
pay the intangible property to a person or entity subsequently establishing its ownership of this
intangible property" (RCW 63.29.135).
GS55-05B-31 | Unclaimed Property — Funds Remitted to Department of Revenue Retain for 6 years after report NON-ARCHIVAL
Rev. 1 Records relating to unclaimed property where the funds are submitted to the Department of | filed and funds remitted to DOR | NON-ESSENTIAL

Revenue (DOR) in accordance with the Uniform Unclaimed Property Act, chapter 63.29 RCW.

Includes, but is not limited to:

e Research and investigative records;

e Correspondence, registered mail receipts, last known address, etc.;
e Remittance of funds to Department of Revenue (RCW 63.29.190).

Excludes records covered by Unclaimed Property — Funds Held by Agency (DAN GS55-05B-

then
Destroy.

OPR

32).
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3.2 AUDITING
The activity of verifying the accuracy of the local government agency’s financial accounts.
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS50-03F-01 | AUDIT SUBJECT/REFERENCE FILES Destroy when obsolete or NON-ARCHIVAL
Rev.0 Cumulative data on departments and audit issues. superseded NON-ESSENTIAL
OFM
GS50-03F-02 | FISCAL AND PERFORMANCE AUDIT REPORTS 6 years ARCHIVAL
Rev. 0 Final report of audit findings (Appraisal Required)
NON-ESSENTIAL
OPR
GS50-03A-26 | STATE AUDITOR’S EXAMINATION REPORT Retain until no longer needed NON-ARCHIVAL
Rev.1 Note: This record is retained permanently by the Office of the State Auditor in accordance with its | for agency business NON-ESSENTIAL
records retention schedule. then OFM
Destroy.
GS50-03F-03 | TECHNICAL REFERENCE MATERIALS — INTERNAL AUDIT Destroy when obsolete or NON-ARCHIVAL
Rev.0 Audit related publications and documents gathered for reference. superseded NON-ESSENTIAL

OFM

3. FINANCIAL
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3.3

BANKING

The activity of transacting monetary exchanges with a financial institution.

DISPOSITION
AUTHORITY
NUMBER (DAN)

DESCRIPTION OF RECORDS

RETENTION AND
DISPOSITION ACTION

DESIGNATION

GS2011-185
Rev. 0

Banking — Accounts and Transactions
Records relating to the agency’s banking activities and documenting its banking transactions.

Includes, but is not limited to:
e Checks and warrants issued by the agency (if returned by bank);
e Deposits and withdrawals (including Electronic Funds Transfers (EFT), International
Money Transfers (IMT), Automated Clearing House (ACH), etc.);
e Records documenting the status of and adjustments to accounts;
e Statements (bank, dividend, investment, etc.) and reconciliations;
e Stop payment reports/requests (and supporting documentation).
Excludes records covered by:
e Banking — Deposited Items (GS2011-186);
e Contracts and Agreements — General (GS50-01-11) (master depository contract, etc.).
e Financial Transactions — Bond, Grant, and Levy Projects (DAN GS2011-183) (cancelled and
voided checks for capital assets constructed by the agency, etc.).

Retain for 6 years after end of
fiscal year

then
Destroy.

NON-ARCHIVAL
NON-ESSENTIAL
OPR

GS2011-186
Rev. 0

Banking — Deposited Items
Negotiable instruments received by the agency and deposited to the bank in a different
format.
Includes, but is not limited to:
e Original paper checks/warrants imaged using Remote Deposit Capture (RDC) or Imaged
Cash Letter (ICL), or returned by the bank after redemption;
¢ Images of checks/warrants created in lieu of depositing the original item (such as imaged
cash letter (ICL)).

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

Retain until deposit verified by
bank

then
Destroy.

NON-ARCHIVAL
NON-ESSENTIAL
OPR
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34 BUDGET
The activity of determining estimates of the local government agency’s future revenue and expenditures.
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS50-03D-01 | ANNUAL ESTIMATE OF REVENUE AND EXPENDITURES 2 years NON-ARCHIVAL
Rev. 0 NON-ESSENTIAL
OFM
GS50-03D-03 | BUDGET DEVELOPMENT OR WORKING FILES Destroy when obsolete or NON-ARCHIVAL
Rev.0 Background information and draft documents compiled in the course of budget preparation. | superseded. NON-ESSENTIAL
OFM
GS50-03D-04 | BUDGET FORECAST REPORTS 1 year NON-ARCHIVAL
Rev. 0 NON-ESSENTIAL
OFM
GS50-03D-05 | BUDGET OFFICER'S MONTHLY REPORT TO GOVERNING COUNCIL, COMMISSION, OR BOARD | 6 years NON-ARCHIVAL
Rev. 0 NON-ESSENTIAL
OPR
GS50-03D-06 | BUDGET STATUS REPORT 3 years or until completion of NON-ARCHIVAL
Rev. 0 Includes all types of periodic budget status reports compiled by all units of local government | State Auditor’s examination NON-ESSENTIAL
as per statute, charter, or agency policy. report OFM
GS50-03D-07 | DEPARTMENTAL BUDGET REQUESTS 2 years NON-ARCHIVAL
Rev. 0 NON-ESSENTIAL
OFM
GS50-03D-08 | FINAL BUDGET Clerk of governing council, ARCHIVAL
Rev. 0 commission or board - (Appraisal Required)
PERMANENT NON-ESSENTIAL
OFM
GS50-03D-10 | PRELIMINARY BUDGETS 2 years NON-ARCHIVAL
Rev. 0 NON-ESSENTIAL

OFM
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3.5 PAYROLL
The activity relating to the monetary compensation of employees on a periodic basis.
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS :E‘IENT(')ON ‘ZN% DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS50-03E-01 | Employee Pay — Authorizations and Deductions Retain for 6 years after NON-ARCHIVAL
Rev. 1 Records relating to authorizations for and reductions to individual employee salary/wages completion of transaction, NON-ESSENTIAL

where authorized by the employee or required by court order.

Includes, but is not limited to:
e Court orders (for garnishment or other liens/attachments, child support, etc.);
e Direct deposit (authorization, removal, change of banks, etc.);
e Voluntary deductions (charitable donations, parking, etc.);
¢ Related correspondence/communications.

Excludes records covered by:
o Employee Retirement/Pension Verification (DAN GS2017-009);
e Internal Revenue Service (IRS) — Employee Forms (DAN GS2017-006);
e Reporting/Filing (Mandatory) — Internal Revenue Service (IRS) (DAN GS50-03A-17).

termination of authorization, or
satisfaction of order

and
no longer needed for agency
business

then
Destroy.

OPR
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3.5 PAYROLL
The activity relating to the monetary compensation of employees on a periodic basis.
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS50-03E-15 | Employee Pay — History Retain for 4 years after end of NON-ARCHIVAL
Rev. 1 Records relating to the pay history of individual employees. fiscal year ESSENTIAL
for Di R
IMPORTANT: Some of these records may be needed for retirement verification purposes. and (for 'Sasée;RecoverY)
Do not destroy before consulting with your agency’s retirement benefits manager. no Ipnger peedgd for agency
Includes, but is not limited to: business (including retirement
’ . benefit verification)
e Documentation of employee pay status; th
e Payroll deductions (taxes, insurance, retirement, miscellaneous); en
. . Destroy.
e Time cards and time sheets.
Excludes records covered by:
e Employee Pay — Authorizations and Deductions (DAN GS50-03E-01);
e Employee Retirement/Pension Verification (DAN GS2017-009);
e Employee Pay — Internal Revenue Service (IRS) Forms (DAN GS2017-006);
e Reporting/Filing (Mandatory) — Internal Revenue Service (IRS) (DAN GS50-03A-17).
GS2017-006 | Employee Pay — Internal Revenue Service (IRS) Forms Retain for 4 years after obsolete | NON-ARCHIVAL
Rev. 0 Records relating to the Internal Revenue Service forms that are held by the agency and used | or superseded NON-ESSENTIAL

to request/authorize employee tax withholding/exemptions.
Includes, but is not limited to:

o W-4 (W-4P, W-4S, W-4V) — Employee/recipient income tax Withholding Allowance
Certificates;
o W-9 — Request for Taxpayer ID Number and Certification.

Excludes records covered by Reporting/Filing (Mandatory) — Internal Revenue Service (IRS)
(DAN GS50-03A-17).

then
Destroy.

OFM
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3.5 PAYROLL

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

DISPOSITION

. Sﬂgm\n DESCRIPTION OF RECORDS DI::;E:\_'rT:)C:\INAAg%N DESIGNATION
GS50-03E-02 | Payroll Processing, Distribution and Reporting Retain for 3 years after end of NON-ARCHIVAL
Rev. 1 Records relating to the processing of payroll. Includes verification of actions, detailing of fiscal year NON-ESSENTIAL
payroll cost distributions, and ensuring accuracy and accountability. and OFM
Includes, but is not limited to: completion of State Auditor’s
¢ Detail reports, year-to-date costs and cumulative summary expense reports; examination report, whichever
e Listings of payroll deductions; is later
e Status of and adjustments to accounts; then
e Payroll distribution, warrant distribution log/sheet, etc. Destroy.
e Reports and transmittal of funds to state agencies (such as Departments of Retirement
Systems (DRS), Labor & Industries (L&I), Employment Security (ESD), etc.).
Excludes records covered:
e Employee Pay — Authorizations and Deductions (DAN GS50-03E-01);
e Employee Pay — History (DAN GS50-03E-15);
e Employee Retirement/Pension Verification (DAN GS2017-009);
e Reporting/Filing (Mandatory) — Internal Revenue Service (IRS) (DAN GS50-03A-17).
GS50-03E-22 | Payroll Register Retain for 6 years after end of NON-ARCHIVAL
Rev. 1 Official record of the agency’s payroll. fiscal year ESSENTIAL
IMPORTANT: This record may be needed for retirement verification purposes. Do not and (for D'Sas(;e;:ecovery)

destroy before consulting with your agency’s retirement benefits manager.

Excludes records covered by Employee Retirement/Pension Verification (DAN GS52017-009).

no longer needed for agency
business (including retirement
benefit verification)

then
Destroy.
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3.6 PLANNING

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

DISPOSITION

RETENTION AND
AUTHORITY DESCRIPTION OF RECORDS DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS2012-048 | Impact Fees — Rate Setting Retain for 6 years after rates NON-ARCHIVAL
Rev. 0 Records relating to setting impact fee rates for the collection of taxes by regulatory superseded NON-ESSENTIAL
authorities. Includes inquiries, notifications, etc. then OPR
Includes, but is not limited to, fees calculated for collection pursuant to: Destroy.
e RCW 36.73.120, Transportation improvements;
e RCW 39.92.050, Transportation Impact Fee;
e RCW 82.02.050, Impact fees — Intent — Limitations;
e RCW 36.70A.350, Growth Management Act;
e RCW 43.21C.060, State Environmental Policy Act;
e RCW 58.17.110(2)(b), State Subdivision Act.
Excludes approvals by governing bodies, and capital facilities plans covered elsewhere in
CORE.
GS2011-187 | Internal Service Fund — Rate Setting Retain for 4 years after rates NON-ARCHIVAL
Rev.0 Records relating to setting rates for goods and services provided by the local government superseded NON-ESSENTIAL
agency to itself on a cost-reimbursement basis through an internal service fund. May include | then OPR
motor pools, information technology, purchasing, central stores, duplicating/printing Destroy.

services, etc.

Includes, but is not limited to:
e Cost-allocation basis;
e Actual costs separated from estimated costs.
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3.6 PLANNING

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

operations & maintenance levy and bond proposals. Includes Local Improvement District
(LID) and Road Improvement District (RID) bond projects.

Includes, but is not limited to, preliminary studies, proposals, prospectuses, budget requests,
decision packages, communications, legal opinions, etc.

proceed
then
Destroy.

AUTHORITY DESCRIPTION OF RECORDS  JETENTIONAND DESIGNATION
NUMBER (DAN)
GS53-02-06 | Levy and Bond Planning — Successful Retain for 6 years after final ARCHIVAL
Rev. 1 Records relating to the financial planning of successful capital improvement and/or bond payment or completion of | (Appraisal Required)
operations & maintenance levy and bond proposals. Includes Local Improvement District levy project NON-ESSENTIAL
(LID) and Road Improvement District (RID) bond projects. then OPR
Includes, but is not limited to: Transfer to Washington State
e Preliminary studies, proposals, prospectuses, budget requests, decision packages, etc.; Archives for appraisal and
e Legal opinions; authorizations and certificates for issuance; cancellation and exchange selective retention.
records; bond counsel opinions; other legal documents;
e Communications and documentation related to the issuance of bonds to finance any
capital or other project.
Excludes:
e Receipt and expenditure of levy and bond funds covered by GS2011-183, Financial
Transactions — Bond, Grant and Levy Projects;
e Long-range facilities plans covered by GS51-07-15;
e Asset-specific records covered in the Acquisition/Ownership and Construction sections
(for LID and RID projects, etc.).
e Design and construction records for LID and RID projects covered by GS2012-031, GS55-
05A-06, GS50-18-10, or sector schedules.
GS2011-188 | Levy and Bond Planning — Unsuccessful Retain for 6 years after levy NON-ARCHIVAL
Rev. 1 Records relating to the financial planning of unsuccessful capital improvement and/or failure or decision to not NON-ESSENTIAL

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

OFM
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3.7 PURCHASING

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

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

The activity of acquiring goods and services to accomplish the goals of the agency. May include development and review of product specifications,

receipt and processing of requisitions, bids and proposals (advertising, evaluating and awarding), and inspections of goods received.

DISPOSITION

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

OPR
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3.8 REPORTING

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

DISPOSITION

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

Includes, but is not limited to:

e Progress statements;

e Expenditure of funds;

¢ Periodic, annual, special, and final reports.

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

or

for period required by grant/

program, whichever is later
then

Transfer to Washington State

Archives for appraisal and

selective retention.

NON-ESSENTIAL
OPR
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3.8 REPORTING
The activity of providing financial information as required by regulating authorities.
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS2011-189 | Reporting/Filing (Mandatory) — Financial Management Retain for 4 years after ARCHIVAL
Rev. 1 Records relating to financial management and submitted to regulatory agencies as required | submitted to regulatory agency | (Appraisal Required)
by federal, state or local law, where not covered by a more specific records series. then NON-ESSENTIAL
Includes, but is not limited to: Transfer to Washington State OPR
¢ Reports/forms/certificates/lists; Archl\{es for app')ralsal and
¢ Submission confirmation, correspondence, inquiries, etc. selective retention.
Examples include, but are not limited to:
e Report of known or suspected loss of public funds or assets or other illegal activity filed
with the Office of the State Auditor in accordance with RCW 43.09.185.
GS50-03A-17 | Reporting/Filing (Mandatory) — Internal Revenue Service (IRS) Retain for 5 years after date NON-ARCHIVAL
Rev. 1 Records relating to Internal Revenue Service forms and reports that are submitted to the form/report submitted NON-ESSENTIAL

Internal Revenue Service (IRS) as required by law. Includes records documenting the
transmittal of funds.

Includes, but is not limited to:
e W-2 —Wage and Tax Statement;
o W-3 —Transmittal of Wage and Tax Statements;
940 — Employer’s Annual Federal Unemployment Tax Return (FUTA);
941 — Employer’s Quarterly Federal Tax Return (social security, Medicare, etc.);
1099 — Payments made to non-employees or unincorporated businesses, etc.

Note: The Department of Revenue requires 5 years of tax records pursuant to RCW 82.32.070.
The Internal Revenue Service requires all records of employment taxes for at least four years after
filing the 4t quarter for the year.

then
Destroy.

OPR
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3.9 TAXES
The activity of paying or collecting taxes.
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS50-12D-01 | BUSINESS AND OCCUPATION TAX ACCOUNT LEDGERS 6 years NON-ARCHIVAL
Rev. 0 NON-ESSENTIAL
OPR
GS50-12D-02 | BUSINESS AND OCCUPATION TAX COMPUTATIONS AND LISTINGS 3 years NON-ARCHIVAL
Rev. 0 NON-ESSENTIAL
OFM
GS50-12D-03 | BUSINESS AND OCCUPATION TAX DEBIT AND CREDIT NOTICES 3 years NON-ARCHIVAL
Rev. 0 NON-ESSENTIAL
OFM
GS50-12D-05 | BUSINESS AND OCCUPATION TAX TRANSMITTALS 3 years NON-ARCHIVAL
Rev.0 Documentation of transmittal of tax revenue to finance officer. NON-ESSENTIAL
OFM
GS50-12D-07 | LOCAL IMPROVEMENT DISTRICT ASSESSMENT ROLLS AND LEDGERS Final payment plus 6 years NON-ARCHIVAL
Rev. 0 NON-ESSENTIAL
OPR
GS50-12D-08 | LOCAL IMPROVEMENT DISTRICT TAX STATEMENTS AND RECEIPTS Final payment plus 6 years NON-ARCHIVAL
Rev. 0 NON-ESSENTIAL
OPR
GS50-12D-04 | STATE AND LOCAL TAX RETURNS Retain for 5 years after date of NON-ARCHIVAL
Rev.0 Returns and reports submitted for taxes paid to state and/or local government agencies. filing NON-ESSENTIAL
Includes but is not limited to: Sales Tax, Use Tax, Regional Transit Authority Tax, Food and then OPR
Beverage Tax, Litter Tax, Lodging Tax, State Public Utility Tax, Tobacco Products Tax, Destroy.

Petroleum and Hazardous Substances Tax, Solid Fuel Burning Device Tax, Syrup Tax, and
Enhanced 911 Tax.

Note: Reference RCW 82.32.070.
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4. HUMAN RESOURCE MANAGEMENT

The function of managing the local government agency’s workforce. Throughout this section, “employee” refers to any individual who performs tasks or
assumes responsibilities for or on behalf of the agency regardless of pay status, and includes paid staff (permanent full- or part-time, short-term/term-limited,
contract, temporary, hourly, etc.), volunteers, interns, work-study students, etc.

4.1 AUTHORIZATION/CERTIFICATION
The activity of agency employees receiving authorization/approval, or fulfilling certification requirements, as required by the agency or regulating
authorities for purposes relating to job activities. (Excludes the granting of approval by agencies acting in a regulatory capacity, which is covered in
sector schedules.)

DISPOSITION

RETENTION AND
AUTHORITY DESCRIPTION OF RECORDS DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS2011-190 | Authorizations/Certifications — Employees (General) Retain for 6 years after NON-ARCHIVAL
Rev. 2 Records relating to licenses, permits, accreditations, certifications and other authorizations | authorization/certification NON-ESSENTIAL

acquired by agency employees that are either required by regulating authorities (such as
local, state or federal agencies and/or court order/rule) or required by the agency as a
condition of employment where not covered by a more specific records series.

Includes, but is not limited to:

e Application/confirmation, recertification;

e Violations/corrections;

e Related correspondence/communications, reports, etc.

Examples include, but are not limited to:
e Conflict of interest, outside employment, etc.;
¢ Continuing professional education credits/hours;
e Drivers’ licenses (individual or commercial);
e Required professional certification (flagger, language interpreter, pesticide applicator,
notary, etc.).

Excludes records covered by:
e Authorizations/Certifications — Agency Management (DAN GS50-01-42);
e Authorizations/Certifications — Employees (Hazardous Materials) (DAN GS50-19-09);
e Authorizations/Certifications — Employees (Health Care/Services) (DAN GS2011-191).

superseded or terminated
or

6 years after separation from

agency, whichever is sooner
then

Destroy.

OPR
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4.1 AUTHORIZATION/CERTIFICATION

The activity of agency employees receiving authorization/approval, or fulfilling certification requirements, as required by the agency or regulating
authorities for purposes relating to job activities. (Excludes the granting of approval by agencies acting in a requlatory capacity, which is covered in
sector schedules.)

Tﬁiﬂgggy DESCRIPTION OF RECORDS DI::CT)E:\;T&NAAC':%N DESIGNATION
NUMBER (DAN)
GS50-19-09 | Authorizations/Certifications — Employees (Hazardous Materials Handling) Retain for 50 years after NON-ARCHIVAL
Rev. 2 Records relating to licenses, permits, accreditations, certifications and other authorizations | authorization/certification ESSENTIAL
acquired by employees that relate to the handling of hazardous materials and that are superseded or terminated (for Disaster Recovery)
either required by or received from regulating authorities (local, state, or federal agencies then OPR
and/or courts). Includes trained personnel lists. Destroy.
Note: There is no limitation of action on the agency’s liability for the exposure of individuals to
hazardous materials.
GS2011-191 | Authorizations/Certifications — Employees (Health Care/Services) Retain for 8 years after NON-ARCHIVAL
Rev. 2 Records relating to mandatory licenses, certifications, and authorizations received from authorization superseded or NON-ESSENTIAL

Washington State Departments of Health or Licensing by employees for the provision of
health care or related services.

As specified in RCW 4.16.350, providers include (but are not limited to) physicians, nurses,
psychologists, physical therapists, physician’s assistants, pharmacists, etc. and employees or
agents of licensed individuals (paramedics, EMTs, etc.).

terminated
then
Destroy.

OPR
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4.2 EMPLOYEE BENEFITS

The activity of compensating employees by means other than direct financial compensation. Benefits include vacation & leave, insurance (medical, life,
disability, unemployment, etc.), industrial/workers’ compensation, retirement/pension, non-financial incentives, wellness programs, etc.).

See Financial Management - Payroll for records relating to direct financial compensation (wages, salaries, bonuses, etc.).

DISPOSITION

AUTHORITY DESCRIPTION OF RECORDS ol R: TE::‘J'?\‘NAA'::) N DESIGNATION
NUMBER (DAN) SPOSITION ACTIO
GS2017-007 | Benefit Programs — Administration Retain for 3 years after end of NON-ARCHIVAL
Rev.0 Records relating to the general administration of benefit programs, plans and opportunities | calendar year and no longer NON-ESSENTIAL

made available to employees by the agency. Does not include individual employee
participant files and claims.

Includes, but is not limited to:
e Benefit studies, surveys and questionnaires (planning, selection, use, improvement, etc.);
e Reports, statements, lists and logs used for internal purposes (such as participant, claims
costs/logs, quarterly/annual summaries, calculations to determine benefit rates,
cumulative leave record, etc.);
e Related correspondence/communications.

Programs include, but are not limited to:
e Insurance (medical, dental, vision, industrial/worker’s compensation, unemployment, life,
long-term care, disability, Consolidated Omnibus Budget Reconciliation Act (COBRA), etc.);
e Retirement (pension, deferred compensation, 401K, etc.);
e Educational (tuition reimbursement, etc.);
e Transportation (commute trip reduction, car pool, bus pass, etc.);
e Wellness (employee assistance program [EAP]; health and fitness rewards or
memberships, smoking cessation, weight loss; event discounts, etc.).

Excludes records covered by:
e Employee Benefits — Enrollment and Participation (DAN GS50-04D-03);
e Contracts and Agreements — General (DAN GS50-01-11);
e Employee Retirement/Pension Verification (DAN GS2017-009);
e Reporting/Filing (Mandatory) — Human Resources (DAN GS50-04C-05).

needed for agency business
then
Destroy.

OPR
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4.2 EMPLOYEE BENEFITS
The activity of compensating employees by means other than direct financial compensation. Benefits include vacation & leave, insurance (medical, life,
disability, unemployment, etc.), industrial/workers’ compensation, retirement/pension, non-financial incentives, wellness programs, etc.).
See Financial Management - Payroll for records relating to direct financial compensation (wages, salaries, bonuses, etc.).
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS50-04D-03 | Employee Benefits — Enrollment and Participation Retain for 6 years after NON-ARCHIVAL
Rev. 1 Records relating to individual employee enrollment and participation in benefit programs termination of contract/lapse of ESSENTIAL
and plans made available by the agency. Does not include retirement/pension verification coverage or withdrawal from (for Disas(;e;;e”"ery)
records. participation or separation from
Includes, but is not limited to: agency, whichever is sooner
e Notification/determination of eligibility; and o
e Applications for enrollment/participation/elections/extensions; 6 years aft.er expiration of _
e Name, address, status and dependent modifications/changes; filed
e Related correspondence/communications. then
Excludes records covered by: Destroy.
e Contracts and Agreements (General) (DAN GS50-01-11);
e Employee Benefits — Claims and Appeals (DAN GS2017-008);
e Employee Retirement/Pension Verification (DAN GS2017-009).
GS2017-008 | Employee Benefits — Claims and Appeals Retain for 6 years after NON-ARCHIVAL
Rev.0 Records relating to individual employee benefit program claims and appeals. Does not benefit/beneficiary payment NON-ESSENTIAL
include retirement/pension plans. completed or denied OPR
Includes, but is not limited to: and o
e Claims (approved and denied); 6 years aft('er expiration of
e Appeals; appeal period
e Related correspondence/communications. then
Excludes records covered more specifically in CORE or sector schedules. Destroy.

4. HUMAN RESOURCE



SNS

Office of the Secretary of State
Washington State Archives

Local Government Common Records Retention Schedule

Version 4.1 (August 2020)

4.2 EMPLOYEE BENEFITS
The activity of compensating employees by means other than direct financial compensation. Benefits include vacation & leave, insurance (medical, life,
disability, unemployment, etc.), industrial/workers’ compensation, retirement/pension, non-financial incentives, wellness programs, etc.).
See Financial Management - Payroll for records relating to direct financial compensation (wages, salaries, bonuses, etc.).
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS2017-009 | Employee Retirement/Pension Verification Retain for 60 years after NON-ARCHIVAL
Rev. 0 Records relating to individual employee enrollment and participation in retirement/pension | separation from agency ESSENTIAL
plans made available by the agency (including agencies operating their own pension or (for D'sas(;e;;e”"ery)
systems). Includes eligibility and entitlement verification documentation. 100 years after employee’s date
IMPORTANT: Because of the variety of unique records generated by each agency (and each of birth
agency’s filing/electronic information systems), this records series cannot provide definitive or
descriptions of which records at any particular agency will provide the necessary details. 6 years after benefit/beneficiary
Please contact your agency’s retirement benefits manager to confirm which specific records paymin: completed, whichever
your agency must retain for verification purposes. ’S::eon €
Washington State Department of Retirement Systems (DRS) requires documentation of all Destroy
of the following elements as retirement benefit eligibility and entitlement verification:
e Employee name (first, middle, last), date of birth, and Social Security number;
e Service and break in service dates (hire, termination, leave, etc.). Includes type of leave
taken (and) whether compensated or not;
e Hours worked per month;
e Compensation earned per month. Also includes lump-sum payments such as retroactive
cost-of-living adjustment (COLA), contract settlement, missed earnings, etc. (including
begin & end dates and type of payment);
e Rate of pay specific to employee (salary, hourly, etc.).
Includes, but is not limited to:
e Application for enrollment/participation/elections/extensions; dinued
continued e Determination and notification of eligibility/entitlement or ineligibility; contmue
next page continued next page continued next page next page
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4.2 EMPLOYEE BENEFITS

The activity of compensating employees by means other than direct financial compensation. Benefits include vacation & leave, insurance (medical, life,
disability, unemployment, etc.), industrial/workers’ compensation, retirement/pension, non-financial incentives, wellness programs, etc.).

See Financial Management - Payroll for records relating to direct financial compensation (wages, salaries, bonuses, etc.).

DISPOSITION

RETENTION AND

AUTHORITY DESCRIPTION OF RECORDS DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS2017-009 | Employee Retirement/Pension Verification continued from previous page continued from previous page continued from
Rev. 0 Includes, but is not limited to (continued): previous page
_ e Contract/agreement, policy/plan between employee and benefit provider;
¢ cont'nu?d e Name, address, status and dependent modifications/changes;
romp[:;rge(;nous e Withdrawal from plan/system.

Types of documentation that commonly verify some of the required elements include:
e Appointment letters; salary and employment dates;
¢ Application forms, enrollment records, authorizations, position eligibility worksheets,
retirement status forms/reviews, beneficiary information, qualified domestic relations
orders (QDRO), etc;
e Calendars/work schedules;
e Individual payroll registers/summaries/databases;
e Time cards/time sheets.
Each agency should develop policies that define which specific records it needs to retain in
order to provide all elements necessary to validate or refute retirement benefit eligibility.
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4.2 EMPLOYEE BENEFITS

The activity of compensating employees by means other than direct financial compensation. Benefits include vacation & leave, insurance (medical, life,
disability, unemployment, etc.), industrial/workers’ compensation, retirement/pension, non-financial incentives, wellness programs, etc.).

See Financial Management - Payroll for records relating to direct financial compensation (wages, salaries, bonuses, etc.).

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS ol R: TE::‘J'?\‘NAA'::) N DESIGNATION
NUMBER (DAN) SPOSITION ACTIO
GS2017-010 | Leave/Overtime — Non-Routine Retain for 6 years after NON-ARCHIVAL
Rev.0 Records relating to the authorization of leave or overtime and the management of individual | expiration of leave period or NON-ESSENTIAL

employee status where leave is mandated by federal, state, or local statute or where agency

policy/procedure requires more than direct supervisory approval.

Includes, but is not limited to:
e Requests, eligibility determination, approvals;
e Returned/unused leave, etc.

Types of leave include, but are not limited to:
e Leave regulated by The Family Medical Leave Act of 1993 (FMLA) (29 CFR § 825)
and/or the Washington State Family Leave Act of 2006 (chapter 49.78 RCW);
e Shared/donated leave requests and donations;
e Military leave;
e Extended leave without pay/leave of absence.

Excludes records covered by:
e Employee Health Records (Routine) (DAN GS2017-015) (FMLA medical records, etc.);
e Employee Medical and Exposure Records (DAN GS50-04B-30);
e Employee Retirement/Pension Verification (DAN GS2017-009).

denial of request
and
no longer needed for agency
business
then
Destroy.

OPR

4. HUMAN RESOURCE
MANAGEMENT

Page 122 of 196



http://www.ecfr.gov/cgi-bin/text-idx?c=ecfr&sid=d178a2522c85f1f401ed3f3740984fed&rgn=div5&view=text&node=29:3.1.1.3.54&idno=29#sp29.3.825.a
http://apps.leg.wa.gov/RCW/default.aspx?cite=49.78
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Version 4.1 (August 2020)

4.2 EMPLOYEE BENEFITS

The activity of compensating employees by means other than direct financial compensation. Benefits include vacation & leave, insurance (medical, life,
disability, unemployment, etc.), industrial/workers’ compensation, retirement/pension, non-financial incentives, wellness programs, etc.).

See Financial Management - Payroll for records relating to direct financial compensation (wages, salaries, bonuses, etc.).

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS50-04B-09 | Leave/Overtime — Routine Retain for 4 years after end of NON-ARCHIVAL
Rev. 2 Records relating to employee requests for and approval or denial of routine leave or fiscal year NON-ESSENTIAL
overtime. or OPR
Excludes records covered by: unti! completiop ofIState
e Employee Health Records (Routine) (DAN GS2017-015; AU({"tor S e?<am|nat|on report,
e Employee Retirement/Pension Verification (DAN GS2017-009); whichever is sooner
e Leave/Overtime — Non-Routine (DAN GS2017-010). then
Destroy.
GS2010-082 | Law Enforcement Officers and Fire Fighters (LEOFF 1) Injury/Disability Claims Retain for 6 years after death of | NON-ARCHIVAL
Rev. 0 Records relating to injury and disability claims filed by law enforcement officers and fire individual NON-ESSENTIAL

fighters who are members of the Washington State Law Enforcement Officers’ and Fire
Fighters’ Retirement System (LEOFF) Plan 1, in accordance with chapter 41.26 RCW.
Includes, but is not limited to:

e Medical, dental, vision, long-term care records;

e Claim and insurance payment information.

Excludes records covered by Meetings — Governing/Executive (DAN GS50-05A-13) (Local
Disability Board).

Note: LEOFF Plan 2 injury/disability claims are covered by other records series in this section.

then
Destroy.

OPR
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4.2 EMPLOYEE BENEFITS
The activity of compensating employees by means other than direct financial compensation. Benefits include vacation & leave, insurance (medical, life,
disability, unemployment, etc.), industrial/workers’ compensation, retirement/pension, non-financial incentives, wellness programs, etc.).
See Financial Management - Payroll for records relating to direct financial compensation (wages, salaries, bonuses, etc.).
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS2010-083 | Volunteer Fire Fighters’ and Reserve Officers’ Relief Claims Retain for 6 years after claim NON-ARCHIVAL
Rev.0 Records relating to injury and disability relief claims filed by volunteer fire fighters and closed NON-ESSENTIAL
reserve officers in accordance with chapter 41.24 RCW. then OPR
Note: Claims filed with the State Board for Volunteer Firefighters and Reserve Officers (SBVFRO) | Destroy.
are retained for 50 years in accordance with the SBVFRO’s records retention schedule.
GS2010-084 | Workers’ Compensation Claims (Department of Labor and Industries) — Eye Injuries Retain for 10 years after claim NON-ARCHIVAL
Rev. 0 Records relating to workers’ compensation claims for injuries to eyes filed by employees of | closed NON-ESSENTIAL
agencies insured by the Department of Labor & Industries (L&I) in accordance with Title 51 then OPR
RCW and Title 296 WAC. Destroy.
Includes, but is not limited to, report of occupational injury.
Note: L&I retains compensable claims for 75 years and non-compensable claims for 40 years in
accordance with its records retention schedule.
GS50-06C-02 | Workers’ Compensation Claims (Department of Labor and Industries) — General Retain for 7 years after claim NON-ARCHIVAL
Rev. 1 Records relating to workers’ compensation claims filed by employees of agencies insured by | closed NON-ESSENTIAL

the Department of Labor & Industries (L&I) in accordance with Title 51 RCW and Title 296
WAC.

Includes, but is not limited to, report of occupational injury or disease.

Excludes claims for eye injuries covered by GS2010-084.

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

then
Destroy.

OPR
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http://apps.leg.wa.gov/rcw/default.aspx?cite=41.24
http://apps.leg.wa.gov/rcw/default.aspx?Cite=51
http://apps.leg.wa.gov/rcw/default.aspx?Cite=51
http://apps.leg.wa.gov/wac/default.aspx?cite=296
http://apps.leg.wa.gov/rcw/default.aspx?Cite=51
http://apps.leg.wa.gov/wac/default.aspx?cite=296
http://apps.leg.wa.gov/wac/default.aspx?cite=296

SIS

Office of the Secretary of State
Washington State Archives

Local Government Common Records Retention Schedule

Version 4.1 (August 2020)

4.2 EMPLOYEE BENEFITS
The activity of compensating employees by means other than direct financial compensation. Benefits include vacation & leave, insurance (medical, life,
disability, unemployment, etc.), industrial/workers’ compensation, retirement/pension, non-financial incentives, wellness programs, etc.).
See Financial Management - Payroll for records relating to direct financial compensation (wages, salaries, bonuses, etc.).
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS50-06C-27 | Workers’ Compensation Claims (Self-Insured) — Compensable Retain for 75 years after claim NON-ARCHIVAL
Rev. 1 Records relating to compensable workers’ compensation claims filed by employees of self- | closed NON-ESSENTIAL
insured agencies in accordance with Title 51 RCW and Title 296 WAC. then OPR
Includes, but is not limited to, Self-Insurance Report of Occupational Injury or Disease. Destroy.
Note: All files of defaulting self-insured employers shall be transferred to and will be retained by
Department of Labor and Industries (L&I) for 75 years after claim closed in accordance with L&I’s
records retention schedule.
GS50-06C-31 | Workers’ Compensation Claims (Self-Insured) — Non-Compensable Retain for 40 years after claim NON-ARCHIVAL
Rev. 1 Records relating to non-compensable workers’ compensation claims filed by employees of | closed NON-ESSENTIAL

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

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

then
Destroy.

OPR
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http://apps.leg.wa.gov/wac/default.aspx?cite=296
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Version 4.1 (August 2020)

4.3 EMPLOYEE DEVELOPMENT, PERFORMANCE AND WORK HISTORY
The activity of cultivating employee potential and performance in the work environment. Includes staff development and recognition (work history,
skill/competency enhancement opportunities, achievement programs, etc.); performance management (evaluations, goal-setting, planning, etc.);
conflict resolution (employee relations, complaints, grievances, misconduct, disciplinary matters, etc.).
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS50-04B-34 | Apprenticeship — Program Administration Retain for 6 years after end of NON-ARCHIVAL
Rev. 1 Records relating to the administration of apprentice training programs implemented by the | calendar year and no longer NON-ESSENTIAL
agency in accordance with the Washington State Apprenticeship and Training Act pursuant needed for agency business OPR
to chapter 49.04 RCW, chapter 296-05 WAC, and Title 29 CFR Part 30. then
Includes, but is not limited to: Destroy.
e Program operations documentation (29 CFR § 30.8);
o Affirmative action plans (29 CFR § 30.4);
e Evidence of qualification standards validation (29 CFR § 30.5);
e Related correspondence/communications.
Excludes records covered by Employee Work History (DAN GS50-04B-06).
GS50-04B-44 | Award/Recognition Programs Retain for 3 years after date of NON-ARCHIVAL
Rev. 1 Records relating to employee award programs such as recognition of outstanding award/recognition NON-ESSENTIAL

performance, length of service, incentive plans, etc. Includes recommendations,
nominations, and additional related information.

Excludes records covered by Employee Work History (DAN GS50-04B-06).

then
Destroy.

OFM
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http://app.leg.wa.gov/RCW/default.aspx?cite=49.04
http://apps.leg.wa.gov/wac/default.aspx?cite=296-05
http://www.ecfr.gov/cgi-bin/retrieveECFR?gp=&SID=926aabb8533befddec96b6c86c5ba6b5&mc=true&n=pt29.1.30&r=PART&ty=HTML#se29.1.30_18
http://www.ecfr.gov/cgi-bin/retrieveECFR?gp=&SID=926aabb8533befddec96b6c86c5ba6b5&mc=true&n=pt29.1.30&r=PART&ty=HTML#se29.1.30_18
http://www.ecfr.gov/cgi-bin/retrieveECFR?gp=&SID=926aabb8533befddec96b6c86c5ba6b5&mc=true&n=pt29.1.30&r=PART&ty=HTML#se29.1.30_14
http://www.ecfr.gov/cgi-bin/retrieveECFR?gp=&SID=926aabb8533befddec96b6c86c5ba6b5&mc=true&n=pt29.1.30&r=PART&ty=HTML#se29.1.30_15

HSNS

Office of the Secretary of State
Washington State Archives

Local Government Common Records Retention Schedule

Version 4.1 (August 2020)

4.3 EMPLOYEE DEVELOPMENT, PERFORMANCE AND WORK HISTORY
The activity of cultivating employee potential and performance in the work environment. Includes staff development and recognition (work history,
skill/competency enhancement opportunities, achievement programs, etc.); performance management (evaluations, goal-setting, planning, etc.);
conflict resolution (employee relations, complaints, grievances, misconduct, disciplinary matters, etc.).

DISPOSITION

RETENTION AND
AUTHORITY DESCRIPTION OF RECORDS DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS2014-031 | Disclosure of Former Employee Information to Prospective Employers Retain for 3 years after NON-ARCHIVAL
Rev. 1 Records relating to the disclosure of information about former employees to prospective disclosure of information NON-ESSENTIAL

employers or employment agencies pursuant to RCW 4.24.730. Includes hiring
recommendations, employment/income verifications, etc.
Includes, but is not limited to:

e Written logs, disclosure releases/statements, etc.;

e Copies of information provided, etc.

Excludes records covered by:
e Employee Work History (DAN GS50-04B-06) (disclosure of current employee information);
e Public Disclosure/Records Requests (DAN GS2010-014).

Note: Pursuant to RCW 4.16.080, the statute of limitations for the commencement of actions for
personal injury is 3 years.

then
Destroy.

OPR
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Local Government Common Records Retention Schedule

Version 4.1 (August 2020)

4.3 EMPLOYEE DEVELOPMENT, PERFORMANCE AND WORK HISTORY
The activity of cultivating employee potential and performance in the work environment. Includes staff development and recognition (work history,
skill/competency enhancement opportunities, achievement programs, etc.); performance management (evaluations, goal-setting, planning, etc.);
conflict resolution (employee relations, complaints, grievances, misconduct, disciplinary matters, etc.).

DISPOSITION

RETENTION AND
AUTHORITY DESCRIPTION OF RECORDS DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS50-04E-03 | Employee Complaints and Grievances Retain for 6 years after matter NON-ARCHIVAL
Rev. 2 Records relating to complaints and grievances about workplace issues filed with the local resolved/final determination of | NON-ESSENTIAL

government agency by or on behalf of its employee(s). Complaints include health and safety,
whistleblower, retaliation, etc.

Includes, but is not limited to:
e Filed complaints and grievances;
e Supporting documentation;
e Agency response and decisions;
e Legal actions, arbitration or mediation efforts;
e Determinations and appeals.

Excludes records covered by:
e Civil Rights Violation Complaints (DAN GS50-04C-04);
e Contracts and Agreements — General (DAN GS50-01-11) (grievances filed by a union on its
own behalf, etc.);
e Misconduct investigations — Founded (DAN GS50-04B-46);
e Misconduct Investigations — Unfounded (DAN GS50-04B-47).

case and no longer needed for
agency business

then
Destroy.

OPR
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Version 4.1 (August 2020)

4.3 EMPLOYEE DEVELOPMENT, PERFORMANCE AND WORK HISTORY
The activity of cultivating employee potential and performance in the work environment. Includes staff development and recognition (work history,
skill/competency enhancement opportunities, achievement programs, etc.); performance management (evaluations, goal-setting, planning, etc.);
conflict resolution (employee relations, complaints, grievances, misconduct, disciplinary matters, etc.).

DISPOSITION

RETENTION AND
) S;‘LI;;)I:IIJ'IZN) DESCRIPTION OF RECORDS DISPOSITION ACTION DESIGNATION
GS50-04B-06 | Employee Work History Retain for 6 years after NON-ARCHIVAL
Rev. 4 Records relating to an individual’'s employment history with the agency. separation from agency and no ESSENTIAL
for Di R
IMPORTANT: Some of these records may be needed for retirement verification purposes. Do | longer needed for agency (for 'SageFrMecoverY)

not destroy before consulting with your agency’s retirement benefits manager.

Includes, but is not limited to:

e Recruitment records for each position held by employee (position description, application,
resume, eligibility certifications, transcripts, letters of recommendation);

e Final results of background checks/investigations, medical, polygraph testing, etc. (such as
“No Record Found”, positive/negative, pass/fail, etc.);

e Non-disclosure agreements signed as a condition of employment;

e Copies of oaths of office and/or bonds of officials (elected and appointed);

e Commendations, recommendations, awards;

e Disclosure of information (to prospective employers [RCW 4.24.730(2)], etc.); home
address and telephone disclosures, etc.;

e Employee Assistance Program (EAP) referral and completion documentation;

e Training/staff development history;

e Letters/notices of personnel action or employment status changes (hiring/appointment,
promotion, transfer, salary history [increases, decreases, exceptions], etc.);

e Letters/notices of disciplinary action (demotion, termination, suspension, etc.);

e Departure status and eligibility (disability, retirement, death, etc.), exit interview, etc.

Excludes records covered more specifically in CORE or sector schedules, including:
e Employee Medical and Exposure Records (DAN GS50-04B-30);
e Employee Retirement/Pension Verification (DAN GS2017-009).

business (including retirement
benefit verification)

then
Destroy.
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Version 4.1 (August 2020)

4.3 EMPLOYEE DEVELOPMENT, PERFORMANCE AND WORK HISTORY
The activity of cultivating employee potential and performance in the work environment. Includes staff development and recognition (work history,
skill/competency enhancement opportunities, achievement programs, etc.); performance management (evaluations, goal-setting, planning, etc.);
conflict resolution (employee relations, complaints, grievances, misconduct, disciplinary matters, etc.).
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS2017-011 | Employees — Routine Administrative Transactions Retain until superseded NON-ARCHIVAL
Rev. 0 Records relating to the agency’s human resources that document routine transactions or then NON-ESSENTIAL
tasks but do not affect employment history, payroll, performance, or retirement Destroy. OFM
status/eligibility.
Includes, but is not limited to:
e Changes to work schedules and assignments;
e Certain employee directories/rosters and organizational charts (see exclusion, below);
e Location codes;
e Miscellaneous tracking forms;
e Name/address/status/contact change documentation.
Excludes records covered by Establishment/Development History of Agency/Programs (DAN
GS50-06F-02) (annual organizational charts and employee directories/lists).
GS2017-012 | Employment Eligibility Verification — Labor Condition Application (LCA) Public Access File Retain for 1 year after last date NON-ARCHIVAL
Rev.0 Records that relate to Labor Condition Applications filed with the U.S. Department of Labor | any nonimmigrant is employed NON-ESSENTIAL

by the local government agency on behalf of non-immigrant workers in accordance with 20
CFR § 655.760.

Includes, but is not limited to:
e ETA forms and cover pages;
e Wage rate documentation;
e Union/employee notification, etc.

under the LCA
or
1 year after date LCA expires/is
withdrawn, whichever is later
then
Destroy.

OPR
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http://www.ecfr.gov/cgi-bin/text-idx?SID=7369389e4d64df984ae5f4052767d58e&mc=true&node=se20.3.655_1760&rgn=div8
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4.3 EMPLOYEE DEVELOPMENT, PERFORMANCE AND WORK HISTORY
The activity of cultivating employee potential and performance in the work environment. Includes staff development and recognition (work history,
skill/competency enhancement opportunities, achievement programs, etc.); performance management (evaluations, goal-setting, planning, etc.);
conflict resolution (employee relations, complaints, grievances, misconduct, disciplinary matters, etc.).
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS50-05A-26 | Employment Eligibility Verification — U.S. Citizenship and Immigration Services (USCIS) Retain for 3 years after date of NON-ARCHIVAL
Rev. 2 Documents used to verify identity and employment authorization of individuals hired for hire NON'E;E:NHAL
employment in the United States in accordance with 8 CFR § 274a.2. or _
Includes, but is not limited to: 1year aftehr's;para‘golntfrom
« USCIS form 1-9; agtincy, whichever is later
e Copies of other documents (such as passport, permanent resident card, etc.). en
Destroy.
GS50-04B-46 | Misconduct Investigation Files — Founded Retain for 6 years after case NON-ARCHIVAL
Rev. 3 Documentation compiled in official investigations of employee misconduct that result in closed/matter resolved and no NON-ESSENTIAL

findings of misconduct by the employee.

Includes, but is not limited to:
e Complaint initiating the investigation;
e Investigative reports, statements, recordings (audio/video);
e Corrective action (oral reprimand, letter of direction), correspondence, notes, and closing
document (summary of findings, after-action report, etc.);
e Legal advice/opinions.

Excludes certain employees covered in the:

e Public Schools (K-12) Records Retention Schedule; and,

e Law Enforcement Records Retention Schedule.
NOTE: RCW 40.14.070 vests the authority to determine the retention period for public records in
the Local Records Committee, and not in the parties to a collective bargaining agreement.

longer needed for agency
business

and
6 years after corrective action
completed, if imposed

then
Destroy.
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file:///C:/Users/julie.blecha/Desktop/CURRENT/CURRENT%20HR%20REV%20CORE%204.0.docx%23employee
http://www.sos.wa.gov/archives/RecordsManagement/RecordsRetentionSchedulesforLawEnforcementAgencies.aspx
http://apps.leg.wa.gov/rcw/default.aspx?cite=40.14.070
http://www.sos.wa.gov/archives/LocalRecordsCommittee.aspx

S n S Local Government Common Records Retention Schedule

Office of the Secretary of State Version 4.1 (August 2020)
Washington State Archives

4.3 EMPLOYEE DEVELOPMENT, PERFORMANCE AND WORK HISTORY
The activity of cultivating employee potential and performance in the work environment. Includes staff development and recognition (work history,
skill/competency enhancement opportunities, achievement programs, etc.); performance management (evaluations, goal-setting, planning, etc.);
conflict resolution (employee relations, complaints, grievances, misconduct, disciplinary matters, etc.).

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS50-04B-47 | Misconduct Investigation Files — Unfounded Retain for 3 years after case NON-ARCHIVAL
Rev. 3 Documentation compiled in official investigations of employee misconduct that do not result | closed and no longer needed for | NON-ESSENTIAL
in findings of misconduct by the employee. agency business OFM
Includes, but is not limited to: then
e Complaint initiating the investigation; Destroy.

e Investigative reports, statements, recordings (audio/video);

e Corrective action (oral reprimand, letter of direction), correspondence, notes, and closing
document (summary of findings, after-action report, etc.);

e Legal advice/opinions.

Excludes certain employees covered in the:
e Public Schools (K-12) Records Retention Schedule; and,
e Law Enforcement Records Retention Schedule.

NOTE: RCW 40.14.070 vests the authority to determine the retention period for public records in
the Local Records Committee, and not in the parties to a collective bargaining agreement.

GS50-04A-08 | Performance Evaluation (Employee) Retain for 3 years after next NON-ARCHIVAL
Rev. 2 Records relating to regularly scheduled employee performance evaluations. evaluation and no longer NON-ESSENTIAL
. . . . . H FM
Records include, but are not limited to, completed/signed evaluations and expectations. needed for agency business ©
then

NOTE: RCW 40.14.070 vests the authority to determine the retention period for public records in

the Local Records Committee, and not in the parties to a collective bargaining agreement. Destroy.

4. HUMAN RESOURCE
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4.3 EMPLOYEE DEVELOPMENT, PERFORMANCE AND WORK HISTORY
The activity of cultivating employee potential and performance in the work environment. Includes staff development and recognition (work history,
skill/competency enhancement opportunities, achievement programs, etc.); performance management (evaluations, goal-setting, planning, etc.);
conflict resolution (employee relations, complaints, grievances, misconduct, disciplinary matters, etc.).

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS50-04B-31 | Performance Evaluation (Supervisor Preparation) Retain until completion of NON-ARCHIVAL
Rev. 1 Records gathered by an employee’s supervisor in preparation for regularly scheduled evaluation NON-ESSENTIAL
performance evaluations. and OFM
Includes, but is not limited to: resolution of any ongoing
 Notes of performance, training and development; performance issues
e Job assignments; then
e Other related documentation. Destroy.

4. HUMAN RESOURCE
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4.4 EMPLOYEE HEALTH AND SAFETY
The activity of creating and maintaining a safe and healthy work environment for employees.
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS2017-013 | Alcohol Misuse and Controlled Substances Use Prevention Program — Administration Retain for 6 years after end of NON-ARCHIVAL
Rev.0 Records relating to administration of the agency’s Alcohol Misuse and Controlled Substances | calendar year and no I(?nger NON'%SSENHAL
Use Prevention Program for drivers of commercial motor vehicles in accordance with 49 CFR | needed for agency business
§ 382.401. then
Includes, but is not limited to: Destroy.
e Administration of the alcohol and controlled substances testing programs;
e Calibration documentation;
e Annual calendar year summary required by 49 CFR § 382.403;
e Program summary report.
GS2017-014 | Alcohol Misuse and Controlled Substances Use Prevention Program — Collection Process Retain for 3 years after end of NON-ARCHIVAL
Rev.0 Records related to the alcohol and controlled substances collection process pursuant to 49 | calendar year NON-ESSENTIAL
CFR § 382.401(b)(2). then OPR
Excludes records covered by Employee Health Records (Routine) (DAN GS2017-015). Destroy.
GS50-04B-33 | Alcohol Misuse/Controlled Substances Use Prevention Program — Test Results (Negative, Retain for 1 year after negative NON-ARCHIVAL
Rev. 1 Not Positive, Cancelled) results posted or test cancelled NON-ESSENTIAL

Records relating to drug and alcohol testing where the results are negative, do not meet the
threshold for “positive”, or where test is cancelled, pursuant to 49 CFR § 382.401(b)(3).

Excludes records covered by Employee Health Record (Routine) (DAN GS2017-015) (including
positive results, refusals, treatment, etc.).

then
Destroy.

OPR
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4.4 EMPLOYEE HEALTH AND SAFETY

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

DISPOSITION

RETENTION AND
AUTHORITY DESCRIPTION OF RECORDS DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS2017-015 | Employee Health Records (Routine) Retain for 6 years after created NON-ARCHIVAL
Rev. 0 Records relating to the health status of employees where not related to occupational illness | or received and no longer NON-ESSENTIAL

or injury.
Includes, but is not limited to:

e Documentation relating to off-duty injuries and extended illnesses;

¢ Drug/alcohol testing (positive results, refusals, corrective action, treatment, compliance,
etc.) and all other employee-specific records listed in 49 CFR § 382.401(c)(2) & (4);

e Employee Assistance Program (EAP) documentation (alcohol, drug abuse, or personal
counseling programs);

e Employee exposure to certain toxic substances that were used in same manner and
frequency that a consumer would use them (pursuant to WAC 296-802-20010);

e Family and Medical Leave Act (FMLA) (including medical histories, certifications provided
by health care professionals such as fitness-for-duty, Family Leave certifications issued
pursuant to RCW 49.78.270), etc.);

e First aid treatment made on-site by a non-physician (WAC 296-802-900);

¢ “Fitness for duty” releases and physical exams, etc., provided by health care professionals
where not related to occupational exposure;

e Information concerning a disabling condition (records relating to medical issues,
reasonable accommodation, adjustments to leave policy, etc.).

Excludes records covered by Employee Medical and Exposure Records (DAN GS50-04B-30).

needed for agency business
then
Destroy.

OPR
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4.4 EMPLOYEE HEALTH AND SAFETY

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

DISPOSITION

RETENTION AND
AUTHORITY DESCRIPTION OF RECORDS DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS50-04B-30 | Employee Medical and Exposure Records Retain for 30 years after NON-ARCHIVAL
Rev. 2 Records relating to the health status of employees who in the course of employment are separation from agency NON-ESSENTIAL

routinely exposed to toxic substances or harmful physical agents as regulated by 29 CFR §
1910.1020 and chapter 296-802 WAC. Includes medical records, exposure records, analyses,
and other records as specified in WAC 296-802-900.

Includes, but is not limited to:
e Medical and employment questionnaires or histories (including job description and
occupational exposures);
e Medical examinations and diagnostic results (pre-employment, pre-assignment, periodic,
episodic, etc.);
e Medical opinions, diagnoses, progress notes and recommendations;
e Medical evaluations (including respirator use [WAC 296-842-14005], audiometric [WAC
296-817-400], etc.);
e Descriptions of treatment and prescriptions;
e Employee medical complaints;
e First aid records;
¢ “Fitness-for-duty” releases provided by health care professionals where related to toxic
substances/harmful physical agents.
e Immunization records where required or recommended for job performance (including
Human Immunodeficiency Virus (HIV), rabies, Hepatitis B Virus [HBV], etc.).

Excludes records covered by:
e Accidents/Incidents (Hazardous Materials) — Human Exposure (DAN GS2011-177);
e Employee Health Records (Routine) (DAN GS2017-015).

then
Destroy.

OPR
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4.4 EMPLOYEE HEALTH AND SAFETY
The activity of creating and maintaining a safe and healthy work environment for employees.
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS2011-192 | Employee Medical and Exposure Records — Employed Less Than One Year Retain until separation from NON-ARCHIVAL
Rev. 1 Records documenting the medical condition of employees (includes contractors and agency NON-ESSENTIAL
volunteers) whose service with the agency is less than one year and where the medical then OPR
records are provided to the employee in accordance with 29 CFR § 1910.1020(d)(1)(i)(C) and | Provide to employee upon
WAC 296-802-20005. departure.
Excludes records covered by:
e Accidents/Incidents (Hazardous Materials) — Human Exposure (DAN GS2011-177).
e Employee Medical and Exposure Records (DAN GS50-04B-30).
Note: The Local Records Committee recommends that agencies retain copies of any
medical/exposure records returned to these employees under Employee Medical and Exposure
Records (DAN GS50-04B-30). Please consult your agency’s risk management advisor.
GS50-06C-21 | Occupational Health and Safety — Injuries and Illinesses Retain for 5 years after end of NON-ARCHIVAL
Rev. 1 Records documenting work-related injuries and illnesses as required by the Department of | calendar year NON-ESSENTIAL

Labor and Industries, Division of Occupational Safety and Health (DOSH) pursuant to chapter
296-27 WAC.

Includes, but is not limited to:
e Log of Work-Related Injuries and llinesses (and privacy case list);
e Annual Summary;
e Injury and lliness Incident Report(s);
e Surveys required by regulatory agencies (Occupational Safety Health Administration
[OSHA], Bureau of Labor Statistics [BLS], etc.).

Note: Workers’ compensation claims are covered in the Employee Benefits section.

then
Destroy.

OFM
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4.4 EMPLOYEE HEALTH AND SAFETY

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

DISPOSITION

RETENTION AND
. S;Egl(‘glm) DESCRIPTION OF RECORDS i DESIGNATION
GS2017-016 | Occupational Health and Safety Program — Administration Retain for 3 years after end of NON-ARCHIVAL
Rev. 0 Records relating to the administration of programs implemented by the agency to ensure a | calendar year and no longer NON-ESSENTIAL
safe and healthful workplace for workers. Includes records that document assessments, needed for agency business OPR
inspections (including self-issued permits), training, violation citations, analyses, actions, then
steps followed, measures taken, etc. Destroy.

Programs include, but are not limited to:
e Accident Prevention/Total Safety and Health Plan (WAC 296-800-140);
e Confined Space Program (WAC 296-809);
e Drug-Free Workplace;
e Emergency drills (fire, earthquake, etc.);
e Ergonomic furniture and equipment (excluding Section 504 accommodations);
e Exposure Control;
e Globally Harmonized System for Hazard Communication (WAC 296-901-14010);
e Hearing Loss Prevention;
e Personal Protective Equipment (PPE) (WAC 296-800-160);
e Respiratory Protection (chapter 296-842 WAC);
e Safety Committee (including meeting records);
e Washington Industrial Safety and Health Act of 1973 (WISHA) inspections and citations
issued in accordance with WAC 296-900-13005).

Excludes records covered more specifically elsewhere, such as:
e Alcohol Misuse and Controlled Substances Use Prevention Program (DAN GS2017-013);
e Employee Health Records (Routine) (DAN GS50-04B-30);
e Employee Medical and Exposure Records (DAN GS50-04B-30);
e Occupational Health and Safety (Work-Related Injuries and Illiness) (DAN GS50-06C-21);
e Reporting/Filing (Mandatory) — (Human Resources) (DAN GS50-04C-05);
e Workplace Monitoring of Toxic Substances/Harmful Physical Agents (DAN GS50-06C-33).

4. HUMAN RESOURCE
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4.4 EMPLOYEE HEALTH AND SAFETY

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

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS :E‘IENT:)ON ‘ZN% DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS51-05D-07 | Respirator Fit Tests Retain until next fit test NON-ARCHIVAL
Rev. 1 Records relating to employee respirator fit tests conducted pursuant to WAC 296-842- administered NON-ESSENTIAL
12010. then OFM

Excludes respiratory protection program records covered by Occupational Health and Safety | Destroy.
Program — Administration (DAN GS2017-016).

GS50-06C-33 | Workplace Monitoring of Toxic Substances/Harmful Physical Agents Retain for 50 years after date of | NON-ARCHIVAL
Rev. 1 Records relating to monitoring or measuring the amount(s) of toxic substance(s) or harmful | monitoring/measuring NON-ESSENTIAL
physical agent(s) to which an employee is or has been exposed in the workplace in then OPR
accordance with 29 CFR § 1910 — Occupational Safety and Health Standards. Destroy.

Includes the identification of any toxic substance used in the workplace, including where and
when the substance was used in accordance with WAC 296-802-20010.

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

GS2017-017 | Workplace Monitoring of Toxic Substances/Harmful Physical Agents (Background Data) Retain for 1 year after date of NON-ARCHIVAL
Rev.0 Background data compiled while monitoring or measuring the amount(s) of toxic monitoring/measuring and NON-ESSENTIAL
substance(s) or harmful physical agent(s) to which an employee is or has been exposed in creation of data summary OPR
the workplace where a summary of the data is prepared and retained pursuant to WAC then
296-802-20010. Destroy.

Excludes Summary of Data and other records covered by Workplace Monitoring of Toxic
Substances/Harmful Physical Agents (DAN GS50-06C-33).

4. HUMAN RESOURCE
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4.5 RECRUITMENT/HIRING
The activity of screening, selecting and employing of individuals. Includes anyone who perform tasks or assume responsibilities for or on behalf of the
agency regardless of pay status, and covers paid staff (permanent full- or part-time, short-term/term-limited, contract, temporary, hourly, etc.),
volunteers, interns, work-study students, etc.

DISPOSITION

RETENTION AND
AUTHORITY DESCRIPTION OF RECORDS DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS50-04A-05 | Employment Inquiries Retain for 1 year after received NON-ARCHIVAL
Rev. 1 Records relating to persons seeking employment/ job opportunities with the agency where | or responded to NON-ESSENTIAL
not associated with an official agency recruitment. then OFM
Includes, but is not limited to: Destroy.
e Unsolicited applications, resumes, letters of inquiry;
e Requests for announcement information (position, test, etc.).
Excludes records covered by Recruitment (DAN GS50-04B-22).
GS50-04B-35 | Civil Service System — Program Administration Retain for 6 years after end of NON-ARCHIVAL
Rev. 2 Records relating to the administration of the Civil Service System in accordance with calendar year NON-ESSENTIAL

chapters 41.08, 41.12, and 41.14 RCW.

Includes, but is not limited to:
e Civil Service Commission (CSC) administrative support and communications;
e Investigation and other background files;
e Cases that are not heard by the CSC (resolved, referred, ineligible, withdrawn, etc.);
e Appointment of outside attorneys.

Excludes records covered by:
e Appeals Hearings — Local Decision-Making Bodies (General) (DAN GS2011-173);
e Employee Work History (DAN GS50-04B-06);
e Recruitment (DAN GS50-04B-22).

and
6 years after matter
resolved/case closed (if
applicable)

then
Destroy.
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4.5 RECRUITMENT/HIRING
The activity of screening, selecting and employing of individuals. Includes anyone who perform tasks or assume responsibilities for or on behalf of the
agency regardless of pay status, and covers paid staff (permanent full- or part-time, short-term/term-limited, contract, temporary, hourly, etc.),
volunteers, interns, work-study students, etc.

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS50-04B-22 | Recruitment Retain for 3 years after position NON-ARCHIVAL
Rev. 1 Records relating to the process of recruiting, interviewing, selecting and hiring of employees. | filled/recruitment effort NON-ESSENTIAL

Includes, but is not limited to:

e Employment requisitions (position specifications, needs analyses and authorizations,

requests to fill, desired qualifications, etc.);

e Personnel Action Request/notice (PAR) development;

¢ Job announcements and postings;

e Applications, resumes, test results and background checks of unsuccessful applicants
(including applicants screened but not interviewed);
Applicant lists, eligibility lists, applicant profile data (including Civil Service);
Interview questions and tests;
Screening, scoring, ranking and selection criteria;
¢ Related correspondence/communications.

Excludes records covered by:

e Apprenticeship - Program Administration (DAN GS50-04B-34);

e Employee Work History (DAN GS50-04B-06).
Note: Pursuant to RCW 4.16.080, the statute of limitations for the commencement of actions for
personal injury is 3 years.

terminated
then
Destroy.

OFM
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4.6 REPORTING/FILING

The activity of providing information to or about agency employees as required by reqgulating authorities.

DISPOSITION

RETENTION AND
AUTHORITY DESCRIPTION OF RECORDS DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS50-04C-05 | Reporting/Filing (Mandatory) — Human Resources Retain for 6 years after NON-ARCHIVAL
Rev. 3 Records relating to human resources and submitted to regulatory agencies as required by prepared/submitted to NON-ESSENTIAL

federal, state or local law, where not covered by a more specific records series.

Includes, but is not limited to:
e Logs, lists, summaries, surveys, forms, reports, statements;
e Confirmations of submission, inquiries, related correspondence/communications, etc.

Examples of regulatory reporting include:
e Commute trip reduction plans and annual progress reports (RCW 70.94.527);
e Equal Employment Opportunity Commission (EEOC) reports (such as EEO-2-5, etc.);
e Federal Contract Compliance Programs (OFCCP) (EEO-1, VETS-4212, etc.);
e Health coverage programs/enroliment required by the Affordable Care Act (ACA);
e New Hire Reports relating to the child support registry filed with the Department of Social
and Health Services (DSHS) in accordance with RCW 26.23.040.

regulatory agency
then
Destroy.

OPR
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4.7 WORKFORCE PLANNING/STAFF STRUCTURE/POSITION DEVELOPMENT
The activity of structuring and organizing human resources to meet the current and future needs of the agency. Includes paid and unpaid staff
(permanent full- or part-time, short-term/term-limited, contract staff, temporary, hourly, volunteers, interns, work-study students, etc.).
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS50-04B-05 | Position Description and Classification Retain for 6 years after obsolete | NON-ARCHIVAL
Rev. 1 Records relating to the description and classification of agency jobs and positions. May or superseded and no longer NON-ESSENTIAL
include duties and responsibilities, time percentage breakdowns of tasks, required skills and | needed for agency business OPR
abilities, salary or pay range, and the development, modification or redefinition of each job then
or position. Destroy.
GS50-04B-17 | Staff Planning/Staffing Retain for 3 years after request NON-ARCHIVAL
Rev. 1 Records relating to requests for workforce changes that require formal approval and that approved or denied NON'ES‘FSI\ENHAL
result in the beginning of recruitment processes or changes to the employment or payroll and _
status of existing employees. 3 years after conclusion of any
Excludes records covered by Employee Work History (DAN GS50-04B-06). p(iz:;)ng action (if applicable)
Destroy.
GS2014-032 | Workforce Planning Retain for 6 years after obsolete | NON-ARCHIVAL
Rev. 1 Records relating to planning activities to develop the agency’s workforce, such as skills or superseded NON-ESSENTIAL

inventories/assessments, diversity and affirmative action planning, succession planning,
recruitment and retention planning, etc.

Includes, but is not limited to:
e Final plans;
e Records relating to the development of plans (studies, reports, etc.);
¢ Related correspondence/communications.

Excludes records covered by Establishment/Development History of Agency/Programs (DAN
GS60-06F-02).

then
Destroy.
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5. INFORMATION MANAGEMENT

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

publications.

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

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

then
Destroy.

5.1 FORMS AND PUBLICATIONS
The activity of drafting, producing, and managing the local government agency’s forms and publications.
See Financial Management — Accounting for financial records relating to forms and publications.
See Asset Management — Inventory for forms and publications inventories.
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS2010-011 | Forms — Accountable Retain for 3 fiscal years NON-ARCHIVAL
Rev.0 Unused, pre-numbered forms such as checks, receipts, invoices, meal tickets and licenses. or NON-ESSENTIAL
until completion of State OFM
Auditor’s examination report,
whichever is sooner
then
Destroy.
GS2010-012 | Forms — Master Set Retain until use of form ceases NON-ARCHIVAL
Rev.0 Master set of all forms created by the agency. Also includes source materials (.pdfs, camera- | then NON-ESSENTIAL
ready copies, original photographs/images, etc.). Destroy. OFM
Excludes web-based forms covered by DAN GS50-06A-03.
GS2010-013 | Forms and Publications — Creation Retain until no longer needed NON-ARCHIVAL
Rev.0 Records relating to the design, creation, and revision of agency-created forms and for agency business NON-ESSENTIAL

OFM
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5.1 FORMS AND PUBLICATIONS

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

See Financial Management — Accounting for financial records relating to forms and publications.
See Asset Management — Inventory for forms and publications inventories.

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DIR:TE:\_'J'C:‘NAA'_\'I_:) N DESIGNATION
NUMBER (DAN) el e
GS50-06F-04 | Publications — Master Set Retain until no longer needed ARCHIVAL
Rev. 4 Master set of all publications created by the agency and intended for distribution to the for agency business (Appraisal Required)

agency’s customers, clients, community, or the general public. Also includes source materials
(.pdfs, camera-ready copies, original photographs/digital images, etc.).

Publications include, but are not limited to:

e Reports, manuals, brochures;

e Newsletters, magazines, journals;

e Official/municipal code;

e Maps, plans, charts;

¢ Audio/video recordings and films/presentations.

Excludes annual reports covered by GS50-05A-04.

then
Contact Washington State
Archives for appraisal and
selective retention.

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

Includes, but is not limited to:
e Item circulation history;
e User/patron records (applications for membership, borrower registration,
parent/guardian permissions).

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

then
Destroy.

OFM

5. INFORMATION
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5.2 LIBRARY SERVICES

The activity of circulating a collection of materials. Includes public, school, and internal agency libraries.
See Financial Management — Accounting for financial records relating to library services.

DISPOSITION

RETENTION AND
AUTHORITY DESCRIPTION OF RECORDS DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS50-12A-08 | Collection Control — General Retain for 3 fiscal years NON-ARCHIVAL
Rev. 1 Records documenting the physical control of the library’s collection. or ESSENTIAL
Includes, but is not limited to: until completion of State (for D'sas(;e;:emvery)
e Accession and deaccession (discard) of items; Auqitor's e?<amination report,
e Interlibrary loans; whichever is sooner
e Shelf list/inventory of holdings. then
. . Destroy.
Excludes special collections covered by GS2010-023.
Note: Agreements relating to bequests are covered by GS50-01-11.
GS2010-023 | Collection Control — Special Collections Retain until special collection ARCHIVAL
Rev. 0 Records documenting the physical control of the library’s special collections (archival, items no longer needed for (Appraisal Required)
manuscript, rare books, etc.). agency business ESSENTIAL
. . th (for Disaster Recovery)
Includes, but is not limited to: en _ OPR
e Accession and deaccession (discard) of items; Transfer to Washington State
e Interlibrary loans; Archives for appraisal and
« Shelf list/inventory of holdings. selective retention.
Note: Agreements relating to bequests are covered by GS50-01-11.
GS2010-024 | Special Collections Retain until no longer needed ARCHIVAL
Rev.0 Items in the library’s special collections, including, but not limited to: for agency business (Appraisal Required)

e Archival collections;
e Manuscripts;
e Rare books.

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

NON-ESSENTIAL
OPR
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5.3 MAIL SERVICES

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

DISPOSITION

) S;Lrégr(zglm DESCRIPTION OF RECORDS DI::QE:\'II'T(I)CI)\INAACT':%N DESIGNATION
GS50-06D-02 | Mail Delivery and Receipt Retain for 3 fiscal years NON-ARCHIVAL
Rev. 1 Records documenting the agency’s incoming and outgoing physical mail (letters, packages, or NON-ESSENTIAL
etc.). until completion of State OPR
Includes, but is not limited to: Auditor’s examination report,
e Certified/registered/insured mail logs and return receipts; whichever is sooner
e Postage meter logs/reports; then
e Private ground delivery registers/receipts (UPS, Federal Express, etc.); Destroy.

e Signed pick-up and delivery receipts;
e United States Postal Service (USPS) forms (certificate of bulk mailing, etc.).

Note: Contracts/agreements/permits relating to mailing services and equipment are covered by
GS50-01-11.

5. INFORMATION
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54 PUBLIC DISCLOSURE

The activity of responding to requests for access to the public records of the local government agency in accordance with chapter 42.56 RCW.

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS :E‘IENT:)ON ACN% DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS2010-014 | Public Disclosure/Records Requests Retain for 2 years after public NON-ARCHIVAL
Rev. 3

Records relating to requests from the general public for access to the agency’s public records
in accordance with chapter 42.56 RCW.
Includes, but is not limited to:
e Internal and external correspondence relating to the request;
e Legal advice/opinions;
e Records documenting the public records provided to the requestor (copies or lists of the
records provided, etc.);

e Records documenting the public records (or portions) withheld (exemption logs, copies of
portions redacted, etc.);

e Records documenting administrative reviews relating to the request;

e Tracking logs.

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

records request fulfilled
then
Destroy.

NON-ESSENTIAL
OPR
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5.5 RECORDS CONVERSION
The activity of converting the agency’s public records from one form (source records) to another (converted records) through the processes of imaging
(digitization or microfilm preservation) or data migration (digital or magnetic).
Pursuant to WAC 434-662-040, electronic records must be retained in electronic format. For information on scanning requirements and/or microfilm
standards, please visit our webpage: https://www.sos.wa.gov/archives/RecordsManagement/How-to-Destroy-Non-Archival-Records.aspx/
Ii\llsJ:'gf)I;II?y DESCRIPTION OF RECORDS DI::CT)E:\_IJL?\‘NAAC':%N DESIGNATION
NUMBER (DAN)
GS2010-015 | Conversion Process — Archival Records Retain until the converted ARCHIVAL
Rev. 0 Records documenting the process of converting the agency’s Archival public records from Archival records are transferred | (Appraisal Required)
one form to another where not captured in the metadata of the converted records. to Washington State Archives NON-ESSENTIAL
Includes, but is not limited to: then OFM
e Migration of digital records (mapping schemas, testing reports, etc.); Transfer to Washington State
e Digitization of paper-based records (tests, inspection results, etc.); Archives for appraisal and
e Microfilming of digital and/or paper-based records (arrangement of originals, guide selective retention.
sheets, etc.);
¢ Transfer of magnetic recordings.
Note: The source records are covered by G52010-017 or GS2010-018.
GS2010-016 | Conversion Process — Non-Archival Records Retain until the converted Non- | NON-ARCHIVAL
Rev.0 Records documenting the process of converting the agency’s Non-Archival public records Archival records have been NON-ESSENTIAL

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

Includes, but is not limited to:
e Migration of digital records (mapping schemas, testing reports, etc.);
e Digitization of paper-based records (tests, inspection results, etc.);
e Microfilming of digital and/or paper-based records (arrangement of originals, guide
sheets, etc.);
e Transfer of magnetic recordings.

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

destroyed in accordance with a
current approved records
retention schedule

then
Destroy.

OFM
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5.5 RECORDS CONVERSION

The activity of converting the agency’s public records from one form (source records) to another (converted records) through the processes of imaging

(digitization or microfilm preservation) or data migration (digital or magnetic).
Pursuant to WAC 434-662-040, electronic records must be retained in electronic format. For information on scanning requirements and/or microfilm

standards, please visit our webpage: https://www.sos.wa.gov/archives/RecordsManagement/How-to-Destroy-Non-Archival-Records.aspx/

DISPOSITION

RETENTION AND

AUTHORITY DESCRIPTION OF RECORDS DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS2010-017 | Source Records — Imaged (Archival) Retain until verification of ARCHIVAL
Rev. 2 Archival source records which have been imaged using one of the following processes, and successful conversion (Appraisal Required)

provided that the converted records are retained in accordance with a current approved
records retention schedule:
e Scanned/digitized in accordance with Washington State Requirements for the Destruction of
Non-Archival Paper Records After Imaging, following all recommendations specific to “long-

term records”;
e Scanned/digitized in accordance with a valid approval by Washington State Archives’ legacy
processes (Electronic Imaging System (EIS) or Early Destruction After Digitization (DAD) ; or,
¢ Microfilmed in accordance with Washington State Standards for the Production and Use of

Microfilm.

Excludes records covered in the County Clerks and Superior Court Records Retention
Schedule.

then
Contact Washington State
Archives for appraisal and
selective retention.

NON-ESSENTIAL
OFM
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5.5 RECORDS CONVERSION
The activity of converting the agency’s public records from one form (source records) to another (converted records) through the processes of imaging
(digitization or microfilm preservation) or data migration (digital or magnetic).
Pursuant to WAC 434-662-040, electronic records must be retained in electronic format. For information on scanning requirements and/or microfilm
standards, please visit our webpage: https://www.sos.wa.gov/archives/RecordsManagement/How-to-Destroy-Non-Archival-Records.aspx/

AUTHORITY DESCRIPTION OF RECORDS  JETENTION AND | DESIGNATION
NUMBER (DAN)
GS50-09-14 | Source Records — Imaged (Non-Archival) Retain until verification of NON-ARCHIVAL
Rev. 3 Non-Archival source records which have been imaged using one of the following processes | successful conversion NON-ESSENTIAL
and provided that the converted records are retained in accordance with a current approved | then OFM
records retention schedule: Scanned/digitized in accordance with Washington State Destroy.
Requirements for the Destruction of Non-Archival Paper Records After Imaging
e Scanned/digitized in accordance with a valid approval by Washington State Archives’ legacy
processes (Electronic Imaging System (EIS) or Early Destruction After Digitization (DAD); or,
¢ Microfilmed in accordance with Washington State Standards for the Production and Use of
Microfilm.
Excludes records covered in the County Clerks and Superior Court Records Retention
Schedule.
GS2010-018 | Source Records — Migrated Retain until verification of NON-ARCHIVAL
Rev.0 Non-paper-based source records which have been migrated to another non-paper-based successful conversion NON-ESSENTIAL

format such as:
e Digital records which are migrated to another digital format;
e Magnetic records (VHS, cassette tapes, reel to reel, 8-track tapes, etc.) which are migrated
to another magnetic or a digital format.
And, provided that the converted records are retained in accordance with a current
approved records retention schedule.

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

then
Destroy.

OFM
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5.6 RECORDS MANAGEMENT
The activity of systematically controlling the lifecycle of the local government agency’s public records (creation or receipt, use, maintenance, and
disposition).
AUTHORITY DESCRIPTION OF RECORDS  JETENTION AND | DESIGNATION
NUMBER (DAN)
GS2010-019 | Conservation (Archival) Retain until the Archival records ARCHIVAL
Rev. 0 Conservation treatment records documenting repair to public records designated as are transferred to Washington | (Appraisal Required)
Archival. State Archives NON-ESSENTIAL
then OFM
Transfer to Washington State
Archives for appraisal and
selective retention.
GS2010-020 | Conservation (Non-Archival) Retain until the Non-Archival NON-ARCHIVAL
Rev. 0 Conservation treatment records documenting repair to public records designated as Non- records have been destroyed in NON-ESSENTIAL
Archival. accordance with a current OFM
approved records retention
schedule
then
Destroy.
GS50-09-06 | Destruction of Public Records Retain for the life of the agency. | NON-ARCHIVAL
Rev. 1 Records relating to the destruction of the agency’s public records. ESSENTIAL
. . (for Disaster Recovery)
Includes, but is not limited to: OPR
e Destruction logs;
o Affidavits;
e Agency authorizations;
o Certificates/Notices of destruction.
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5.6 RECORDS MANAGEMENT

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

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

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

public records designated as Archival should be retained with the records and transferred to
Washington State Archives.

then
Destroy.

OFM
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5.6 RECORDS MANAGEMENT

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

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DI::;E:\'II::-(I)CI)\INAAC:I':;N DESIGNATION
NUMBER (DAN)

GS50-09-01 | Retention and Disposition Authorization Retain until no longer needed NON-ARCHIVAL
Rev.1 Records relating to the retention of the agency’s records in accordance with chapter 40.14 for agency business NON-ESSENTIAL
RCW, including, but not limited to: then OFM
e Internal working guides from approved records retention schedules; Destroy.
e Application for Early Destruction of Source Documents after Digitization (DAD) or
Electronic Imaging Systems (EIS) application, provided that the original is retained by the
Washington State Archives;
e Agency’s copies of records retention schedules approved by the Local Records Committee
in accordance with RCW 40.14.070.

Note: Records Retention Schedules approved by the Local Records Committee are designated
Archival — Permanent in the Secretary of State’s Records Retention Schedule.

GS2010-021 | Transfer of Legal Custody Retain for the life of the agency. | NON-ARCHIVAL
Rev.0 Records relating to the transfer of the agency’s legal custody of its public records under one ESSENTIAL
of the following circumstances: (for Disaster Recovery)
e Transfer of Archival records to Washington State Archives; OFM
e Lawful transfer to another government entity (state agency, other local government
agency, etc.);
e Donation of public records (to a public library, historical or genealogical society, etc.), with
the approval of the State Archivist in accordance with RCW 40.14.070(3).

5. INFORMATION
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6. RECORDS WITH MINIMAL RETENTION VALUE (TRANSITORY RECORDS)

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

processes, where not covered by a more specific records series.

Includes, but is not limited to, notes, mind maps, etc., developed as part of
brainstorming/collaboration sessions using electronic/virtual collaboration tools (such as
OneNote, Popplet, Lync, etc.), as well as those written on whiteboards, flipcharts,
large/oversize paper sheets, Post-it/sticky notes, etc.

Excludes records generated during open public meeting brainstorming sessions covered by:

e Meetings — Advisory (DAN GS2012-027);
e Meetings — Governing/Executive (DAN GS50-05A-13);
Excludes records covered by:
e Drafting and Editing (DAN GS2016-004);
e Records Documented as Part of More Formalized Records (DAN GS2016-009).

then
Destroy.

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS50-02-02 | Agency-Generated Forms and Publications — Copies Retain until no longer needed NON-ARCHIVAL
Rev. 1 Blank forms and duplicate copies of publications, provided the agency retains the primary for agency business NON-ESSENTIAL
record in accordance with the current approved minimum retention period and that the then OFM
forms are not required for audit or accountability purposes. Destroy.
Includes, but is not limited to:
e Reports, catalogs, brochures, calendars, posters;
e Multi-media presentations (videos, CDs, etc.).
Excludes records covered by:
e Forms — Accountable (DAN GS2010-011);
e Forms — Master Set (DAN GS2010-012);
e Publications — Master Set (DAN GS50-06F-04).
GS2016-002 | Brainstorming and Collaborating Retain until no longer needed NON-ARCHIVAL
Rev.0 Records generated as part of informal exchanges of ideas/brainstorming/collaboration for agency business NON-ESSENTIAL

OFM
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AUTHORITY DESCRIPTION OF RECORDS  JETENTION AND DESIGNATION
NUMBER (DAN)
GS2016-003 | Contact Information Retain until no longer needed NON-ARCHIVAL
Rev. 0 Records relating to the contact details of external clients/stakeholders the agency has for agency business NON-ESSENTIAL
gathered/received and the maintenance of such lists/collections. then OFM
Includes, but is not limited to: Destroy.
® Business cards;
e Contact details stored in Microsoft Outlook and other contact databases;
o Mailing lists, email distribution lists, listserv/RSS subscriber details, etc.;
e Requests to be added/removed from the agency’s contact lists (includes
mail/communications returned as undeliverable);
e Validation/verification/quality assurance checks of contact lists/collections;
e Related correspondence/communications.
Excludes:
¢ Records covered by Emergency/Disaster Preparedness — Contact Information (DAN
GS2012-024);
¢ Contact information gathered for other, more specific purposes, such as attendee/sign-in
lists for meetings and trainings, visitor books/logs, etc.
GS2016-004 | Drafting and Editing Retain until no longer needed NON-ARCHIVAL
Rev.0 Records relating to the drafting/editing of correspondence, documents, and publications. for agency business NON-ESSENTIAL

Includes, but is not limited to:

e Preliminary drafts not covered by a more specific records series, not needed as evidence
of external consultation or as evidence that the agency practiced due diligence in the
drafting process;

e Edits/suggestions/directions (such as handwritten annotations/notes, track changes
information/comments in Microsoft Word, etc.);

e Electronic documents created solely for printing (such as signs, mailing labels, etc.);

e Related correspondence/communications.

then

Destroy.

OFM
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DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS :E;ENT(')ON 'LEN% DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS2016-005 | Electronic Documents Used to Create Signed Paper Records Retain until no longer needed NON-ARCHIVAL
Rev. 0 Electronic documents created in order to print paper records that get signed, provided the | for agency business NON-ESSENTIAL
signed paper records (or agency copy of same, if signed original is sent) are retained in then OFM
accordance with the current approved minimum retention period. Destroy.
Includes, but is not limited to:
e Microsoft Word versions of minutes/letters/correspondence/etc., used to print the hard
copy that gets signed.
Note: Agencies should still create and retain copies of signed letters as evidence of the business
transaction.
GS50-02-03 | General Information — External Retain until no longer needed NON-ARCHIVAL
Rev. 0 Information received from other agencies, commercial firms, or private institutions, which for agency business NON-ESSENTIAL

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

Includes, but is not limited to:

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

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

then
Destroy.

OFM
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DISPOSITION
AUTHORITY
NUMBER (DAN)

DESCRIPTION OF RECORDS

RETENTION AND
DISPOSITION ACTION

DESIGNATION

GS50-02-05
Rev. 2

Informational Notifications/Communications
Records communicating basic/routine short-term information (regardless of format or media
used) that:

e Do not document agency decisions/actions;

e Are not used as the basis of agency decisions/actions; and

e Are not covered by a more specific records series.

Includes, but is not limited to:

® Basic messages such as “Come and see me when you’re free,” “Call me back at 555-5555,”
etc.;

e Internal communications notifying of staff absences or lateness (such as “Bob is out
today,” “Mary is running late,” etc.), provided the appropriate attendance and leave
records are retained in accordance with Leave/Overtime — Routine (DAN GS50-04B-09);

e Internal communications notifying of staff social events/gatherings (such as potlucks,
birthdays, fun runs, cookies in the break room, etc.) or of weather/traffic conditions (such
as “Avoid I-5, it’s a parking lot,” “Take care — it has started snowing,” etc.);

e Email delivery/read receipts, out-of-office notices, etc.

Excludes records covered by:
e [eave/Overtime — Routine (DAN GS50-04B-09).

Retain until no longer needed
for agency business

then
Destroy.

NON-ARCHIVAL
NON-ESSENTIAL
OFM

GS2016-006
Rev. 0

Internet Browsing
Records routinely generated as part of internet browsing.
Includes, but is not limited to:
e Browsing history/saved passwords/web form information, etc.;
e Cache/temporary files;
e Cookies.

Excludes internet activity log records covered by IT Systems Usage (DAN GS50-06A-05).

Retain until no longer needed
for agency business

then
Destroy.

NON-ARCHIVAL
NON-ESSENTIAL
OFM
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DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS : E;ENT:)ON 'LEN% DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS2016-008 | Organizing/Monitoring Work in Progress Retain until no longer needed NON-ARCHIVAL
Rev. 0 Records relating to the assigning, prioritizing, tracking/monitoring and status of for agency business NON-ESSENTIAL
work/tasks/projects in progress, where not covered by a more specific records series. then OFM
Includes, but is not limited to: Destroy.
e Status logs;
e To-do lists;

e Tasks within Microsoft Outlook, etc.;
e Routing slips;

e Working/rough notes;

e Workflow notifications/escalations.

6. RECORDS WITH
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DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS :E‘IENT(')ON 'LEN% DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS2016-009 | Records Documented as Part of More Formalized Records Retain until verification of NON-ARCHIVAL
Rev.0 Records where the evidence of the business transaction has been documented as part of successful conversion/keying/ NON-ESSENTIAL

another more formalized record of the agency which is retained in accordance with the
current approved minimum retention period.

Includes, but is not limited to:

e Data entry input records (such as paper forms, handwritten notes, etc.) that have been
documented as records within agency information systems (such as databases) provided
the original record/form (including any signatures) is not required as evidence or
authorization of the transaction;

e Working/rough notes, voicemail messages, text messages, social media posts, etc., that
have been memorialized/captured in another format such as a note-to-file, email
confirming the conversation, speech-to-text translations, etc.;

e Automatically-generated email notifications sent out by agency information systems,
provided the transaction is captured as part of an audit trail;

e Raw data/statistics/survey responses that have been consolidated/aggregated into
another record.

Excludes:

e Audio/visual recordings of meetings covered by Meetings — Advisory (DAN GS2012-027),
Meetings — Governing/Executive (DAN GS50-05A-13), Meetings — Inter-Agency (DAN
GS2011-175) or Meetings — Staff (DAN GS50-01-43);

e Electronic records (such as emails) that have been printed to paper.

Note: Electronic records need to be retained in electronic format in accordance with WAC 434-
662-040.

transcription
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DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS : E;ENT(')ON 'LEN% DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS2016-010 | Reference Materials Retain until no longer needed NON-ARCHIVAL
Rev. 0 Materials gathered from outside sources for reference/reading use which are not evidence | for agency business NON-ESSENTIAL
of the agency’s business transactions. then OFM
Includes, but is not limited to: Destroy.
e Individual participants’ copies of internal and external training materials (such as
proceedings, handouts, notes taken, etc.) from conferences/seminars/trainings;
e Copies of published articles, reports, etc.;
e Internet browser favorites/bookmarks;
e Listserv/RSS feeds.
Excludes records covered by Secondary (Duplicate) Copies (DAN GS50-02-04).
GS50-02-01 | Requests for Basic/Routine Agency Information Retain until no longer needed NON-ARCHIVAL
Rev. 1 Internal and external requests for, and provision of, routine information about the for agency business NON-ESSENTIAL
operations of the agency, such as: then OFM
e Business hours, locations/directions, web/email addresses; Destroy.
¢ Meeting dates/times.
Excludes records covered by Public Disclosure/Records Requests (DAN GS2010-014).
GS2016-011 | Scheduling — Appointments/Meetings Retain until no longer needed NON-ARCHIVAL
Rev.0 Records relating to the scheduling of appointments/meetings (such as checking participant | for agency business NON-ESSENTIAL

and room availability, rescheduling, accepting/declining meeting invitations, etc.), provided
the calendar record of the appointment/meeting is retained in accordance with Appointment
Calendars (DAN GS50-01-36).

Includes, but is not limited to:

e Meeting invitations and accepted/declined notifications in Microsoft Outlook and other
calendaring/scheduling software/apps;

e Related correspondence/communications.

then
Destroy.
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DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS : E;ENT(')ON ACN% DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS50-02-04 | Secondary (Duplicate) Copies Retain until no longer needed NON-ARCHIVAL
Rev. 2 Copies of records (created or received), provided the agency retains its primary copy of the | for agency business NON-ESSENTIAL
record in accordance with the current approved minimum retention period. then OFM
Includes, but is not limited to: Destroy.
¢ Data extracts and printouts from agency information systems;
e Cc’s of emails, provided the agency is retaining its primary copy of the email;
e Convenience/reference copies of records;
¢ Duplicate and near-duplicate images/photographs, provided the selected “best” image(s)
documenting the occasion/object is retained.
Excludes records which are the agency’s only copy of the record, even if it is held by another
agency.
GS2016-012 | Unsolicited Additional Materials Upon receipt, NON-ARCHIVAL
Rev.0 Additional materials received by the agency that are: Return to sender NON-ESSENTIAL

o Not requested; and

e Not used by the agency in the course of government business.

Includes, but is not limited to:

e Superfluous extra materials provided with applications (including health/medical records);

e Information entered through online applications, e-forms, etc., but not completed and
not submitted to the agency.

or
Destroy.
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GLOSSARY

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

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

Archival (Appraisal Required)
Public records which may possess enduring legal and/or historic value and must be appraised by the Washington State Archives on an individual basis.
Public records will be evaluated, sampled, and weeded according to archival principles by archivists from Washington State Archives (WSA). Records not selected
for retention by WSA may be disposed of after appraisal.

Archival (Permanent Retention)
Public records which possess enduring legal and/or historic value and must not be destroyed. Local government agencies must either transfer these
records to Washington State Archives or retain and preserve these records according to archival best practices until such time as they are transferred
to Washington State Archives (WSA).
WSA will not sample, weed, or otherwise dispose of records fitting the records series description designated as “Archival (Permanent Retention”) other than the
removal of duplicates. Master indexes, lists, registers, tracking systems, databases and other finding aids for public records designated as Archival should be
retained with the records and transferred to Washington State Archives.

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

Disposition Authority Number (DAN)
Control numbers systematically assigned to records series or records retention schedules when they are approved by the Local Records Committee.
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Employee
Any individual who performs tasks or assumes responsibilities for or on behalf of the agency regardless of pay status.
Includes the agency’s paid staff (permanent full- or part-time, short-term/term-limited, contract, temporary, hourly, etc.), volunteers, interns, work-study
students, etc. This definition applies only in relation to legal disposition authority and does not refer to legal employment status.

Essential Records
Public records that local government agencies must have in order to maintain or resume business continuity following a disaster. While the retention

requirements for essential records may range from very short-term to archival, these records are necessary for an agency to resume its core functions
following a disaster.

Security backups of these public records should be created and may be deposited with Washington State Archives in accordance with chapter 40.10 RCW. Copies
of master indexes, lists, registers, tracking systems, databases, and other finding aids should also be transferred with the records.

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

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

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

Non-Archival
Public records which do not possess sufficient historic value to be designated as “Archival”. Agencies must retain these records for the minimum

retention period specified by the appropriate, current records retention schedule.
Agencies should destroy these records after their minimum retention period expires, provided that the records are not required for litigation, public records
requests, or other purposes required by law.

Non-Essential Records

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



http://apps.leg.wa.gov/rcw/default.aspx?cite=40.10
http://apps.leg.wa.gov/rcw/default.aspx?cite=40.14.070
http://apps.leg.wa.gov/rcw/default.aspx?cite=40.10
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Obsolete
Public records which are no longer relevant to current program or primary functional responsibilities of a department or office.

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

OFM (Office Files and Memoranda)
Public records which have been designated as “Office Files and Memoranda” for the purposes of RCW 40.14.010.
RCW 40.14.010 — Definition and classification of public records.

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

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

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

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

Primary Records

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



http://apps.leg.wa.gov/rcw/default.aspx?cite=40.14.010
http://apps.leg.wa.gov/rcw/default.aspx?cite=40.14.010
http://apps.leg.wa.gov/rcw/default.aspx?cite=40.14.010
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Public Records
RCW 40.14.010 — Definition and classification of public records.

“... The term "public records" shall include any paper, correspondence, completed form, bound record book, photograph, film, sound recording, map drawing,
machine-readable material, compact disc meeting current industry I1SO specifications, or other document, regardless of physical form or characteristics, and

including such copies thereof, that have been made by or received by any agency of the state of Washington in connection with the transaction of public
business...”

Records Series

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

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

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

Security Microfilm

Silver duplicate or first-generation microfilm which is stored at Washington State Archives under strictly-controlled environmental conditions and
serves as an emergency/disaster back-up, in accordance with chapter 40.10 RCW.

Washington State Archives provides security microfilm storage and inspection services to local government agencies.



http://apps.leg.wa.gov/rcw/default.aspx?cite=40.14.010
http://apps.leg.wa.gov/rcw/default.aspx?cite=40.10
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AGENCY MANAGEMENT

Administration (General)
Administrative Working Files .........coouiiiiiniiiiiieneeeecec e
Communications — Governing/Executive/Advisory
Informational Reports Compiled for Agency Use...................
Project Files (MisCelIlan@OouUS)........cccucuviieeiiiii ettt
Research/Program Reports, Studies, Surveys, Models, and Analyses ............... 9

Charter, Jurisdiction and Mission
Agency 1dentity/Brand .......c.cocveeeiiieiiieeieee ettt eae e sbe e e re e 11
Census Records from the State Office of Financial Management.................... 11
Charter and Bylaws — AdOpted........c.cooiierieiiiienieeieee e 11
Charter and Bylaws — Development........coc.eiiierieiiiienieeeeeeec e 12
Jurisdictional Boundary — Development ........ccceovieerieenieenieenieeeiee e 13
Jurisdictional Boundary — Official.......cccccuiiiiiiiei e, 12

Jurisdictional Reference — Maps, Drawings, Photographs
Community and External Relations
Advertising and Promotion

Awards and RECOGNITION .....ciieceiiiiiiiie et e e e e et e e s aaeeas

Media Releases and COVEIage ......ccovvuueeeecuiereeiieeeeiiteeeesieeeseeeeeesnveeessneeeesnnens 15

ProClamations .......ceoeeeeeieiieeee ettt 16

PUblic Opinion PollS......ccceiiiiiieee et e e e 16
Contracts/Agreements

Franchise Requests — Granted by AENCY ........uvveeeeiieiciiiiieee e 20

Elections (Elected Officials, Initiatives and Referenda)
Elections — Held and Certified by Local Government Agency (Official Results) 22

Initiative, Referenda and Recall M@aSsUIreS......ccoovveeeeeveeeeeeeieeeeeeeeeee e 23

Oaths of Office — Not Filed or Recorded with County Auditor.........cccccccuveenne. 24
Emergency Planning, Response, Recovery

Emergency/Disaster Response/Recovery — Uncommon or Major................... 26
Legal Affairs

Civil Rights — Violation Complaints (1985 and earlier) ........cccceecvveeeccineecnnennnn. 29

Legal Advice, Analysis, and Opinions - Official .........cccceeeieiveciee e 34

Litigation Cas@ FIlES ...ccuuvieeeceiiie e ctee ettt et e et e e s ae e e e rre e e e e tbeeeennes 35
Local Government Agency Legislation

Ordinances and Resolutions — APProved ......cccccceveveeieeeniieeesniieeeniieeesiveeeens

Ordinances and Resolutions — Development
Meetings and Hearings

Appeals Hearings — Local Decision-Making Bodies (General) ....

Appeals Hearings — Local Decision-Making Bodies (Land UsS€) ........cccccceuuveen.

MEELINGS — AQVISOIY .eeieii ittt et e e e e s serrar e e e e e e seennnnes

Meetings — GOVErniNg/EXECULIVE .....ccvieiveeiiieeeie ettt etve e

Meetings — INTEI-ABENCY ......eiiiiiiii it
Planning

Establishment/Development History of Agency/Programs .........c.cceceeeveveneene. 44

Strategic Plans — FiNal VErsion .........cccooueiiiiinieisiieseeeceeeee e 44
Policies and Procedures

Official Agency Policy and Procedure Directives, Regulations, and Rules........ 46
Reporting

Annual Reports — Adopted.......cooeervieeineeniieeeieeeceee e

Reporting/Filing (Mandatory) — Agency Management
Risk Management/Insurance

Insurance Policy CertifiCates ......ccccviiieeiriiiii i 50
ASSET MANAGEMENT
Acquisition/Ownership
Capital Assets (Ral ProPerty) ....ccceeeicieeeeiiiee et et ettt e e s 57
County ENgINeer RECOIS ......uuuiiiiieee ittt e e arree e e e e 58
Environmental Site Assessments — Asset Not Acquired........cccevevvieeeenciiennnnns 58
NAMING (ASSEES) .uvrieeeiiiieieiiee et e s e e e ree e e s e e et e e s e nreeessnbeeeesseeesennes 59
Authorization/Certification
DESIGNALIONS (ASSELS) ..uviieieiiiiieeiieeectiee e et e e eette e e ette e e esteeeeeareeeesveeeeerbeseennes 62
Construction
As-Built Drawings — Appraised and Selected for Archival Preservation........... 63
Construction Project FIles ........uviiieeiiiiciiieee et etree e e 64
Standards and Specifications Manuals.........cccceeeuiieiecee e 68
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Hazardous Materials Management

Hazardous Materials/Dangerous Waste — Abatement and Remediation......... 71

Hazardous Materials/Dangerous Waste — Plans.........ccocevveeveeienienieneseneeenes 73
Inspection/Monitoring

Inspections/Monitoring — Regulated (Environmental)

Monitoring (Traffic) — ANAlYSIS .....eeeiiiiee e
Inventory

LNV =T o o] VA I T TR 79
Planning

Capital Construction Projects — Preliminary Plans (Project Not Completed)... 82

Long-Range Asset Plans (Final VErsion)........ccoceveevircineeneeneeneeeeee e 84
Reporting

Reporting/Filing (Mandatory) — ASSEtS .......cceeecveeirieeieeeiree e eree e eveeeeree s 85

FINANCIAL MANAGEMENT

Auditing

Fiscal and Performance Audit REPOItS.......coceevvieerieeniieeiiieneceee e 102
Budget

T F= Y= 10T = USRS 104
Planning

Levy and Bond Planning — SUCCESSTUl ...ccciviieieiiiiiiiee e 109
Reporting

Annual Financial Report of Chief Fiscal Officer to Commissioners/Council ... 113

Bond, Grant and Levy Project REPOItS .......coceeriieiiiieriiiiiiieesieeree e

Reporting/Filing (Mandatory) — Financial Management
INFORMATION MANAGEMENT
Forms and Publications

PUblications — Master SEL.......ivviiiiiiiiie it 145
Library Services

Collection Control — Special Collections..........coeveerieenieenieeniee e 147

SPeCial CollECHIONS . ...eiiiiieieeiie et 147
Records Conversion

Conversion Process — Archival RECOrdS.........cvvviviriiiniieniieenieenieeniee e 150

Source Records — Imaged (Archival)........cccoccieeiiiiiiecceee e, 151
Records Management

Conservation (Archival) ......ccceeiceeecie i s 153

Destruction of PUBIIC RECOIAS .....ccoeeuuiiiiiiee et 153

Transfer of Legal Custody
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AGENCY MANAGEMENT

Authorization/Certification
Authorizations/Certifications — Agency Management ..........ccoccevveereneenennns 10

Charter, Jurisdiction and Mission
Agency 1dentity/Brand .......ccccocveeeiieeiiieeieee et ere e e e s re e e re e
Charter and Bylaws — AdOPLE........cceeeciiiiiiiieeecieee et
Jurisdictional Boundary — Development
Jurisdictional Boundary — Official........cooveeiiiiriiiniiiieeee e
Jurisdictional Reference — Maps, Drawings, Photographs

Contracts/Agreements

Contracts and Agreements — Capital Assets (Non-Real Property) ................... 17
Contracts and Agreements — GeNeral .......ccceeeeciieiecciee et 19
Franchise Requests — Granted by AGENCY .....cccueveiiiiieeeciee e 20

Elections (Elected Officials, Initiatives and Referenda)
Elections — Held and Certified by Local Government Agency (Official Results) 22
Oaths of Office — Not Filed or Recorded with County Auditor........ccccceeueeneee. 24
Emergency Planning, Response, Recovery
Backups for Disaster Preparedness/RECOVENY .......cccccveeeeereeereeireeireeireeeesseenes
Emergency/Disaster Preparedness and Recovery Plans
Legal Affairs

Litigation Case FileS ..cuiii ittt e e e e e e e e e e s eaaaaees 35
Local Government Legislation

Ordinances and Resolutions — ApProved ..........ccceeeeecveeeeiieeeeenieeeeeeee e sieeeens 36
Meetings and Hearings

Appeals Hearings — Local Decision-Making Bodies (General) ........cccccvvreneenn. 37

Appeals Hearings — Local Decision-Making Bodies (Land Use) .........cccveveneeen. 38

Meetings — GOVErniNG/EXECULIVE ....ccueieereeeereeeeieecree e eeteeeetee et e eeveeeteeeereeeans 40
Policies and Procedures

Official Agency Policy and Procedure Directives, Regulations, and Rules........ 46
Risk Management/Insurance

Accidents/Incidents (Hazardous Materials) — Human Exposure...........ccccueeue. 48

Accidents/Incidents (Hazardous Materials) — No Human Exposure ................ 49

Insurance Policies PUIChased ........ccovcuieeiiiiiiiiiee et 50

Insurance Policy Certificates .......oooeiriiiiieiiiiee e 50
Training

Agency-Provided Training — Hazardous Materials Handling ...........cccc.ccuve... 54

ASSET MANAGEMENT

Acquisition/Ownership

Capital Assets (Other) and Non-Capital Tracked Assets.......ccccceeveecreercveennnnn. 56

Capital Assets (REAl PrOPEItY) .....cociereerieriieieeiesieesitesieeie et 57

County ENGINEEr RECOIMS ...ccuueeruiiieiieiiieeiee sttt 58
Construction

As-Built Drawings — Appraised and Not Selected for Archival Preservation.... 63

As-Built Drawings — Appraised and Selected for Archival Preservation........... 63

IT Applications — Technical Design and Implementation .........ccccccvveeeeeiicnnnns 67

IT Network — Design and Build ...........ooeveiiiiiiiiiiiee e 67

Standards and Specifications Manuals.........ccccceecieeieiieee e 68
Hazardous Materials Management

Hazardous Matls/Dangerous Waste — Abatement and Remediation............... 71

Hazardous Matls/Dangerous Waste — Control/Inventory/Tracking/Disposal . 72

Hazardous Matls/Dangerous Waste — Plans ........ccceevvueerveeeeeeniveeceeesireeeneeenns 73
Inspection/Monitoring

INSPECLIONS — BridZES..cciieieiiiiiieeeeecitte ettt e e e st e e e e e s ebaareee e e e seennnnes 74
Inventory

Inventory — Keys/Key Cards/Badges ........ccecueverierierereeeneerieniesseseeseesseseensenes 79
Maintenance

Maintenance — Major and/or Regulated.........ccceeevvevieeciee e 80
Security

Authorization — EMPIOYEE ACCESS ..uveeiiieieciiiiieeeee ettt et e e e e svvareee s 86
Usage and Operations

OPErating ManUAIS........uuieeeiiiie et e e e e e e snae e e e eaaae e e snreeeeas 90

FINANCIAL MANAGEMENT
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Accounting
General and Subsidiary LEAGErS ........coovieriiiiiiiiieciieeec e 99
Payroll
EMPloyee Pay - HISTOIY ..coieuiiiiiiiee ettt
Payroll Register
HUMAN RESOURCE MANAGEMENT
Authorization/Certification
Authorizations/Certifications — Employees (Hazardous Materials Handling) 117
Employee Benefits
Employee Benefits — Enroliment and Participation .......cccccocvevivienieiineennen. 119
Employee Retirement/Pension Verification..........ccccevvveveeeenienenenesceeenes 120

Employee Development, Performance, and Work History
Employee WOrk HiStOry ........coooeeiiiiiiiieniieeeeeeeeeee et 129
INFORMATION MANAGEMENT
Library Services
CAtAlOE et st e
Collection Control — General
Collection Control — Special Collections
Records Management
Destruction of PUBIIC RECOIAS .......oviiiiieiiiiiie e 153
Transfer of Legal CUStOAY .....ccivueiriiiiiieniee e 155
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INDEX: DISPOSITION AUTHORITY NUMBERS (DANs)

GS2010-001.....ccciiiiiiiiiiiiiciiiee 8 GS2011-168.....cooviiiiiiiiiiiiiniiees 16 GS2012-023.....coviiiiiiiiciiiceee, 24 GS2016-004........coooviiiiiiiieee 157
GS2010-002......cccevvviiiiiiiieieee, 86 GS2011-169.....ciiviiiiiiiiiiiiiiniiies 17 GS2012-024......ccviiiiiiiciiiee 25 GS2016-005......ccciiviiiiiiiiieiee 158
GS2010-003.....cccviiiiiiiiiiiiciceee, 67 GS2011-171 i 27 GS2012-025.....coviiiiiiiiciiicee, 26 GS2016-006........c0eerviiiiiriiennene 159
GS2010-004........coovviiriiiiiicieene, 90 GS2011-172...cuiiiiiiiiiiiiiiiiiciieee 32 GS2012-026....ccccvviviiiiiiiiiiiieene, 31 GS2016-007.....cocvivviiiriiiiiiiieeee, 39
GS2010-005......ccciviiriiiiiiieiieeee, 90 GS2011-173 i 37 GS2012-027....oovvvviiiiiiieiiiiiiee 39 GS2016-008.......cooovviiiiiiiiennnne 160
GS2010-006.......ceevviriiiinniieiieene, 67 GS2011-174....ooiiiiiiiiiiiiiiiieiees 38 GS2012-028......ccvvviiiiiiiiiiiiieen 47 GS2016-009......cccovvviiiiiiiiieniee 161
GS2010-007.....covviiiiiiiiiiiiiennenne 154 GS2011-175.uiiiiiiiiiiiiiciiinieee 41 GS2012-029.....covviiiiiiiiiiiii 54 GS2016-010.....cccvivviiiiiiiiienine 162
GS2010-008........ccevviirriiiiieiieene, 87 GS2011-176...cuciiiiiiiiiiiiiiiiciieee 43 GS2012-030.....cccciiiiiiiiiiiiiciieene, 56 GS2016-011....ccoeviiiiiiiciiieee 162
GS2010-009.......ccvviiiiiiiiiciieene, 89 GS2011-177 i 48 GS2012-031....ciiiiiiiiiiiciiiceee, 58 GS2016-012.....cccviiriiiiiiiiiee 163
GS2010-011....ccoiiiiiiiiiciiecee 144 GS2011-178....oiiiiiiiiiiiiiiiiiciieee 52 GS2012-032....ccoviiiiiiiiciiiceee, 59 GS2017-002.....cccivviiiriiiiicrcee, 30
GS2010-012.....cccviiiiiiiciieeee 144 GS2011-179....uiiiiiiiiiiiiiiiicieee 52 GS2012-033....cciiiiiiiiiiciceee, 61 GS2017-003.....ccciiiiiiriiiiiieicee, 32
GS2010-013.....coiiiiiiiiiiieeee 144 GS2011-180....uciiiiiiiiiiiiiiiieiieeae 53 GS2012-034......coviiiiiiiiiiinie 62 GS2017-004.......coooviiiiiiiiieiee, 35
GS2010-014......ccvvviiiiiiiieiee 149 GS2011-181...uviiiiiiiiiiiiiiiiicieee 55 GS2012-035.....coviiiiiiiiiciiiniee 63 GS2017-005......ccciviiiiiiiniienieenee, 59
GS2010-015.....coviiiiiiiiiiiecien 150 GS2011-182....uiiiiiiiiiiiiiiiiiciee 94 GS2012-037....eovviiiiiiiiiieiiiciee 74 GS2017-006......cccovvviiiiiiiiiennnne 106
GS2010-016.....covuviiiiiiiiiiienien 150 GS2011-183....iiiiiiiiiiiiieiee 96 GS2012-038......ccviiiiiiiiciiiriee 76 GS2017-007.....covviiiiiiiniiiiiieniene 118
GS2010-017..ccovvvviiiiiiiiiiniieinnen, 151 GS2011-184.....ciiiiiiiiiiiiiice, 97 GS2012-039.....cccviiviiiiiiiiiicie, 80 GS2017-008........oevvvriiiiiiiiieinnnen, 119
GS2010-018......cevviiviiiiiiiniieinnen, 152 GS2011-185...cciiiiiiiiiieiiiiiece 103 GS2012-040.....ccciiiiiiiiiiiiiiiiieenn, 81 GS2017-009......ccccevivriiiiiiiiicinnen, 120
GS2010-019.....cccvviiiiiiiiiiiiieie, 153 GS2011-186....ccovuviiiiiiiiiiiiiiicine 103 GS2012-041...ccocvviiiiiiiiiiiieciieee, 82 GS2017-010....ccuveiiiiiiiiiiiiicinnen, 122
GS2010-020......cccviiviiiiiiiiiienien 153 GS2011-187..vviiiiiiiiiiiciiieie 108 GS2012-042......cvviiiiiiiiiiiiiee 83 GS2017-011...ccciiiiiiiiiiiiiieie 130
GS2010-021....ccovvviiiiiiiiiieeaee 155 GS2011-188.....covviiiiiiiiiiiiieiie 109 GS2012-043.....coiiiiiiiiiciiiiee 84 GS2017-012.....covviiiiiiiiiiienie 130
GS2010-023.....covviiiiiiiiiiieeiee 147 GS2011-189....eevviiiiiiiiiiie 114 GS2012-044......ccvviiiiiiiiiiiie 85 GS2017-013....cciiiiiiiiiciiieie 134
GS2010-024........coovvviiiiiiiieiee 147 GS2011-190.....cciviiiiiiiiiiiiiieiiee 116 GS2012-045......coviiiiiiiiiiiiniee 92 GS2017-014.....cccviiiiiiiiiiee 134
GS2010-079...cccvviiiiiiiiiiiiiciieee 44 GS2011-191...ciiiiiiiiiiieiis 117 GS2012-046......ccuvvviiiiiiniiiiiieen, 93 GS2017-015....ccciiiiiiiiiiniicine, 135
GS2010-080......ccueeeiiriiiiiiriiiiiieeenne 44 GS2011-192....ccviiiiiiiiiiiiiiics 137 GS2012-047...ccovvvviiiiiiiiiiiciiiieenn, 94 GS2017-016....ccvveviriiiiiiiiicinnen, 138
GS2010-081......cvveerereieinieeeieee 50 GS2012-015.....oiiiiiiiiiiieieieeeiee 11 GS2012-048......cccvvveeeeieieieeen 108 GS2017-017...ueeviiiiieieeiieenee 139
GS2010-082......uvvvvvriieiiiriicinnen, 123 GS2012-016....oevvieiiriiiieicieecieene 16 GS2014-029.....ccoviviiieicieee 91 GS2020-009......ccvvvreiireiniiceenee, 88
GS2010-083......ccviiiiiiiciiieiee 124 GS2012-017....oiviiiiiiiiiiiiiiiciiees 19 GS2014-030......ccciiiiriiieiiineiee 98 GS50-01-01 ..., 46
GS2010-084.........ooovviiiiiiiennee 124 GS2012-018.....cocviiiiiiiiiiiiiciiees 21 GS2014-031....ccoviiiiiiiiiiiiiicei, 127 GS50-01-02 ..o 6
GS2011-165....ciiiiiiiiiiiiciiicie, 14 GS2012-019.....coviiiiiiiiiiiiiiciies 22 GS2014-032.....ccccviviiiiiiiiieei, 143 GS50-01-09 .....oovviiviiiiiiiiicie, 15
GS2011-166.....ccvvvviriiiiiiiieiiieene 14 GS2012-020...cccocuviiiiiriiiiiiiiennnen, 22 GS2016-002.......cvvveveeerereieeennnn 156 GS50-01-10 ..eeeiiiiiieeiececee, 31
GS2011-167..ccovviiiiiiiiiiiiiiciiieee 14 GS2012-021...ccovvviiiiiiiieiinieen, 23 GS2016-003.......ccvvvereeeieicieecne 157 GS50-01-11 .o, 18
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GS50-01-12 .eviiiiiiiiii e 7
GS50-01-24 ..o, 46
GS50-01-25 ..o, 36
GS50-01-30 ...oovviiiiiiiiiiiiece, 16
GS50-01-32 ..ooiiiiiiiiiiieie 9
GS50-01-36 ...oevviiiiiiiie e 6
GS50-01-37 i, 11
GS50-01-38 ...ooiviiiiiiiiiice, 45
GS50-01-39 ...eoiiiiiiiiiiiici 9
GS50-01-42 ..o, 10
GS50-01-43 ..o, 42
GS50-02-01 ....ooviviiiiiiiiiiiecee 162
GS50-02-02 ....ooovvviiiiiiiiiieein 156
GS50-02-03 ..o 158
GS50-02-04 .....coovvviiiiiiiiiieei 163
GS50-02-05 ....ooovviiiiiiiciiecee 159
GS50-03A-10..cccciiiiiiiiiiiiiciieee, 94
GS50-03A-15... i, 99
GS50-03A-17 .vvviiiiiiiiiiiicee, 114
GS50-03A-18...cviiiiiiiiiiiiiciee, 78
GS50-03A-26 ...cooviviiiiiiiiiieiee 102
GS50-03A-28 ....cviiiiiiiiiiieeien 100
GS50-03A-33 ..o 100
GS50-03B-06 .....coeveverereecreecnnenee, 94
GS50-03B-09 ....ccvvveireieicieeennne 100
GS50-03B-10 ....ccvviereieieecieecienee, 93
GS50-03B-14 ....cvvvvviiiiiiiiieiee 95
GS50-03C-01 ...covviiiiiiiiiiiieiee 113
GS50-03C-02 ....ovviviiiiiiiieeine 113
GS50-03C-07 ..o, 99
GS50-03D-01....cevvvieeieiieene 104
GS50-03D-02......cevvveieeieieieennne 113
GS50-03D-03....ccviiieeiercieenee 104
GS50-03D-04 ......ovvveieeeieieieenne 104
GS50-03D-05.......c.covveviiiiiiicnnene 104

GS50-03D-06......ceevvvieiicniiennnne 104 GS50-05A-13 ..o 40
GS50-03D-07 ...oovviiiiiiiiiiiieiee 104 GS50-05A-15 ..., 23
GS50-03D-08.......ooovviiiiiiiienie 104 GS50-05A-16...cciiiiiiiiiciiiccee, 36
GS50-03D-10....cccviiiiiiiiiiiiieiinne 104 GS50-05A-26 ...cooviiiiiiiiiiiiicie, 131
GS50-03E-01 ...ooovviiiviiiiiiiiiciee 105 GS50-06A-01 ...ccvviiiiiiiiiiiiccieee, 82
GS50-03E-02 ....covvviiiiiiiiiicnee 107 GS50-06A-02 ....cvvvvviiiiiriiiiiee, 25
GS50-03E-15 ..o, 106 GS50-06A-03 ....covviiiiiiiiiiiiie 67
GS50-03E-22 ..., 107 GS50-06A-05....cevviiiiiiiiiiiiie, 90
GS50-03F-01....cccviiiiiiiiiiiiiiiiinns 102 GS50-06B-05 ......oevviiiiiiiiiiiieene, 79
GS50-03F-02....cccvviviiiiiiiiiiiiciins 102 GS50-06B-09 ......cooovviiiiiiiiiiiiene, 90
GS50-03F-03....cccviiiiiiiiiiiiiiininns 102 GS50-06B-18 .......oevviriiiiiiiiiieene, 89
GS50-04A-05....cccvviiiiiiiiiiiiiiiinns 140 GS50-06B-20 ......cocovvvriiieiiiiiieene, 88
GS50-04A-08 ......coovviiiiiiiiienie 132 GS50-06B-22 .......ooovvvriiiiiiiiiieenne 66
GS50-04B-05 ....ccvvvviiiiiiiiienie 143 GS50-06B-23 .....ooviiiiiiiiiiiii 69
GS50-04B-06 .....ccooovviviiiiiniieninne 129 GS50-06B-24 .......ccovvviiiiiiiiiiienne, 58
GS50-04B-09 .....covvviviiiiiiiiiininns 123 GS50-06B-25 .....oeviiiiiiciiiiiiee, 79
GS50-04B-17 ...coovivriiiiiiiiiieenne 143 GS50-06C-02 .....vvviiiiiiiiiiice, 124
GS50-04B-22 ......vvviiviiiiiiiiiiiinns 141 GS50-06C-03 ......ooevviiiiiiiiiiiiienne 49
GS50-04B-30 ....cccuvvviviiiiiiiiiiiinne 136 GS50-06C-04 .......coovnvviiiiiiiiinnnn, 50
GS50-04B-31 ....covvvviiiiiiiiieiee 133 GS50-06C-15 ....ooviiiiiiiiiiiiiie 50
GS50-04B-33 .....ccviiiiiiiiiiie 134 GS50-06C-16 ....ocvvviviriiiiiiiiiiene 50
GS50-04B-34 ..o 126 GS50-06C-21 ....oovviiiieiiiiiiicin, 137
GS50-04B-35 .....ccvviiiiiiiiiieie 140 GS50-06C-25 ....cviiiiiiiiiiiiiie, 51
GS50-04B-44 .......oovvvvviiiiiniiiiinns 126 GS50-06C-27 ....uvvvviriiiiniiiinee, 125
GS50-04B-46 .....vvvviviiiiiiniiiiinns 131 GS50-06C-31 ....ovvvviiriiiiiniceee, 125
GS50-04B-47 ...uvvvviiiiiiiiniiiiins 132 GS50-06C-33 .....cooeviiiiiiiiiccne, 139
GS50-04C-01 ..o 28 GS50-06C-35 ....coiiiiiiiiiiiiiii 51
GS50-04C-04 .....cvoviiiiiiiiiiiiiiies 29 GS50-06D-02........oovvvieiiiiiiienn, 148
GS50-04C-05 ....ooviiiiiiiiiiiinie 142 GS50-06E-08 ........oovvvviiiiiiiriiiene, 69
GS50-04D-03 .....vovviiiiiiiiiee 119 GS50-06E-21 ....oovvviiiiiiiiiicein, 111
GS50-04E-03 .....covvviiiiieiienee 128 GS50-06F-02.......ooovevviiieiciiiieee, 44
GS50-05A-01 ..o 11 GS50-06F-03......coviiiiiiiiiiceen 9
GS50-05A-04 ......ovviiieieieiiieeeiee 47 GS50-06F-04.........oovveeeiiiiiiecnn 145
GS50-05A-07 ..o 12 GS50-06F-07....ccovvieriiiieiciiicee, 15
GS50-05A-10 .....ccueiiiiiiiiiiiiiiiiee 20 GS50-08A-01 .....cvevvviiiiiiiiicnn, 110

GS50-08A-02 ....cvvvviiiiiiiiieenne 110
GS50-08A-05 ....cvviiiiiiiiiiice 111
GS50-08A-06 .....c.eovvviiiiiiiieine 112
GS50-08A-07 ...oovviiiiiiiiiiieiee 112
GS50-08A-09 ....ceviiiiiiiiiiece 112
GS50-08A-10...ccoiiiiiiiiiiiiieennee 112
GS50-08A-11 ..ccovniiiiiiiiiiiiecnine 110
GS50-08A-12 ...ccvviiviiiiiiiiienie 112
GS50-08A-13 ... 112
GS50-08A-14 ......ovviiiiiiiiienne 111
GS50-08B-05 .....eevvviiiiiiiiene 111
GS50-08B-06 .......coovvieiiiiriinnnnne 111
GS50-08B-07 ...covvvvviviiiniiiiiieniene 111
GS50-08B-08 ........oovvvviiiiiiniicninne 111
GS50-08C-06 .....cooovvevinriiiiieiieennn, 79
GS50-09-01 ....ooovviiiiiiiciiecee 155
GS50-09-02 .....oovvviiviiiiiiiieee 154
GS50-09-06 .....coovvvverieieiieenee 153
GS50-09-14 ..o 152
GS50-12A-01 oo 146
GS50-12A-02 ...covviiiiiiiiiiicie 146
GS50-12A-03 ... 146
GS50-12A-08 ....cviiiiiiiiiieeie 147
GS50-12D-01 ....cvvvviiviiiiiiiicien, 115
GS50-12D-02......ceevvvvvieiiniiicinen, 115
GS50-12D-03.....oeeiiviiiiiiiieicinnen, 115
GS50-12D-04 .......oovvviiiiiiiiieniee 115
GS50-12D-05....ccviiiiiiiiiiiieiee 115
GS50-12D-07 ...covvviiiiiiiiiiiieniee 115
GS50-12D-08.......oooviiiiiiiiieninne 115
GS50-14-03 ..o, 25
GS50-16-09 ....coovvieiiiiiiie, 12
GS50-18-06 ....coovvviereiinieiiieiee, 63
GS50-18-08 ....coovveieeiieciecie, 74
GS50-18-10 .....cocvvvvviiiiiiiiicie, 64
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GS50-18-29 ..o 26
GS50-18-34 ..o, 77
GS50-18-38 ..o, 13
GS50-18-43 ..o 73
GS50-19-02 ..., 72
GS50-19-03 ..o, 49
GS50-19-08 .....ooviiiiiiiiiiiici 73

GS51-05D-07

.................................. 117 GS52-03A-05

.................................... 71 GS52-07-03 ..o,
.................................... 93 GS53-02-01 ...,
................................ 139 GS53-02-03 ...,
.................................... 75 GS53-02-04 ...,
.................................... 84 GS53-02-05 ...oovvviiiiiiiiiiiciine
.................................... 60 GS53-02-06 .....oovvvviviiiiiiiiicin,

GS55-01M-04......oovviiiiiiiiieee, 70
GS55-05A-06 ......oovviiiiiiiiiiicee, 57
GS55-05A-09.....civviiiiiiiiicie, 33
GS55-05B-31 ...covviiiiiiiiiiccne 101
GS55-05B-32 ...ccuviiiiiiiiiiiee 101
GS55-05G-04......oooviiiiiiiniiiiienee, 68
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5

504 accommodations.......cccccceeeeunreeeeeeeeennns 28, 29, 30

A

acceptance testing (computer applications)........... 67
access
badges/keys (iNVeNtory) ......ccccevveveeveeireecveeeenne
employee (authorization)...............
facility coooeeeeeeeeee e,
accession/discard (libraries) .....ccccceevvveeerevvrennnnnn,
accident prevention/total safety plan
accidents/incidents..see also workers’ compensation

claims for damages.....cccccevevevieievciiee e, 31
hazardous materials ........cccccevvveiiiiiiiiiinnnnnn, 48, 49
no claim filed .......ccooevveeieiiiiiiie i, 49, 50
traffic colliSioNS......uveeeviiiieiiiieiiec e, 49, 50
traffic monitoring/analysis ..........cccceeevvvervrennnnnne 77

accommodations (section 504)
compliance program

employee

violation complaints (1985 & earlier) ................. 29

violation complaints (1986 & later).................... 30
accountable forms .......ccccceieiiiciiiiii e, 144
accreditation........... see authorizations/certifications
acquisitions

bond/levy/grants........cccceeeeevieeceeeiee e, 96

capital asset record......c..cccveeevieeeiiieeeeciee e, 94

INDEX: SUBJECTS

1aNd/PropPerty ...cceeceeeceeecie e e 58
ADA (Americans with Disabilities Act)..................... 30
addresses/passwords (URL) .......cccceeveeveenneenieennens 67
adjudicative proceedings
adjustments

inventory (assets) ...............

to banking accounts

to customer accounts ......ccccveeeeeieiiniiiiiieeeee e 97
administrative

appeals

8ENEral .eeiiiiiiiiii e
[N USE ..uviiieiee et

forum (litigation) .....ccoeeeeeevieeee e

PrOCEAUIES.....vvieeieeeceiirree e eecrere e e e serraeee e

working files..
administrator (retirement/pension plan)

advertising/promotion...........cceeeueeeeieeneenreecreenens
advice
basic/routine (information) .......ccccevvvvevvrevunenns 162
ZOVErning/eXeCULIVE ......ccceuvereeieieiesieeese e 7
IThelpdesk....iiieeieeccee e, 90
legal ccoeeeeeeeecee e see legal affairs
NON-EXECULIVE ...eeriiiiiiiiiiiee e e 8
advices (remittance) .....occoeeeeecieeecciiee e 96, 97
advisory bodies
communications (internal/external) ................... 7
meetings
agenda/packet/minutes/recordings
members’ copies/Notes ........cccvveveeeerveecreeens
aerial photos
jurisdictional boundary.......ccccceeeiiiieeeennnnn. 12,13
real property assets......cccccvevceeeeeiieeeeeceneee s 57

INDEX TO:
SUBJECTS

agency
charter/bylaws........ccveeceeecieeecee e
80alS/0bjeCtiVES . ..ccuevvereeeieieiee e
historical files..........
identity/brand
informational reports ...................
liability (risk data) ......cceeeevveiiiieee e,
Photographs ......cceecieeeicieeeecee e,
policies/procedures........cccvevveevveenieeenveesveennne.
Press releases .......ooceeveeeveerieeeseeniieeseeee
public opinion Polls........cccceeerieiniiiniiennieereeeee,
publications/forms ........cccceeveveneneneneeeeeennn
SCrapbOoOKS......veieiieiiieeie e
SPEECHES ...t

agency attorney
advice/analysis/opinion

litigation
agency rule/ordinance review (legal affairs) .......... 35
agendas/packets
adjudicative proceedings.........cccceeeevvreennen. 37,38
AdVisOry Meetings......coovvcvviveeeeeeicciiieee e eeeinnns 39
AEEeNdA reqUESES ..vvveeeeeeciiireee e 43
governing/executive meetings ......c.ccccveeevveennenn. 40
individual members’ copies/notes ..................... 39
inter-agency Meetings .....cccccvvvvvivveeeeeenicinnneennn. 41
safety committee......coccvevcieeeevciee e 138
staff meetings....cccevecveee v, 42
agreements........c........ see contracts and agreements
air quality monitoring ......cccccceeeeiiieeee e,
airborne pathogen (training)
airport
certification......coeee e 10
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Self-INSPECLIONS ....eiiciieeeeiee e, 76
albums/scrapbooks (agency history) .......cccccueenene 44
alcohol/drug program

AdMINIStration .......oecceeriiiieeiiee e

collection process
test results (not positive)
test results (positive & refusals) and actions.... 135
analyses (research) ......cccccceeevieeeeeciee e, 9
analysis (1egal) .....cooeereerieiieieee e 34
animal control
Board of Pharmacy registration.........cccccoeueenneee.
code VIolatioNS......coccveeeiiiireciiee e,
animal exhibitor registrations............ccccceeeeiiveeeennns
ANNEXALTION .o
announcements/postings ........ccccevvereeenne.
Annual Construction Program (ACP)
ANNUAI FEPOMES.cueiieiiieiiieeteertee e
chief fiscal officer.........
prosecuting attorney
special purpose districts .................
trustees (libraries) ......cccceeeeveeeecieeeeciee e,
appeals.....cccccviveeeeeeeinnns see also claims and appeals
hearings (adjudicative proceedings)............. 37,38
lItIgAtiON . e, 35
applications
accommodations (Section 504)
authorizations (credentials).........ccoceeeivieeenns
bids/pProposals .......ccceeeeeecieeicieeiree e
employee access
firealarms......ccoovvieiiniiiiiieee,
information technology (IT).....cccccovveveivneenne
records within .....search by function/content of
record
library patron.....ccccccceeeecieeeccceee e, 146
Planning/reVieW.........coveeevieceeecee e, 82

L= L= VA =T L= TR 110
appointed officials

oaths of office ...,
filed/recorded
filed/recorded with Co Auditor-............
not filed/recorded with Co Auditor
reference copies (HR).....ccoeeveeeiiieeeeciieeenns
APPOINTEL ...eecveeciee e see employee
appointment
CaleNdars ... 6
[EELEIS woveiee e 120, 129
appraisal/appraisal required................... see Glossary
aApPraisals (2aSSets) ....coceeevreieiiiiee e e 56, 57
apprentice certification..........cccceeeeivieicciee e, 126
APPIrOPriate USE..uiiieiiiiiiiiieeeriee e 90
arbitration
(o] 014 - [ A USRS
employee complaints/grievances
architectural drawings.............
project not completed
secondary/reference copies.......ccccceevvervverunenne.
Archival...ooceee e
as-builts/designed drawings.......c..cccoevveereeeveennen.
collections (libraries) .......ccccceeevvereeeveeeeeireeeeennns
records (transfer)......ccoeeeeeeevcciieeeee e,
arrangements
charity fundraising events ...........cccoceeeeeiieeennenn. 14
field trips/transportation (minors)
meetings/hearings......ccceevveeeeeeeecceeecre e 43
art
installation/construction ........cceevvvvvevevivcineneeeen. 64
INVENTOTIS ..eeieiiiieeeiiee e 78
owned by agENCY....ccvveeeviiie e 56
as-built/designed construction drawings/plans 63, 64

INDEX TO:
SUBJECTS

assessments
ASSEL PlANS ..eeieieieee e 83
environmental site........cccoveeeiiiieiiiiiieeee e, 57,58
hazardous materials incidents.......cccccoeevieeennneen. 71
Local Improvement District (LIDs) ....
occupational health & safety programs ........... 138
workforce planning

asset MANAZEMENT....ccvviiiireeiiie et

assigned counsel certification
Associated Student Body (ASB).see Governing Bodies

DYIAWS .. 11, 12

certification of election.......cccccccvvvvieieincien e, 22

MINUtES/MEELINGS ...ocvveecreecieecieecee e 40
atmospheric monitoring ........ccoceeeevieeeviieeecciee s 75
attachments (pPayroll)......cccceeeceeeeeciee e, 105
attorney (outside) .....c.ccecevvvereenieennen. see legal affairs
Attorney General opinions.........ccecveevvieeniieenieennenn. 27
auctions (authorizations/notifications) .................. 69
audio/visual recordings

agency general (photos, etc.) .......

meetings/hearings.......ccceceeeeeeeceeecieeeeneeens

SOUICE rECOIAS ..uvvrieieeeicciiiieee et e e e e

SUNVEIlaNCe ...

systems (installed) ......cccoeeveeiecieee v,
audiometric evaluations ........ccccceevcveeiecieeeccieenn.
10 Lo [ 4RSS

fiscal and performance.......cccccoecvveeecieecccnneenn.

fuel/pump tank

insurance .....cccceeeeee.

internal ..o

State Auditor examination reports.........c........ 102

trails (IT infrastructure).......ccocveeeeeeieccivieeeeee e, 67
authorizations/certifications

agency assets (general) ....ccccoeceeeeicieeeccciee e, 61

agency management (general).......cccceeeevveeennneen. 10
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employee
general (CDL, notary, etc.)...cccceveriereenneenne. 116
hazardous materials handling ...................... 117
health care/service providers ............cc..c..... 117
payroll deductions.........ccceecuveeiiciieeeniieeennnns 105
hazardous materials/dangerous waste .............. 70
automated clearing house (ACH) .......cccccveeevvneennne 103
automated tasks (electronic info systems).............. 90
automatic deposit (employee pay)......ccceeeeruennee. 105
AVL tracking data (security monitoring) ................. 89
awards/recognition/commendations
ABENCY .eeviiiiiiiiiiiriiiiitiriirirrr . 14
eMPIOYEE ....uvveieieeeee e 126, 129
B
B&O (business and occupation) taX.......c.ccceeeueennne 115
background checks
employee (final results) .......ccccoceeeecvieeeciieeenns 129
investigative records.......... see Law Enforcement
Records Retention Schedule
recruitment (unsuccessful candidates) ............ 141
TeNANT e 91
backups (public records) ........ccceevveeeicieeeniier e, 25
badges (employee access)
aUthorization for......cccvieviienieeneeceeree e 86
INVENTOIY ..ot 79
ballots (elections).......cccoeeeeeieeeeciiee e, 22
banking
activities/transactions .......ccccevveevvereeeeeeiresinnens 103
contracts and agreements.......cccceecveeeeecneeeennenn. 18
benchmarks (IT system health).........ccccceeeverrnnnnn. 74
benefits (employee)
claims and appeals.......cccccceeeeeiicciieeee s 119

LEOFF Laueiiiieiee et 123 statement (depository).....ccccceeeeeeeeceeeeccveeennns 100
volunteer firefighters/reserve officers......... 124 bonds (reVENUE).......eevviecieeiieceeee e 96
enrollment agreements......cccocceeevieeeeenieeennnne 119 brainstorming (notes/flipcharts/etc.) .......ccu....... 156
program administration (general) .......ccccccueene. 118 brand (agENCY) .vvveveeeriiecieee e 11
retirement bridges/roads......... see also County Engineer records
claims/verification...ccc.uvvveeeieveeceeeeeeeeereeiees 120 awards/recognition .........cccceeeeeeireeeneeenieeeneeenns 14
general administration...........ccccceeeeieeennenn. 118 construction/design/planning .........cccceevveeuneene 64
bids/Proposals ......ccceeevvieieeeiiiieiie e INSPECLIONS ..eeiiiiiieecciee e 74
DITING et MAINTENANCE ... e 80, 81
AISPULES et traffic Monitoring.......cccoeveeviiniiiieceeee 77
appeals hearings .....cc.ccccvvveerveenieeniee e brochures (agency publications).........c.ccceceenuennen. 156
equipment/vehicle use broker agreements (pension investments)............. 18
statements (disputes/collections) .........c.ccccueenne 33 browsing history ........cccoeeeeiiieeecciee e 159
STUDS i 93 budget
ULHITIES 1eeeeieee e 97 AEENCY utteeeetreeeeetteeeeetreeestbeeeestaeeeeraeeestaeeeennes 104
bills Of SAlE .eecieeveeeeeeeeeee e 96, 97 1eVIeS/DONAS ....coveiereieeeciee e 109
blog posts.......... search by function/content of record build guides (Network) .......cccceevveeeviienieecieecieee, 67
bloodborne pathogen (training) ........ccccceeevvvevnnneen. 54 building
Board of ACCESS cuuvreeeurereeeireee st e e et essnr et e snr e e e e s nnneas 86
Equalization/Adjustment (appeals) .........cueeunee.. 38 code Violations........ceeeeeicciiiieee s 31
Pharmacy (registration/animal control) ............. 10 CONSEIUCTION.....uiiiiiieee et 64
boards/councils/committees [ole Y21 =T ot £ 17
certification of election..........cccoeeeecveeeennnenn. 21,22 INVENTOIY...uviiiiciiie ettt e 78
communications (internal/external) .................... 7 MAINTENANCE ...ecivveeeiee e 80, 81
meetings PEIMITS. .o iiiieeeiteee e e 61
agenda/packet/minutes/recordings ........ 39, 40 SECUTIEY veereereereereeeesteesteeereeereereereeanesreeesaerees 89
members’ copies/notes business
oaths of office....cceevveiiiiiiniiciiceee [or-] o L3RS UPPSR 157
boilers/hot water tanks (permits/inspections)........ 61 hours/addresses ........ooueeeveeeeeeceeeceeectveeeeeens 162
bond agreements.........cccceeeeeiciiiiiiei e, 18 JICENSE oot 10
bonds inspections/code violations ...........ccccccvvenen. 31
projects taxes (B&O)
financial documentation .......c.cccceveevieinnennne 96 bylaws (agency & decision-making bodies) ............ 11
PIANNING...eiiiiee e 109
(=] oTo] o {3 113
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C
cache/temporary files.......ccccooveeievieecieccieeeen, 159
calendars
agency publications ........ccceeeevierevciee e 156
APPOINTMENT ..eviiiiiiiiiiiieivieieieierererere e 6
work schedules (retirement verification)......... 120
camera-ready artwork ........ccocceeeveenieeniennnne 144, 145
campaigns (charity fundraising).......c.cceceevirvinenne 14
cancelled (and voided) checks
for capital assets constructed by the agency ..... 96
for general expenditures .........cccoceeeeiveeenns 97,103
NSF (non-sufficient funds) ........ccccccvveeeeiieeecnnnenn. 95
capital assets/projects
CONtracts/agreements ......ccoceeveerverieneseesenenneenns 17
financial documentation (bond, grant, levy
PrOJECES) cvveeieeiieiieerieeie et 96
IMProvEMENTS ..ocvviiiiiiiiiiiiiieeceeeeeees 64
INVENTONIES ...eeieee et 78
plans (not completed) .......cccccveeeeiiiieecieeee. 82
tracking record (for State Auditor) ........ccueeunene 94
car parts disposal .......eeevcveeeeriiieiee e 72
card keys
authorization for........ceveeviinieinieeeeeee

INVENTOIY..ciiiiiiiiiii
cardholder data (sensitive)
case files

appeals hearings.......ccccceeecvveeennnnenn.

financial disputes/collections

litigation
materials development .........cccccceeeecverennnen. 35
cash (receipts/reports/summaries/petty) ........ 96, 97
catalogs
agency publications .........cccceeeeeieciiiieei e, 156

eXEra COPIBS covvviiiiiiiiiiiiiieiiccececeeeeeeeees 156
informational (external) .......cccoeevvevieiieriieens 158
library collections ......cccccceevvvieiiiiieeennieee e, 146

catering arrangements.......cccoecveeiiceeeininieennnne 43,52
CDL (commercial driver’s license) ......ccccceevveeennenn. 116
CDS oo, search by function/content of record
cell phone (employee-owned).........ccccccvveeeivieeenns 18

census records (Office of Financial Management) . 11
central stores

rate Setting ..o.ccceveveeieiiiiie e, 108
SUPPlies drawn.......cccceeeerieeceiee e, 92
certificates
bond iSSUANCE .....cccuvieeeciiieeee e, 109
bulk Mailing ..cccvvveiieeee e, 148
destruction
hazardous materials.......ccccccceveviieeiriierennnneen. 72
public records......cceveeviiieieiier e

INSUranCe ...cceeevevvvevvneeeeeenns
title (vehicle)
certification of election

certifications ........... see authorizations/certifications
certified mail (logs/return receipts)......ccccccuveneen. 148
charity fundraising .........cccceevcieeeeiiii e 14
charter
agency/council/committee..........cccceeveereenreennen. 11
computer applications.......ccceeeverevcieeeecieee e, 82
checks/warrants
blank/unused.......ccoeeeveiiiiieiiee e,
numerical listing .................
original paper/imaged
FEEISEEIS oottt

INDEX TO:
SUBJECTS

chemicals (inventory sheet).......cccccoveevcieeencieeennnns 72
chief fiscal officer (annual report).......c.ccceecveenen. 113
child support report (DSHS) .....ccccvevvireeeieeiieeeienn.
chronological reference files.........ccoceeeieerieennen.
circulation (libraries) ......cccccevvvveeunnn.

citizen complaints/requests..............

civil asset forfeiture hearings
civil rights

COMPLIANCE et 27,28
violations/complaints
1985 and earlier .....ccoeecvveveecieee e, 29
1986 and later .....cueeeeeiiieeriee e, 30
claims and appeals
costs (benefit program administration)............ 118
damage and loss (purchasing)

employee benefits......cccccvvieeieiiieeneenne

FEMA (disaster/emergency).........
for damages......ccecvvevieriiieneennen.
retirement/pension
volunteer fire fighter/reserve officers.............. 124
workers’ compensation ..........cccceeeeuneen. 124, 125
classifications (employee positions) ..................... 143
client service agreements .......cccceeveveeeencveeennns 17,18
code
ACCESS (SECUMTY).cvreirreeieeeireeriee e esee v eaee s
enforcement/violation .........cceeevivvveeeiciieee e,
official/municipal.....c.ccccoeeevieeciiiiiecee e,
source (applications) ....................
collaborating (notes/flipcharts/etc.).
collateral security (bonds) ................
collection agency reports.......ccccceeeeeeeeecceeeeescveeeenns
collections
[ oY= L [=E 146, 147
NON-TEAl ProPErtY .ovvveveeecieerieerie e 95
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real property-related..........ccccoeeeevieveeccnee e, 33
combined excise taX...cccovvueeiriieeinriieeriiee e 115
commendations (employee).....cccccoevveevieenieennenne 129

comments (preliminary drafts)
legal advice/analysis/opinions
litigation materials.......ccoceeivcieeeciieeeeee e,
communicable infectious disease (training) ........... 54
communications (internal/external)
governing/executive/advisory .........c.ccocevevrvreenen. 7
NON-EXECULIVE ..eeviiiiiiiiiiiieeeeeeriiereee e e e iieeee e 8
commute trip reduction program......c..ccceeceeenueenne 118
complaints
CITIZEN e
civil rights violation.........cccceeeeciieeecciee e,
(oo o [SRY/Te] F= 1 o] o HS PRSPPI
EMPIOYEE .ot
medical and eXpoSUre ......cccccceeveercieerrieennnen.
medical/exposure (employee)
misconduct
TENANT 1o
union
not related to individual employee................ 18
related to individual employee(s) ................ 128
compliance (Civil Fights) ....ccccecveeevieeriiieeieecee e 27
compulsory process (served on agency).......c.c....... 32
computer software
design/implementation ........ccccceeeveeeiieeeireeecneennns
Planning/revieW........cccveeeeiecieecciee e,
computer-driven tasks
concession supplies (inventories)

condemnation/eminent domain.........
conference materials ......cccceevvveeeeiiee e
confined space
atmospheric monitoring .......cccccevvvvveeeeciee e, 75
program administration............cccceeeeeiciiinenen.n. 138

conflict of interest (HR)....cceeovcuveeeeiiiie e, 116
conservation
districts ..ooooeerieeeieennnen. see also Governing Bodies
certification of election
public records .....cccccveeennee
FEDATES ..eieieiiii ettt
construction/modification
as-built/designed drawings/plans ................
CONTFACTS ceeeieece s
PEIMITS.ceiiiiieiiiiee e
PrOJECES coieeieeireee ettt
not completed.......cooceeeveiiniiniiiiieeeceeee
consultant/contractor rosters.........cccceveververenenne.
consumable assets iNVentories......c.ccccvveerceeenueennne
contact information .......ccecceevveenieenieenciee e,
employee (EMEergency).....ccocevvevereeneeneenieennns
employee (personal)......ccceeeeveeneeceenenne
external clients/stakeholders ......cccocceevvevvveennns
filed with Public Disclosure Commission ..
contact tracing logs (COVID-19).......ccccceuveeevrreeeenns
contested-case proceeding........ccoccvveeeeeeiennnnnns
contests/events (agency-sponsored).........cc.cceuennn.
continuing education
hours/credits/points.........ccceeveeeveennen. 54,116, 117
training provided by agency ......ccccoeecveeeeiiieeennns 53
contract COUNSE! .....ccevevvveeeereveeeenneen. see legal affairs
[ole] a1 1 - [o1 o] SRR see employee
contracts/agreements
bond/grant/levy projects (non-capital)............... 96
capital assets
non-real property
real Property ...oceeeecceeeccceee e
franchise ....ceeeveeeiiiie e
Lo a1 | SRS
hazardous materials (abatement/remediation). 71

INDEX TO:
SUBJECTS

residential hoUSING ........ccccvviiviieeeiiiee e, 91

retirement/pension plans.........ccccoceeveveeeeeennn. 120
controlled substances program .........cccccceevveeenneen. 134

test results (Not positive).......ccccuveecveevveesveennee. 134

test results (POSItiVe) .....ccveveeerieesieecieeceeeee, 135
CONVErSION (FECOTdS) ..uviivcurreeeiieeeeeireeeereeesreeens 150
COOKIES wvveureerireerteestee st e steesteesreesreesabeesbeesanee s 159
copies

informational .........ccccvvviiiini e, 158

secondary/duplicate........cceeevervrenerieeeenennnn 163
copyrights (owned by agency) ......cccoeevveevveennenns 56
corrective action (employee).......cccccevueneenee. 131, 132

correspondence search by function/content of record
councils/committees/boards

communications (internal/external) .................... 7

€lIECLIONS .eeiiiicireeeee e 21, 22

meetings

agenda/packet/minutes/recordings .............. 40
members’ packet andcopies/notes................ 39

meetings/minutes

0aths of office.....ccvvviinciiiniiiiieee

ordinances/resolutions
(oo 1U] o Y=] I see also agency attorney

appointed/assigned (certification) ................... 116
counsel (outside)........ see employee, see legal affairs
County Engineer records........cccceeeevvveeerceeeeesivenennns 58
court orders served on the agency ........ccccuvveeeeennne 32
COVID-19 pandemic

QABENCY MESPONSE ..vvvvvrvvvrvrrrnrerernrarerererererererarerana.. 26

wellness checks/contact tracing logs ................. 88
credit card holder (sensitive data) .........cccvvvveeeeenne. 98
criminal background checks

employee (final results) ......cccceccveiecveeencieeeenns 129

investigative records.......... see Law Enforcement

Records Retention Schedule
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recruitment (unsuccessful candidates) ............ 141

TeNANT L 91
critical (sensitive) area designation .........c.ccceeeueennne 62
critical materials list.......ccoeviviiieiniii e 72
cumulative leave (employee)......ccceveevveerveennnnnne 163
curriculum development (training)............. 52,53,54
custody (public records)........ccoceeeeeieeeecciieeeniieeenn, 155
D
DAD (Early Destruction of Source Documents after

Digitization) ...ccceeeevcieeeeeeeeee e, 155
daily cash report ......ccceeeecieieeciiee e 96, 97
damages (claims for) ......cccceeeiieeeeiiee e 31
data entry (input records)......ccceeeveevveeneeesieennen, 161
databases............. search by function/content of data
day files

reference materials ......ccocceevveenieinieiniecnieene 162

secondary/duplicate copies.......ccccveevrerveeennenn. 163
debt forgiveness .......ccooecveeeeciiee e 33

decision-making bodies (meetings/hearings) ... 37, 38
deductions

capital asset record........cccvevvvieeenciieeeeciee e, 94
employee (Payroll).....cccceevveeeceeiiiecie e 106
PAYrOll regISter...cccccuveeeecieii e, 107
Lo L=Y=Ye LY A 11 (=TT 57
delegation of authority .........ccceeeeiiiiiiiiieeeeeees 18
delivery (Mail) .....oeeeeiiiiciee e, 148
dental claims (LEOFF 1) ...uevvieiiieiiireeeeeeeeeinreeeeene. 123
Department of (state agency).. see Washington State
(agency)
deposits/withdrawals (banking) ........ccccceevvveennenne 103
depreciation (capital asset record) .......ccccceeuvveeennns 94
design (agency forms/publications).........cc.cu..... 144

designations (ASSEtS)......ccveeercuieeeeiiee e e sree s 62
destruction
hazardous materials .......cccccovcieeiiniieeiniiee e, 72
public records .....ccocevievvcieiiniieeeeiee e 153, 155
development (computer applications) .........c.c....... 67
diagrams (NetWOrk).......cccoveeevieeeeiiii e 67
digitization of records .........ccccveeecieeeiiineenn. 150, 152
direct deposit (employee pay) ....ccccceeeeecrveeecrieeenn. 105
directory/list (employee)
annual/year-end......cccceceeceeeenenenene e 44
rOUtine/iNteriM ...ecccvee e 130
disability/injury claims..... see workers’ compensation
LEOFF 1 ooiiiiiiieiieeeie et esiee e 123
disaster preparedness/recovery .......ccccceeevveevueens 25
damage declaration statements...........cccoeeueeee. 26
public records (backups).......ccceeeveevveeciveeneeeennen. 25
reSPONSE/TECOVEIY . ..ccvveeereieeecreesreenreeneans 26,48,71
disciplinary action (employee).............. 129,131, 132
disclosure
employee information..........ccccceeeiieeeiiieeeees 129
PUbIiC records ......ccovciiiieeeiieceeee e, 149
discovery materials.................. see litigation case files
not submitted to court ......ccoceeeiiiiiiiinie e, 32
disposal
QUCTIONS Leeiieiiiiiiiieeee e e riere e e e e e saaeees
capital asset record
hazardous waste/materials ........ccoouvveivvereernneen. 72
permits (hazardous waste) .......ccccccvveeeecnveeeennnenn. 70
disSpoSition.....cccvveeieiiiecieeee e see Glossary
Disposition Authority Number (DAN) ..... see Glossary
dispute resolution ..see mediation/dispute resolution
disputes/collections........ccceevveeeceesiieeecee e 95
general financial ........cccceeviieeein e, 95
real ProPerty....ccccecceeeeecceee e 58
real property-related........ccccoeeeiiiivieiieeiciiiineennn. 33

INDEX TO:
SUBJECTS

distribution of expenditures .........cccceeveieeeviieeennns 94
ditches/surveys...... see also County Engineer records
MAINtENANCE ...ccevieieieeeieieeeeececececeeeeeeeeeeeeeeeees 80, 81
diversity planning.......c.ccceeceiiiieniieiiienec e 143
domestic
equities Monitoring .......cccccvvevevuvevneeeeieieieienenen 100
fixed income (pension investments) .................. 18
donated [€aVE ......covcveeviieniie e 122
donation of public records........cccoeeviiirccieeiiiiennn. 155
DOSH..ccocvverernnen. see occupational health and safety
drafts
legal advice/analysis/opinions........c.cccceeeveeeneene. 34
litigation materials........cccoceiiiiieeiccieeeeceee e, 35
Preliminary ......cevceee e 157
drawings
agency jurisdiction ........cccevceeeviieniennieeneene 12,13
as-builts/designed .........ccoceveverereneneeieenns 63
secondary/reference copies........ccevevreevveennenne. 163
drinking water monitoring........ccceeevvvevecieeencieeeens 75
Drug Enforcement Agency (DEA) license................. 10
drug/alcohol program
AdMINIStration .......ooecveiiiiieeinni e 134
collection Process .......ccccvvveeeeeeeeeiciiieeee e e 134
NOt POSITIVE .eeeieiiieiiieeereee e 134
test results (positive/refusals) .........ceeveereennens 135
drug-free Workplace .......ccccevveveeeenciee e, 138
duplicate (secondary) copies ......cccceeeecveeeeinveennn. 163
duplicate affifavit/bond
duplicating/printing services rate setting.............. 108

DVDs....cccovvveeene. search by function/content of record
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E

Early Destruction of Source Documents after
Digitization (DAD) 151, 152, 155

earthquake drills .........cooeviieiiiiee e, 138
easements
granted by agency ......ccecceeevienieiiniennee e 57
INVENTOTY . .eeiiiiiiieee it 78
received by agency .......ccoeceevieinieinieenieene 17,56
elected officials
DONAS .t e 129
certification of election..........ccceevvveverieinennn. 21,22
communications (internal/external) .................... 7
oaths of office
filed/recorded with County Auditor............... 23
not filed/recorded with County Auditor ........ 24
reference copies (HR).....cccceceeeveeeceeecinennnen. 129
personal financial affairs (PDC reporting)........... 47
election recall litigation ........ccccvvvveeiiiciiiiieeeee s 35
elections
certified by a regulatory agency ......ccccecvevennenn. 21
held and certified by the agency .......ccccvvvenneenn. 22
held by the agency.......ccccevivcieeeeceeecceee e, 22
initiatives/referenda/recalls ......cccoovevvvvevreernnenn. 23
electronic funds transfers (EFT) .....ccccceeevveeecvieenn, 103
Electronic Imaging System (EIS)............ 151, 152, 155
electronic information systems
applications
design/implementation.........cccccceveeeeeeninennnen. 67
Planning/review .......cccceceeevveecee e 82
automated/scheduled tasks ........coovvveeeveriiiinnnes 90
backups (disaster preparedness/recovery) ........ 25
employee access/authorization.........ccccvveeeveenne 86
helpdesk requests........cccceeeeeeiiiiieeiee e, 90

infrastructure (audit trail)........ccccoeevvveeecnieennnen. 67

IT hardware maintenance............ see Work Orders

network design/build ........cccocevevininenencenne

online content .......ooecveviicieein e

real time performance

records within.......... search by function/content of

record

SECUrity Monitoring ..........uevvvvvevevevevereverennnnn 87,89
electronic records ........ search by function/content of

record

CONTION v 154

(oo 0 1VZ=T 51T o PSS 150

deStruction ....c.cccveveeciiei e 153

disaster preparedness backups .........ccccovveennenn. 25

forms/publications ........cccccceeeeiieiieecee e, 156

from external SOUrCes.......ccoovveeeeeeeeciireeeeeeeeene 158

online content ......cccccuveee..

retention/dispostion...........

SOUICE rECOIdS ...uvveeeeiiieeeiiieesireeeesieeeenns

transfer of legal custody
elevator PermitS......ccccvvieeeeeieiiciiieee e
eligibility list (employment)
emails.......c.c..... search by function/content of record

F o [0 [ S TSRS 162

unsolicited/spam .......ccceeeuveeiieeiie e 158
emblems (agency identity/brand) .......ccccocvveeeneenn. 11
emergency

contact information

employee

medical technician (EMT) certification............. 117
training provided by agency.........cccecevvvenneen. 53
planning

INDEX TO:
SUBJECTS

contact information ........ccceeeveeviienieniiieennenn, 25
preparedness/recovery plans ..........c.cceceeueee. 25
reSPONSE Plan ....covvierieiiiierieeee e 73
purchasing authorization.........ccccceeveeeiiieneennns 111
response/recovery ...26,48,71
emergency drills (earthquake, fire, etc.)............... 138
Emergency Planning/Community Right-to-Know Act
............................................................................ 71
eminent domain/debt forgiveness ........cccccceuveuene 33
EMPIOYEE ..ot see Glossary
access
faCHlity coveeeee e 88
networks/systems/data .........ccceeveeeiiveennneens 86
accommodations (section 504) .........cccccveeenneen. 28
alcohol/drug testing
NOTt POSITIVE .eeveiiiiiieeiece e 134
positive, refusals, and corrective actions..... 135
apprentice certification ......cccccevvvvevieeeniieeenns 126

assistance program (EAP)
general administration

health records ......ccocceeeeiiviiciiiieeecieee,
medical treatment........cccoecciviieeiiiiiciineen.
referral/completion documentation............ 129
authorizations/certifications
8ENEIAl .eeiiiiiiiiii e 116
health care/service providers ..........ccccuo.u.... 117
awards/recognition/commendations....... 126, 129
benefits
claims/appeals
[0 ] o et
volunteer fire fighters/reserve officers............ 124
enrollment/participation ..........ccccecveerveennen. 119
program administration ...........ccccceeecvrnneenn.. 118
retirement
claims/verification.......ccocevvevveeeivieececiee e 120
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general administration........cccccceeeviieeiiieeeenen. 118

complaints/grievances

8ENEral oo 128

MEAICAl..eviiiiiiie e 136
contracts (employment) .......cccoceeevcieeecciee e, 18
cumulative l€ave.......eeveevrieeniienieeee e 163
delegation of authority.........ccoeeeviiieeeciiice. 18
directory/list .....ccveeveeeeeeccieecee e
disciplinary action
disclosure of employee information......... 127,129
emergency

contact information .......ccccceeevevivienieninnennen. 25

drills (fire, earthquake, etc.).....cccceevvveennnenn. 138

PIANS oo 25
exposure

CONErol Program .......cceceeevveeriieennieeniieessieenane 138

MONITOTING.cceeeeiiieeeieree e 139
first aid records.....ccooeeeeeeeeeeeeeeieceeeeeeeenene 135, 136
fitness for duty release........cccceeveeevveeenne 135, 136
FMLA

[EaVe records.....oocueeeeieeiniiiee e

medical records
health record (routine)
health/safety (industrial hygiene monitoring) . 139

hearing tests .....cccvvcveeeeiiee e, 136
immigrant
labor condition application (LCA)................. 130
USCIS documentation ........ccccceeeeeeecnvinenennn. 131
IMMUNIZAtions .....cvvveeeeeieeeeecccee s 135, 136
information disclosure.......cccccccovvvviinnnnn. 127,129
injury
L&I Claims cooceeeeee e e 124
law enforcement/reserve officers (LEOFF) .. 123
self-insured claims........cccoceeiieiiciiiiieeeeeee, 125
volunteer fire fighter/reserve officer........... 124

licenses/certifications......ccccovevevuveeeeeeirnnnns 116, 117
medical and exposure records..........cceceeevueennne 136
COMPIAINTS .eeiiiiiiiiiee e 136
employed less than 1 year ......ccccecevevueennen. 137
hazardous materials
Misconduct ......occeevvveeeiueenane
monitoring (exposure)
pay
deductions (voluntary) ........ceceeveereereencenne. 105
direct deposit agreements..........cccceeervveenne 105
RISTOIY woeeeeee e 106
performance evaluations..........ccccccvvvennnne 132,133
personal contact information...........cccceeeneeen. 129
change documentation ........cccccceecvveeevvieenne 130
EMEIEENCY ..iiiiiiiiiiiiieieieteeeceeee e ere e e e eees 25
personal equipment (permission to use)............ 18
recommendations
reCruitment.....ccccv v
retirement/pension benefits....................
summons or notice of deposition.............
time cards/time sheets........ccccoevvvreivvveeiienneeenn,
training history .....ccccceveeevecieee e,
WOrK history.....ooociviieeiiiicce e,
work schedules/assignments..........cc.cceceveennne.
Employee Right to Know Implementation Plan...... 73
employment inquiries
official recruitment.......ccccoceevcieicieenieenieennene
UNSOLICItEd .ooeiiiiieieeeeee e,
encroachments (real property disputes)
energy
conservation discounts/grants

engineering specifications .........cccoceeeeercieenenne
environmental

INDEX TO:
SUBJECTS

chemicals list ..cceeverieriereeieeeeeee 72

MONITOTING ..eeiiiiiieieiiii e 75

pesticide spray application documentation ....... 73

Site ASSESSMENTS ..uvvvvveiiriiriiiiiiiiiiiieaaaes 57,58
equal employment opportunity

COMPIAINTS cevveeeeciiie e

reporting (EEQ)
Equalization, Board of (appeals)
equipment

auctions (disposal) ......ccceeeveeeieeiiieesie e

DIllING e

boilers (inspection reports) ........ccceeeveevveesveennne.

checkoUt 1085 ...cuvviieiiieecee e,

disposal (auction/sale/salvage)

INSTAlled ..eveiiecie

maintenance (history/reports)

safety analysis......ccoveeeriniiiniee e

sale/salvage (disposal)........c.........

statistical reports......ccccceeevveeenneen.

surplus/used property ..................

equities
investments (PeNSIoN) ......cceeecveeeeeciieeeeeieee e, 18
monitoring (mandatory) ......ccccceevveeveeeiveennenns 100
ergonomic
employee-owned equipment (permission)........ 18
program administration..........ccccceeeeeeiiciinneennn.
Section 504 accommodations
escrow agreement

essential records.........

L
evaluations (employee) .....cccccoevevcciveeiineennn.
event logs (electronic info systems) ........... 87, 89, 90
events/contests (agency-sponsored)..........cceeeueennn. 14
(=LY T A Lo o [P 33
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EXCISE TAXES eeevieeieeeeeeeeeee e 115
executive.......... see also Governing/Executive Bodies
Proclamations.....ccecceeieeciiee e 16
SPEECNES .ttt 15
executive management
communications (internal/external) .................... 7
meetings
agenda/packet/minutes/recordings............... 40
members’ copies/Notes .........cccveeveevverreerreenne. 39
expendable assets inventories.......ccccecvveeeeiieeennnnns 78
expenditures
distribution ......ccuveeeeeiiie s 94
eStimates ..o 104
transactions/reports......ccccoceevcveeceeenveennens 96, 97
exposure control program (employee)................. 138
extended leave (LWOP, etc.)..ccccecveevvienieevieennnenne 122

external boards/committees (meeting materials). 39,
41

eye injuries (workers’ comp) ....cccceevvveereeenveenneens 124
F
facilities
as-builts (architectural drawings) ................. 63, 64
project not completed .......ccccoevvveeeeiierennnnn. 82
boilers (inspection reports) ......ccccccceeeeecvveeeennnenn. 61
CONSEIUCTION ...ciiiiiieeee et 64
engineering specifications...........cccccceeeeeennins 63, 64
fire alarms (applications) ......cccecevevevcveeeenieeeens 61
installed systems/equipment .........ccccecuvvevveennen. 66
MaINtENANCE ....coeveveeeeeeeeeeeeeeeeeeeeere e 80, 81
plans (IonNg range) .....ccceccveeeeecveeevceeee e 83, 84
FENTAI/USE e 92
safety inspections ........ccccvveeeeiieiiciieiee s 61

Family Medical Leave Act (FMLA)

1€AVE rECOIdS ...uvvviviiieeeiiee e 122
medical records ......cccvvvieeeiniiee e, 135
feasibility studies (computer applications)............. 82
federal contract compliance reporting................. 142
Federal Fair Housing ACt ...........cceeceveeeciveeesciveeeenns 30
fees (impact) —rate setting.......cccccecvveeeecveeccnnnenn. 108
FEMA
ClaiMS e 26
flood permits .....cccceeveeeieiiiieeiee e 61
ferry authorizations (USDOT).....ccccvevveeeveevveennnenne 10
field books (land sUrVey)......ccccccevcveeecveesveennnenn. 12,13
field Orders.....oocveeeeeeiiecieeee e 96, 97
files classification .......ccccceveiiineeniiieniecee e, 154
final budget.......ccvveeeiiiieeeee e, 104
finance officer/treasurer reports..........cueuee.. 96, 97
financial
AISPULES et 33,95
planning (levy and bonds) .......cccceeervereennnne. 109
(1= oo ] o £ PP PP PPPPPPPPPPPPPRY 113
sensitive cardholder data .........cccovcuveeeeiiiiennnen. 98
transactions/statements/reports.................. 96, 97
financial background check (disclosure of employee
information)......ccccoeeeevnveeeeeececccieeeeee e 127,129
finding aids (public records)........cccecevvverierceerenne. 154
fire and life safety
alarms (applications) .......ccccceeceeeevciieeeecieee e, 61
code VIolatioNns........oceeeieiiiiiiniec e, 31
emergency drills (earthquake, fire, etc.) .......... 138
equipment (maintenance).......ccccceecuveeeenneee. 80, 81
hydrant ....coeeeeeeeee e 64
permits/extinguishers/inspections..................... 61
prevention plans........cccccceeevcieeeesieee e, 25
fire fighters.....ccoceee e, 124
LEOFF 1.ttt ste e eie e 123

INDEX TO:
SUBJECTS

first aid records (employee)......ccccceeuvvveenneen. 135, 136
fit tests (respirator) .....cccceecveeccieeniieceece e 139
fitness for duty release (employee).............. 135, 136
fixed asset inventories ........ccocceeeeeeeecnvieeeeeceenn, 78,79
flagger certification........cccoovieiiiiiiniie, 116
fleet (vehicles)
accidents/iNnCidentsS......cocevveeeeeeieeciieeeeeee e 49, 50
DITING e 97
CheckoUut 108S ...coeveiriiieiiiiccee e 92
disposal (auction/sale/salvage) ......c.ccceeveeveennen. 69
maintenance (reports/history) .........cceuene.. 80, 81
safety analysSis......cccoveeereiniiinneeee e

statistical reports

floppy disks ....... search by function/content of record
food/beverage permits.......cccecevererenereseereenenns 10
forecasting
ASSEES tovuiiiiiie s 83,84
DUAEEL....c.eieeeeee e 104
foreclosure
financial disputes........cccceeecieeeeiciie e 33
forest practices permits........cccocveeeecieeeecieee e, 61
forfeiture hearings (assets)......ccccceeecieeeeiurennnn. 37,38
formal opinions
ABENCY AttOINEY .ueeiviieeieieeeee e
Attorney General
former employee (information disclosure)........... 127
forms................. search by function/content of record
ACCOUNLADIE weeeiiiiiieiee e 144
creation/master set (agency-created).............. 144
supplies/blank ......ccccoeeeeeicieniie e, 156
franchises.....cocvvvvieiiiie 20
granted DY @BeNCY ..oooccveeeviieeeeceee e 20
proposal declined ..........cccceevviieeenciee e, 19
received by agency .....ccoocceeeiieiiiiiieee e, 17
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fuel/oil storage

INVENTOTY . ..eiiiiiiiieeiiiec e 78
MAINtENANCE ...cceeveieiiieiiieieeeeeceeecececeeeees 80, 81
regulatory authorizations........cccccoveeeveeineennnen. 61
Usage/dispersal.......cccceverereneeienieie e 92
funds (investment).......cccoecvveeviieeecceee e, 100
G
garnishments (employee) ........coceeveeciirieneeneenne. 105
general information (external)........ccccceeeevveeennenn. 158
general |edgers .....eovciviicciee e 99
geological data/geotechnical reports......... 12, 13,57
goals/objectives (working files) .......cccccevveennnne 44, 45
governing/executive/advisory bodies
communications (internal/external) .........c......... 7
€leCtioNS c.eeeeieee e 22
meetings
agenda/packet/minutes/recordings............... 40
members’ copies/Notes ........ccvveeeeeecreeecveenns 39
GPS tracking data (security monitoring) ................. 89
grants
applications (approved).......cccceevcveeeceeesieesineennns 96
applications (not approved) ........cceeeveeerreeeiieennns 99
CONEINUING ..coeiiiiiieee et 113
financial documentation........cccccoevvvviiieinieennnn, 96
Project reportS ..o 113
grave markers (inventories) ........cccccceeeeeieeeeccieeeenn, 78
grievances (employee) ......ccccvvcveeeeciieeeccvee e, 128
groundwater mMonitoring .........ccceeeevveeercieeeesieeeenns 75

H
hardware (information technology) ......c.cccuveenneeee. 67
harmful physical agents........ see hazardous materials
hazard assessment (PPE) .....c.ccceeeevveivcieeeeiiiee s 138
hazardous materials/waste
accidents/inCidents......cc.ceveeeeveeeeeeecree e 48, 49
agency-provided training......c.ccccoceeeveeriieenneennne 54
authorizations/certifications
received by agency......coccceeveeeevciieeeeciee e, 70
chemical iNVentory ......cccccoveeecieeecciee e, 72
destruction/disposal.....c..ccceeeeeeiirieeieeiireeeineeenne 72
emergency response plan.......cccccevcveeeecieeeennen. 73
human exXpoSUre.......cocceevveieiiereceeeee e 48
inspection/test reports......coeceevereneresereennenns 72
JIST et 72
management plan.......cccocvevenniiinienneeeeee, 73
PEStICIAE SPray..ccceeevccviieeiee e 73
right-t0-KNOW....cccoiiiiiiiiiee e, 73
safety data sheet (MSDS) ......ccoceevcvveeeecieeecnneen. 72
workplace monitoring ......cccceeeeveveenieeeneennen. 139
health and safety complaints (employee) ............ 128
health care/service providers (employee)............ 117
health record (employee) .......ccoveecvveeveeecieeccieens 135
hearing
loss prevention program ........cccccceeeeeevcivineeennn. 138
tests (EMPIOYEE) .....eceeeeeeeciiieeeee e 136
hearings (adjudicative proceedings)................. 37,38
ArFANEEMENTS ..evvieiiiiiiiiiiieieieiererererebebeer e 43
heritage designations.......cccccccvevevieeevcieeeccee e, 62
HIPAA (Health Insurance Portability and
Accountability Act)
hiring (employee).......coceeiiciiieeeiiee e
historic property designations...........ccoecevvveeeeeennnn. 62

INDEX TO:
SUBJECTS

historical files (ageNncy) ....cccccvveeeecveee e, 44
historical treasures (inventories) .........ccceeveevveenee. 78
history
ABENCY/PrOZramS . ..ccueeeieueeieieriesieseesieseeeneeeeneenes 44
eMPlOYEE PAY cooevieeiiiee e 106
employee training........cccocovveeeccieeccciee e 129
employee WOrk .......cccvveeviiieeecciiie e 129
equipment/maintenance.........cccooveeeeeeirveenneeenns 80
public roads (county engineer)........cccecveevveennee. 58
real property (agENCY) ..cceevververveeriereereereeeeene 57
hold harmless agreements.........ccceeeeriieeneenne 17,18
housing (residential) ........ccceevvievvieeniienieeciee e, 91
housing authority plans/reports (to HUD)............... 47
HVAC systems
INSTAlled ..eveiiecie 66
PEIMITS.ceiiiieeiiiire e 61
hydrant (fir€) ....cueeceeeeeiecieece e 64
]
19 FOrm (USCIS) c..uvvieveeiiienieesieesieesree e e 131
IDEA (Individuals w/ Disabilities Education Act) 28, 30
imaged cash letter (ICL) .....cccovveveeevieecee e 103
images............... search by function/content of record
immigrant (employment)........ccccceevveerveenen. 130, 131
immunizations (employee) .........ccceeeeennennn. 135, 136
impact fees (rate setting)........cccoeevveeeeiieeecciee e 108
improvements
capital asset record.........ccoceeeveieeevciiee e, 94
LYY o] o [Tt £ 64
incidents/accidents ......cccvveeivveceverieeeeeeiieeeeen, 49, 50
hazardous materials .......cccccevvveeeieieiiieieiennnnns 48, 49
income tax withholding (W-4, etc.) ....ccccceevveenns 106
INCOrporation .....ccccceeiiiiiiiiiiieeeeeeeeees 12,13
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indigent defense certification ............ccceeeeivieennns 116
industrial insurance......... see workers’ compensation
informal opinions (agency attorney) ........cccocuveueee. 34
information disclosure

EMPIOYEE .ot

former employee
information technology (IT)

backups (disaster preparedness/recovery) ........ 25
infrastructure (audit trail)......c.cccceevieecereieennen. 67
network (design and build)........cccccovveeeivieninnnen. 67
systems (installed) ......ccccevveeeieenieeniieciee e 66
informational
COPIBS cevtrururerererererererererererererersrersrerarersrsrarereraren. 158
reference materials........ccceoveeivcieeeeciieenenns 162
secondary/duplicate .......ccceeeveieieencreeecneens 163
reports (AZENCY USE) ..uvvuerveerieerieeiereeniceneeeeeeneens 9
initiatives/referenda/recalls .........ccovevveeeverenveeennen. 23
inquiries (employment)
official recruitment .........ccccceeevveiivcieeeeceeees
unsolicited ......cccceeennne
inspections/monitoring
bridges/roads........ccceevveeeieeeiiieeeee e
business liCeNnce ......cccovvveeieiiecciieeeee e,
documentation ........ccceeeeviieecciies e,
facility safety...cccccveeeccceeieee e
fire extinguishers/systems.........cccceeevevvevneenneenne. 61
hazardous materials/waste .......cccccceevvvveenne 70,72
HVAC .. ittt
insurance/safety/fire.....
NOt FEQUIrEd...cveeeeeeeciieeeee e e
required
environmental.....ccccceeeeciieeeeciee e 75
non-environmental .......ccccccceeevcieeenciee e, 76
WISHA (including citations) .......ccccceecveeevvneene 138
workplace safety.....ccccceeecciiieiiiiiiccieeeeee 139

insufficient funds collections .......ccccovvveriviininennnen. 95
insurance
AUAILS/SUMNVEYS e
employee benefits.....cccccveeniiiiiiinieeiieceee
POlICIES eveviiee e
premium costsS......cccceeverenns
safety/fire inspections
WAIVETS .ottt et e e e ee s
workers’ comp (self-insured certification) ......... 10
intellectual property (owned by agency)................ 56
inter-agency boards/committees
meeting materials

agenda packets (official) .....ccoceeeviieeeeiiieeens 41
participant copies/notes .......cccceeeeeeeereeeineenns 39
meetings
members’ copies/Notes .........ccceeeveeeververreenne. 39
interlibrary 10aNSs......coccviiiiiiieee
interlocal agreements
emergency/disaster response/recovery............. 26
[0 {=T o TR see employee
internal agency meetings.......ccoocveeveeevcciiiieeeee e, 42
internal agency procedures ........ccccceeeveiiviieeeeeenenne 46
Internal Revenue Service (IRS)
Wage/taxX reporting......cveceeeeeeeeieesreenreenreenens 114
withholding and ID# certificates..........ccceeenneen. 106
internal service fund rate setting.......ccccccevcvveeenns 108
international
equities MOoNItOriNg .........vvvveveivveverereieierereienannn
money transfers (IMT)
internet/intranet
browsing .......ccccoceeeevivveeennns
content management
Internet Protocol (IP) addresses........cccveeeeeeennee 67
Wb addresses ....ccvveieriiiirienieeee e 162
web applications......ccccceeeecciiieiee e, 67, 82

INDEX TO:
SUBJECTS

interpreter certification ........cccceeeeveeivciee e 116
interview questions/tests (recruitment)............... 141
INtrusions (SECUNItY) ..occeeevueeeieeiiiieeeeesiee e 87, 89
inventories
ASSEES 1oiieeiie et e e
capital asset record
keys/badges......cccceveeeieecrieeinnens
materials/equipment........c.cccceeeieeeieeenreeseeennne.
PartS oo,
PUbBIiC records ......oooviereeeniieieeeeeeeeee e
surplussed Property....ccccceceeereersieeeseenseeeneennne
MBS e
year end report....ccccceeeeeeeccciireeee e
investigations
accidents/iNnCidentsS......cocevveeveeiieeciieeeeeeeeennns 49, 50
hazardous materials........cccoovvveeeieeiiccnnnnes 48,71
background checks
final resSUltS..c.eeeviieieeeeee 129
investigative records...... see Law Enforcement
Records Retention Schedule
civil rights violation........ccccceeeiiiiiciineeen e 29, 30
CIVil SEIVICE . ..viiieiiiie ittt 140
code enforcement ......ooceevveeeieeiiiie e 31
employee misconduct .......cccceevveeeeriniennnn. 131,132
equipment/vehicle safety.........cccceevvvevveeienreennen. 74
SeCUrity iNCIdentS.....ccceeevciee e, 87
investments
banking transactions........cccccoeecviieeiiieiiciineenn. 103
monitoring
retirement/pension portfolio contracts.............. 19
statements..............
invoice totals/taxes
Irrigation Districts .............
certification of election........ccecceevviviniiiiiiinennnne 22
IT rate Setting .cccceeeeeieieiiieccccce e, 108
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J
job
deSCriPtioNS .eveeeviee et 143
journals
agency publications ........ccceeeevveeevciee e 145
financial c...eeeeeeeeeeiieee e, 96, 97
junior taxing districts (annual statement)....... 47,114
JUNK Mail/SPam ..c.eeveiieceeeceee e 158
jurisdictional boundary .........ccccccocvveeeeiiieennnenn. 12,13
reference maps/drawings/photos...........cc......... 13
K
keys/card keys
aUthorization for......cccvveevieiniienee e 86
INVENTOIY ..ot 79

L

Labor and Industries (L&)
boiler vessel report

iNJury claims......ceeeeeiciiiieeee e,

injury/iliness reporting

lItIgAtiON . e,

(S )Y o LR D= R
Labor Condition Application (LCA) .....ccccceeeveeeennns 130
land

disputes/condemnation .........ccccecveeeeveeeireeeineennne 58

survey field booKs........cccvveeeiiiiiiiiiieeeeeee 12,13

use

code Violations .......ccceeeiiiieiiniieieeec e 31

permits (from other agencies) ......ccccccueeueeen.
VAlUBS ettt
landmark designations.......c.cccceveerieiinienieieniennen.
language iNterpreter......oceeeceeecieeeveee e
laptop (employee-owned)
law enforcement officers........
LEOFF 1.........
layoffs (RIF)
1€aKING PIPES .eevuveieiieiiet et
lease
AGrEeMENTS....uiviiiiiiiiiiiiiiii 17,18
applications (not accepted) ......ccccvveveeerieennnenn. 110
leave
cumulative record......cocvevveencieenieenieeeniieenneens 163
NON-TOULING....eeiiiiiiiiiiieeee e 122
FOULINE i 123
ledgers (general and subsidiary) ........cccceeevrevivennnen. 99
legal affairs (agency attorney/legal counsel)
advice/opinions
development
SIgNIfICANT c..vveeciee e
Attorney General opinions .......cccceevecvviveeeeeeeenne 27
claims for damages......cccccveeeecieeeccieeccceee e, 31
contracts/agreements ........c.ccceeeveeveeneeneenne. 17,18
employee complaints/grievancs............cc.u...... 128
initiative, referenda, recall
levy/bond planning........cccveeeeeecreeeceeecreeeeneeens
litigatioN ..o
materials development
legal counsel (outside) ................
legal custody (public records)
legal education training (CLE)

legend drugs (animal control registration) ............. 10
LEOFF Plan 1 (medical/disability).......cccccovvevurennnen. 123
|EVY PrOJECES uvvieiei ittt 64

INDEX TO:
SUBJECTS

financial documentation........cccccceeevieeeniieeennns

PIANNING (ot

L] oo £ SUORUSOt
liability WaiVers .......ccccveveeriiiiiiciieeeeee
libraries

annual report of trustees

catalog/circulation

special collections........cccocveeeecciieeciiee e
licenses............. see also authorizations/certifications
QABENCY ASSELS ceviiiiiiiieeiiee et 61
AZENCY EENENAl..uuviiiiiieeeeiiee et 10
agency-provided training.........ccceceevveeneennne 53,54
code ViolatioNns........cccoveeeeciiececiee e, 31
employee
general (CDL, notary, etc.)..ccccccveeeecvveeennnenn. 116
health care/service providers .........ccccu....... 117
hazardous materials/dangerous waste .............. 70
pre-numbered (accountable) .........cccceevveunennns 144
liens/releases

employee pay (garnishments)

financial disputes/collections

PErsoNal ProPerty ...ccecceeerveerveenieenieeenveesveenenes

real property-related.......ccccceeviiiiieeieeniciineennn.
lights (street or traffic).......ccccceevveeviieenieenieesreene,
Liquor Control Board

temporary permit notification

no objection to issuance ........cccccceevecvrnneenn.. 158
objection to iSSUANCE .....ceeeveviiiiiiieee e, 7
litigation case files................ see legal affairs, see also

Prosecuting Attorney Records Retention Schedule
loans (interlibrary)
lobbyist reporting
Local

Disability Board (LEOFF )......cceevevcveeeeieee e, 123

Emergency Planning Committees (LEPC)............ 72
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Improvement Districts (LIDS) ......cccceeeeveveeennnnenn. 115
Records Committee (LRC)........ccccueenne see Glossary
local taxX retUrns .......cevvcveeeiiiiee e 115
logos (agency identity/brand)........cccccceverererennnne 11
1085 .cciiveieieanen. search by function/content of record
internet/telephone/fax

intrusion/event
VISIEOr/@NTIY e
weapons confiscation .......cccceeveeeiieeneeenienneene
long-range/term planning
ASSEES 1ttt 83, 84
strategic (agency-wide) .....cccoevvrierieinienieeieeene 44
WOTKFOICE iviiiiiiriec et 143
long-term care (LEOFF 1) ...cccvvveeeiiiieciieeeereeeees 123
[0 1l o] fo] o 1= o 4V USSR 59
M
magnetic records (audio/video tapes).......... 150, 152
mail (delivery and receipt) ......cccceevveeecieeeeciieeens
MAIliNg liStS .uvveeeeeeiiciieeeeee e,
maintenance history/logs/reports
mandatory reporting/filing......... 47, 85,113,114, 142
manuals
MAINTENANCE ...t 80
Lo 011 - | 1 - PSP PPN 90
published by agency ......cccceeveivivieeiiieiciineeen, 145
standards/specifications.........cccceeveeevveeeireeecneennne 68
manuscript collections (libraries).......ccccceeeevvveennns 147

materials

audit (technical reference) .......ccccceeecvvevveennnenn. 102

disbursement/usage.........ccecveveenerieneneseneenenns

hazardouUs ......occuveeeriiiiecee e

accidents/incidents

AUthOriZations «...covvevviee i

environmental site assessments
orders/requisitions/receipts........cccceeveerveennneen.

public Meeting .....ccoceevieerieenieeee e

reference (meetings/hearings).........c.ccece.n...

safety data sheet (MSDS) ......cccceveveeeveerireeecieennne
source (forms & publications) ..................

TrAiNING e

civil rights compliance........ccceeeevvreenneen.

Waste analySiS.....coivveeeiiiieeiiiee e
media (press releases/newspaper clippings).... 15, 44
mediation/dispute resolution

code-related

(o] 011 - [t £ RSPt

employee complaints/grievances.............

general issues (not related to code)
medical claims (LEOFF 1) ....ccveeeeiieiiiieeeeciiee e
medical records (employee) ......cccveeeernennne
meetings

=10 AV S

ArTANZEMENTS ..eeeieeieiieeieesie e et sree e ereeeaee s

dates/times/l0cations..........coovvverevveeeeiiveeeennns

BOVErning/eXeCUtiVe .....ccveevueeeeeeeeenieeeireecveeeaneen

inter-agency.....cccccceveeeeenen,

members’ copies/notes

safety committee................ .

staff (AENCY) coveereeeeeee e,
microfilm

conversion of source records .............uuv... 150, 151

records/standards .......ccccceeeviiieiiiiineienns 150, 152

INDEX TO:
SUBJECTS

SECUNILY wuvvvvvvvrerereiereraiereiererereeereeerenanee see Glossary
MIGratioN.....coiviieiiiiiieieee e see Glossary
conversion process
o]0 ol g =Tole] o LSRR
military leave
minimal retention value (public records) ............. 156
MINING ti it 61
minors
accidents/iNCIdeNnts......coveeevveeeeeecieeceee e 49
emergency contact information........ccccceeeenneen. 25
library permissions ........ccocueeveerneeeneenneeeneennne 146
travel permissions .......ccocceevveeviieeniieeniiee e 51
minutes/recordings/transcripts
adjudicative proceedings.......ccccceeeuvvvvieeeennne 37,38
AdViSOry Meetings.....coovvevvireeeeeeiiiinieee e 39
governing/executive meetings .........ccccceeveeneenne. 40
inter-agency meetings .......cccoccveeveviieeiniieee s, 41
safety committee
staff meetings......cccoeevvevevveeennen.
misconduct (employee)
models (research) ......ccccoveeecieee e,
monitoring
T o] o] o] o g - LIV L= SO URON 90
environmental ......ccoceeeveiniiienee e 75
information systems........cccccoeeeeeincieeeecceee e, 74
INVESEMENTS ..vvviiiiiiiiiicee e, 100
TrAffiC oveiec 77
motor pool
accidents/incidents
billing ..cceeeeeiiiieeeeee
checkout 10gS....ccvvvvvvvieeeiieeeen,

disposal (auction/sale/salvage)
maintenance (reports/history)
rate SEtING ..vvvveeeee i

registration/tabs.......ccccvevvveeciiieciecceece e,
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safety analysis......cccccveeeeviieecciee e, 74

statistical reports.......cooceevieeriieniieneeneeeeee 92

USE ittt e e e e 92
mottos/slogans (agency identity/brand) ................ 11
multi-agency boards/committees

meetings

members’ copies/Notes ........cceeeveeeereeecneenns 39

member meeting materials (copies/notes)......... 41

official meeting records.......ccocceevvierieeniieenneennne 41
multi-media presentations (videos/CDs/DVDs)

agency publications ........ccocveeveieiiienienniecneee 156

from external SOUrces.......ccccvvevieeevcieeeerieeeene 158
MUNICIPal COE...ccuiiiiiiiiee e 145
mutual aid agreements (emergency/disaster) ....... 26
N
naming

ABENCY ASSELS .uvvrriririirririiiriririereiererererererere——. 59

programs/mascots/colors ........ccceeveeeereeecreennnen. 11
national boards/committees (meeting

Materials/Notes) ....cooceeeereeeceeceee e 39
National Bridge Inspection Standards (NBIS).......... 74
National Historic Register ......c.ccccvevvviieeeeciee e, 62
networks

access authorization ........ccceveieeviieeeenniec e, 86

AUt Erail e 67

design/build......cccueevvieeiicieeeeeceeeeecee e 67
new hire report (DSHS) ....ccoccvvverecerieeeeeceee s 142
news clippings/releases

AEENCY NIStONY..uvvei e

concerning agency....
external reference material
newsletters

ABENCY ceveeiieeriteenite et esteesiteesiteesteesae e sareesiae s
from external SOUrces........ccccevvvieeeveciveeeniieen.
nine one one (911) taX....ccccecereveeeieeesieesiee e
non-archival .......ccooecvvieeiiiiiccieeee e,
non-disclosure agreements ....
non-essential..........cccceeevcvveene
non-paper-based records .......
notary certification ..........cccccveeeeiiii e
notes (rough/working)
brainstorming/collaborating..........cccccccevenenne. 156
drafting/editing ......cocevvvevveierere e 157
individual board/committee members .............. 39
memorialized in another format ...................... 161
notices
B&O tax NOLIiCeS ..ccvuvviiveeieeecreeeee e,
destruction of public records.........cccceeerivrennnns
financial disputes/collections .........cc.cceceeuee.
informational........cccceveiiiiiii e,
minor participation
public (official) .....cceeveeeiiieeeiiee e
published (requests for bids/proposals)
staff meetings .......ccoovveeeiiieeccee e,
NPDES PEIrmMItS ..uueieieieieieieieieiesesesesesese s se s
nuisance code violations........cccceecvevevcieeeeciee e,
numbered forms (accountable) ........cccceeeevenennnn.

(0]

oaths of office
filed/recorded with Co Auditor .......cccoevvvveeeernnee 23
not filed/recorded with Co Auditor.................... 24
reference copies (HR)
0bsolete ..o,
occupational health and safety

INDEX TO:
SUBJECTS

COMPIAINTS evveeieiiie e 128

employee health records (routine)................... 135

employee medical & exposure records............ 136

injury/illness claims

L&l reporting...............

program administration

workplace monitoring .......cccceeecveeeecieee e,
Office of Financial Management census records.... 11
Office of Record .......ccvvevveiveivncieeeiieen, see Glossary
Office of the State Auditor

capital asset record.........ccoooeeeveiriiennieniieeneeee 94

examination report......ccccccceeveeieiiieeennieeenenne 102
official COd....uiiriiiniiiiiiirec e 145
official public NOTICES .....ccvveeviieeeiiee e 16
OFM (Office Files and Memoranda)........ see Glossary
oil/fuel

INVENTOTY...eiiiiiiiiieiere e

Storage....cccceeeruenne.

usage/dispersal

used (analysis) .c.eeeeecveeeeiiiee e,
online

communications/advice .......coeeevvivveeeerireeeennns 7,8

content MaNagemMeNt . ........uuvvvvvvveveverererererenennns 154

routine agency information..........cccceeecvvee e, 162
open public MEetingS......cccvvvvvveeeviieeeeriee e 39,40
operating

manuals (facility equipment) .........cccoeeeevveeennneen. 90

permits (boilers/elevators).......ccccccoeveeveeeveennen. 61
opinion polls
opinions (legal)............

Attorney General
OPR (Official Public Record)
orders

adjudicative proceedings.........cccceeeevvreennenn. 37,38

court
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agency not party (summons, etc.).........ccoe.... 32
employee pay (garnishment, lien, etc.)........ 105
purchasing requisitions...........cceceeeveennee. 111, 112
OFdINANCES .ooveiiiieeeiiee et 36
organizational charts
annUal/year-end ......c.cccceeeeveeecieeniee s 44
routine/interim
OSHA .....ooeeiveees see occupational health and safety
out of office NOLICES ....ceveveeriiiieeeeiee e, 159
outside counsel......cccevveerieenieeniieenans see legal affairs
overtime
NON-TOUTINE....etiiiiiieiiiriee et ee e 122
FOULING coieeeeee e 123
P
PACKING SIIPS c.vevieeeeiee e 111
pandemic (COVID-19)
ABENCY FESPONSE wevvvvvrvrrrvrrrrrererrrrrererrrerererererereree 26
wellness checks/contact tracing logs ................. 88
paramedic certification........cccceeevveiiiciieecciieees 117

parent/legal guardian permission
library use
TrAVEL e
PArk BENCNES.....cccceieiicieeeee e, 64
parking
code violations/tickets.........ccoevuvvivvueeeeeierecinneen, 31
lots (conStruction) .......ccccveeeiciieeeecieee e, 64
meters (CONSTrUCION) ...veeeeeeeeeiiireeeeee e, 64
parts
INVENTOTIS ..eeiiiiieeeeiree et
orders
patent rights (owned by agency)
patron/users (libraries) .......ccoceeeveeecreeeveeeireeeereeens

payment card/sensitive data ........cccceeveeeeieeenineenen. 98
payment stubs (billing) ......cccoeevieeviieiiece e, 93
payroll
garnishments, liens, attachments..................... 105
individual pay history.......ccccoveveeiiiiieennnns ... 106
processing, distribution & reporting ... 107
FEEISTON ittt ... 107
retirement/pension verification.................. 120
taxes
remitted to ESD, DRS, L&l ........ccceeevurrnnnenn.n. 107
voluntary employee deductions..........c.ccuee.... 105
PENSION ooeeiiiiieeeee e, see retirement/pension
investment portfolio.......cccccceveeeeiiieeccciiec e, 18
performance
QUL et
evaluations ......ccccceeeeeieecciiieeeec e
monitoring/audits (IT)) .coeeeveevveiiieieeieececcre e
outstanding (employee)
permanent retention ..........ccceeeveveeeineennns
permission
agency
networks/systems/data ........cccceeeveeeirieenneeens 86
personal equipment (employee use) ............. 18
parent/legal guardian
library Use.....coocveeeveeniieieeecec e, 146
TrAVEL e 51
permits........... see also authorizations/certifications
construction/modification..........ccoeveeeeevereinnen. 61
hazardous materials/dangerous waste .... ... 70
operating (boilers/elevators).......c...ccu...... .61
surface mining .61
LOMPOIANY e 10
VEhiCleS/VESSEIS ....uuveviieeiieieieieeeee e 61
WaATEE e 61
personal contact information ...........ccccevveeeeeennn. 129

INDEX TO:
SUBJECTS

change documentation........ccccccveeecieeeiciveeennnns 130
EMEIBENCY coiiiiiiriiiiee it 25
personal eXposure ........ccccceeeeeenne see also employee
hazardous materials accidents/incidents ........... 48
personal financial affairs (PDC reporting)............... 47

personal license
code violations

EMPIOYEES ...ovveeiieeeteee e
personal property (lost and found)
personal protective equipment (PPE).........cccue.... 136
employee-owned (permission)........cccceeeveerueenne 18
hazard assessment .......cccccevveveeeviieeeenieee e, 138
personal service contracts.........cccceeeecvveeennnnen. 17, 18
personnel action request/notice (PAR)
development .......cceoecieee e 141
FINAL e 129
personnel file ....search by function/content of record
pesticide spray application ................
petitions signed by citizens...............
petty cash.......cccceennne
[0 aTo] o 21 1 D 0SSP
photographs
agency forms/publications ..........ccccccuee. 144, 145
AZENCY NIiStOrY.ccoviii i, 44
jurisdictional boundary..........cccceeeeiieiinennn. 12,13
MEdIia COVEIAZE w.evevnrreeieeieeeereeeesireeeeeeeeeeseeeeas 15
physical examination reports (employee) .............. 48
Pipes (1€aKING) ...ceeeeeriieiiieeeciiee e 26
pit/quarry
material control
PEIMIES.ciiiiiiiiiiieieieieeererereeeereeereeerere e
planning
COmMMIissSion hearings .......ccccvveveeeecveeeescivee e, 38
CONSEIUCTION ..ceiiiiie et 64
project not completed ........ccoovveeeiiiiiiiinnennn. 82
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emergency/disaster......ccccooeeieeeiierireesieennns 25, 26
EVENTS/CONTESES c.vveeerieeereecereecree e 14
hazardous materials ......ccccceeeeiveeeeeeeicinnns 72,73
information systems .........cccovieriiiinieniecieeeee, 82
initiative/referenda/recall measures.................. 23
levy/bond (financial)........cceeeveeeiieeeieenireecieens
long-range (assets) ...
rate setting ...
short-term (assets) .....cccvcevvveeeveencieesieesee s
staff/staffing ....cceeeveeereeeeeeee e
STrAteGIC ov i
WOTKFOICE wovveiiieiieeee e
plans
as-built/designed construction plans............ 63, 64
secondary/reference copies.......cccceevveeevrennne 163
ASSBES 1ottt e 84
assets (IoNg-range) .....ccceceveeveenienienneneenne. 83,84
emergency preparedness/recovery ........c.......... 25
hazardous materials ........cccceeverernneenn.
point-in-time (webpage/site)
policies
INSUFANCE ..o ee et e e e e e 50
official ageNCy ....ceeevcuvieeeciiiceee e, 46
polls (public OpiNIoN) ....cccveecieiiiiecee e, 16
polygraph (employee)
final results (pass/fail) .....cococeveeveeneeieecieieenns 129
testing records...... see Law Enforcement Records
Retention Schedule
portfolio
investment monitoring
pension iNVesStMENt .......coccevvvierierineeniee e,
positions (classifications/development) ............... 143
posters (agency publications) ........cccccecveeiieeeenns 156
posts (social Nnetworking) ........ccccovevevcieeeeiieeeeennns 7,8
potentially archival ..........ccccevvieniinnnnin. see Glossary

preliminary drafts
legal advice/analysis/opinions

premium costs
presentations....search by function/content of record
press releases/clippings

Price CheCKs.......oeeciiiiieiiee e
Primary record ........ccoeveerveenieeenieenneenane
private vehicle (minor permission) ........cccceeuerueenee. 51
procedures (administrative/directives) .................. 46
Proclamations .........cceceeeveenieienieeeeeee e 16
professional certifications (employee) ......... 116, 117
project files
construction (facilities) .......ccceeveeeevvveeeccieeeenen. 64
MISCEHANEOUS ...vvveeeiee e e 9
organizing/monitoring work in progress........... 160
project reports (bond/grant/levy) .113
promotional events/campaigns........ccccveeveevernenne. 14
property
encroachments.....ccocccevvviieiiniiec s,
NISEOIY v
lost and found.......cccceevierniiinieiiic e,
purchases (real property) ......cocceceeereveeeveennne
SUIPIUS/USE ...t
tax exemption/valuation appeals.........cc.coevnnen.
uNclaimed ...,
funds held by agency......ccooceevcvieeeciieeenneen.

funds remitted to Dept Revenue
proposals/bids (requests for)
prosecuting attorney reports
prospective employer (disclosure of employee

iNformation)......cccceeeeevnveeeiieeeecreeeeee e 127, 129
public
gatherings (Permits) .......cccoeeeeciiieieciiee e 10

INDEX TO:
SUBJECTS

hearings/meetings.......ccccceveevrveeceeeirieeieeenns 37,38
notices (official) ...ccccceevveeeviierieecieceeee e, 16
opinions

citizen complaints/requests.........ccoccecvereeneene. 15

public disclosure
COMMISSION .eeieiiieieee e
commission (reporting)
lobbyist reporting ........ccceeceervieeeieeiiieenneen.
reCOrds reQUESES ....cuvreveeerieieeeeriee et e
public records .......ccceeveeriieenieenieeeneenae
backups (disaster preparedness)........c.ccceeveennee. 25
CONSEIVAtION .. 153
conversion/digitization/migration............ 150, 152
deStruCtion ....coccveeeiiiieiinieeeeee e
finding QidS ..eoevveeriiiiiee
legal custody
litigation.......ccceeuee.
MAGNELIC..ueeeeiiiieeeeieee e,
minimal retention value
records center transmittals/receivals............... 154
requests (disclosure) ........ccceeeveeeecieeeeccviee e, 149
retention schedules/disposition authorization 155
transfer/donation .......cceveveeeeeeeeeiie e 155
publications
AZENCY SUPPHES...vviiieiieee et 156
creation/master set (agency-created).............. 144
from outside SOUICeS......ccevvvveriieriieenieerieeeie,
master set (agency-created)
pumps/tanks (fuel/oil storage)
purchase offers

non-real property (declined by agency) ............. 56
real property
accepted or declined by agency.......c.ccuvenne. 57
made by agency ....ccccceeeeeeeeiiiiieiee e 60
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purchasing
AgreemMeNnts......cccceeviiiiiiniie 17,18
emergency exception ........cccvvveeinieeeeniieeeninne 111
financial transactions.........ccccevvcveviniiieinnieeees 97
purchase orders/requisitions/bid logs.............. 112
FECERIVING wovvvvviviiiiiiieeieieeeierereeeeeeeeens 96, 97, 111, 112
Q
quarry
material control.......ccocvevvevinieniiiiiniecee e, 92
PEIMILS. ittt 61
quasi-judicial actions (hearings).........cccccveeeunns 37,38
R
radiation
EXPOSUNE cevvvverererererrrererererererererersrerersrsrererere. 48

protection training.see the Utility Services Records
Retention Schedule

radioactive materials/facilities licensing................. 70
rare book collections (libraries) ........ccoevveeeeeeennns 147
rate setting

IMPACL fEES ..o,

internal service fund
raw data (after aggregation).......cccccceevveeeireeeennns
reading files
reference materials ......cccccevevveeivieeeeciee e, 162
secondary/duplicate copies.......ccccvevvrerveennnenns 163
real estate (pension investments) ........ccceccveveeeneenn. 18
real ProPerty ..c.ccceecee e 57
disputes/collections.........cccveeeveeereeeceeecireeeneeenne 33
environmental site assessments ..........ccuuu.. 57,58

relocation assistance ......cccvvvevvieinienneeeneeene, 96
unsuccessful purchase proposals ......cccccceeevnneen. 60
rebates (CUSTOMEr) ...ccvvevveecii e, 97
recall
election litigation
measures
receipts v
delivery (internal) .....cccoeveieeeeiiieeeecee s
recognition/awards........coceeeeeereereereneseseseeeenens
recommendations (employee)
recordings
adjudicative proceedings.........cccoceerreerneennne 37,38
AdVisOry Meetings......coovvvvvveeeeeieiciireeee e seanees 39
governing/executive meetings .........cccveevveeenneene 40
inter-agency meetings.....cccccevvveviiiiiiiiiiiieieninennns 41
security/surveillance........ccoeererereneneeeecenenns 89
staff meetings
records Series.......coeveeeercvveennne
recreational CoOUrSEeS ......cccvvviirivrvreeeriieeeerieee e 53
recruitment
PIANNING oo 143
successful candidates ........cccevveevieenieenieennene 129
unsuccessful candidates ........ccceeveveveevciriieennns 141
reduction in force (RIF) .....coovveeeevvveeeeeieeeeereee e 143
reference materials
OULSIAE SOUICES...uviiverieeeiiieeeeiieeeeeeeeesreeeenaees 162
secondary/duplicate copies (internal records). 163
referenda/initiatives/recalls .......cc.ccoevveiviveriinnnen.
registered mail (logs/return receipts)
registers ............ search by function/content of record
financial
[T 1Y o ] | PR
regulations/rules.......ccceeveeeeeeevee e, 46
Rehabilitation Act of 1973 .....ceevveeevveeennnn. 28, 29, 30

relocation assistance

INDEX TO:
SUBJECTS

real property acquisition/grants................... 96, 99
FEPOIEING cevieiiiiieie e 85
remittance advices.......ccccceeveeiiiieeeeeeeeecnnns 93, 96, 97
remote deposit capture (RDC) ......cccuveveveerreenenenns 103
rental
agreements
capital assets
oL (=T - | ISR
applications
bids and proposals .......ccccceevvveneeriiieniennne. 110
residential houSiNg .........ccovvveiiiiinieniiineenne 91
reporting
equal employment opportunity (EEO).............. 142
federal contract compliance.........cccccevveeenneenn. 142
new hire report (DSHS) .......cccovveeiviieeeniee e, 142
reports
accidents/incidents........cccuee.......
compensation
claim filed ...
hazardous materials
no claim filed.....ccocoeevvienieiiiecee e
annual (chief fiscal officer) ......cccccoevvieeeeciinennns 113
boiler vessel........couviieiiiiieiiiiieeeeceee e, 61
bond/grant/Ievy .......cccevveeeeceeieeceeereenens 96, 113
DUAEEL....ceeeeeee e 104
collection agency ......ccccevvcvveeeecieee v, 94
communte trip reduction (annual progress) .... 142
elementary/secondary staff info (EEO-5) ......... 142
emergency response pPlan.......cccoceeeveeeneeeneennns
employee exposure
ENErgY USABE....evvurerureenreerreeneens
environmental monitoring ........cccoceceeeeveveeeenneen.
equal employment opportunity .......ccccecveeens
equipment/vehicle .......ccccocvveeeeeeiie e

filed/submitted to outside agency
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fiscal and performance audit..........ccceeevuveeenne 102
from external SOUrces......cccocevvvvieeiiiciiee e 158
fuel/oil/pump tank .......cceceeeeeiieniinenerenceene
grants/scholarships.......c.ccecevevierenenenenne.
hazardous materials

hazardous materials (inspection and test) ......... 72
INSUFANCE ...eeeiieeeeeeeeiieeeeee e

internal informational use

library statistics.......cccoveervieiriienieeieenieceieee 146
10bbYist (t0 PDC) ..o 47,114
MaINtENANCE ...cceeveieieieiiieieeeeeeeeeeeeeeeeeeeeeeeeees 80, 81
maintenance (equipment/vehicles) ............. 80, 81
new hire (DSHS) .....cueveeeiiiiecee e, 142
parts (master listing)......ccccceeveveeeeiieeeeeiee e, 78
physical examination ...........ccccceeeeiiiieecciee e, 48
Program .....cccccvviiiiiiiiiiiiiiiii 9
FECEIVING evveeeiiiieiireee et e e

research
safety and fire inspection ...............

state auditor’s examination
STOP-PAYMENT weeieieiiieeie et
successful completion (elec info systems).......... 90
tire maintenance ......ccccoeeiiieeeeei e 81
treasurer/finance officer ......cccovvveeevieeeeinenns 96, 97
VaNdalisSM......ueeeeeiei e e 87
waste materials analysis.......cccococevivveeeniieeennns 69
request for proposal or bid (RFP)(RFQQ) .............. 110
requUISItions ...
resale items (inventories) ...................
research/program reports ..................

residential housing (tenant files)
reSOIULIONS .ooueveee e
boards/councils/committees........c.ccccoeveuvvveeenn.
development files......cccecveveeeciee v,
respiratory protection

program administration........cccccoeeeveeeerveeesnnen. 138
respirator fit tests.....cccvvvvinvee i, 139
respirator use evaluations.........ccccceeevveeernnnn. 136
retaliation complaints (employee)........cccccveeuenee 128
retention planning (workforce)
retirement/pension
investment portfolio........ccccoeevveeeeiiieennnns
program administration (general)
verification documentation .........ccccecvevervieenne
employee pay history.......ccoocceeveiniiinnennnen.
Payroll register .......ccoceveveerieiineeeeeeeeeee,
WOTK RiStOrY ..eeviiiiieiiceeee e
retrievals (records centers).......ccccceeeeeveeeecieeeeennns
revenue bonds/COUPONS.......c.ccveveereerieeceerneseeenes
revenue estimates .....cvvveevceeireeeiieeesieessiee e
rights-of-way
granted by agency
received by agency
FiSK data covveeeeiiee e

roads/bridges......... see also County Engineer records
awards/recognition .........cccceeeceeecreeeireeeireeeeneeenns 14
CONSEIUCTION ....eiiiiiiiiee et 64
INSPECLION coiiiiiiiiiiiiiieeeees 74
MAINTENANCE ..eviveiiiiiiiiiieee e 80, 81
rePOrtS/Plans .....cvecreecreeieecie et 85
traffic MoNitoring......cccvevevcee e 77
rosters (consultants/contractors) ........ccccceeeveennne 110
rough/working notes
brainstorming/collaborating..........ccccccvveeueennn.
drafting/editing .......coceeeeeecreeeceecreeereeens
individual board/committee members ....
memorialized in another format .........ccccecueene
routine information (agency operations) .............
FOULING SHPS...vveeeeiie et
rules /regulations..........ccceeeeeereeeeecee e

INDEX TO:
SUBJECTS

run reports (electronic info systems)........ccceeeuneeee. 90
running late Messages ......ccooveeveeeiveeneeenneeeneeene 159

S

safety

analysis (equipment/vehicles) ........ccccceevvveeennnne

committee (including minutes)

inspections (facilities) .......cccevvveevieenieenieecieene,

workplace (complaints) ................
salary schedule (ageNCY) .ccceeevvveeeenciveeeeciee e,
sale/salvage (equipment/vehicles)
scheduled tasks (electronic info systems) .............. 90
schedules

facility rental/use......ccoceevveveevieneneneneceeeeiene 92

records retention.......cccccceeeeeeeccineeeeeeeeecireeennn. 155

tasks (electronic info systems) .......cccccceevvvveennenn. 90
scholarships

applications (not approved) .......ccccevveeeevieeenneen. 99

awarded or received.......occeeeeviieiiiieeeeniiee e, 96
school....... see also School Districts and ESDs Records

Retention Schedule

bus authorizations (USDOT) .........

colors/mascots/program names

stores (iNVeNtOries).....cccocveeeeeeeee e
SCrAaPbOOKS ...ttt
screenshot/snapshot .......ccceeeeeeceeccieecciee e,
secondary (duplicate) copies .....ccccvueeeecveeeecnnennnn.
secondary records.......ccceeeveeercveeesinenenns
Section 313 SARATitle l.c.eevvvveiiiniiieeeeieeeeee
Section 504 complianCe ......ccccveeeeeieeeeceee e
SECTOR citations.. see also Law Enforcement Records

Retention Schedule

printouts for general info .........ccccceeeeiinineeen. 158
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security
badges/swipes/codes ........cccevveveeieeireeiieeieeeeene 86
incidents/investigations........c.cecverererenenennenne 87
logs (staff/visitor entry) .......ceceeeveverenenencnnenne. 88
MICrOfilM...ceeeeiei e, see Glossary
monitoring
oversight/surveillance recordings.................. 89
FOULINE ..ttt 89
systems (installed) ......ccccevieeeceeniieiieeciee e 66
selection process (recruitment) .......c.cccceeevveennnenne 141
self-insured
certification (workers’ compensation) ............... 10
COSTS atittteee e ettt e e e e e e e 50
portfolio Monitoring .........cccceveeeiciieeeeciee e, 100
workers’ compensation ........ccceceeeeeeiieeecvieeenn, 125
sensitive cardholder/authentication data .............. 98
shared 1eaVe ........oevvcieieciee e 122

sharepoint sites.search by function/content of record
shelf list (libraries)
shipping (Mail) .....coeevveeiviiieeeiieeee,
signatures (delegation of authority)
Site asSesSMENts ...

slogans/mottos (agency identity/brand) ................ 11
small and attractive assets.......cccevvvererceeeeeiieeennnnns 56
SNOW ClOSUIE c..eeviieeiier et 26
social NEtWOIrKING ....c.veveveiiee e 7,8
software (COMPULEN) ....ccccvvieeiiieeeiiiee e 67, 82
SOOIl MONILOMING .eevieiiiiiiieee e 75
source records

converted.......oocvvieeeeeieccciieeee e,

migrated .......ccceeeenneenn.
spam (unsolicited email)
special collections (libraries).....cccccccvevecveeeicveennnne 147
special purpose district (annual statement) ... 47, 114
specifications/standards manuals ........c..cccceeevenn. 68

speeches/writings (media coverage) .........ccceeeuennn. 15
SEAff e, see employee

MEETINGS ..eevieiiriie i 42
SEAffiNG e 143
standards

MICrofilm....coviiiiiiiie e

National Bridge Inspection (NBIS)

specifications manuals..........ccccceeevcieeeecieee e,
state and local tax returns ........ccceecveveveceeeercneennn.
State Emergency Response Commission (SERC)..... 72
State of Emergency declaration.........ccccceevviveeenns 26
statements

DaANKING ..., 103

DONd..ceiiiiiec e 100

disaster damage declaration .........ccccceeevveeennneen. 26

financial c...eeeeeeeeeeii 96, 97

INVESEMENTS ..oeviiiiiiiiiieeec e 103
statistical reports

AZENCY ASSELS .evieriieieieriee ettt

agency informational

lIDrari@s .oooveeeeeee e
statistics

raw data (after consolidation) ........ccccccveeenneeen. 161
STALUS [0S wevveeeivieeeeiee et 160
stop-payment reports/requests ........cccccueeverneenne. 103
STrategiC Plans.....cev e e 44
streets

lighting Systems ......ccccviiiiieeiiceeee e,

naming of

planning......ccccvvveeeieeiccinnens

traffic monitoring................
stubs (billing/payment)
student

emergency contact information...........ccceeeeee. 25

parent/legal guardian permission ............c......... 51

INDEX TO:
SUBJECTS

WOrk study ...eveeeviieeeeiee e, see employee
studies (research)......cccueeceeecieenie e 9
subject files

administrative Working.........ccccceevveenienniiennennne.

secondary/duplicate copies
subpoena/summons .. 32, see also litigation case files

subsidiary 18dgers ........ccveveeriiieieeiiieeeeeeeeeee 99
SUCCESSION PlanNiNg ...coceeeieeriienieenieeeiee e 143
summons (served on agency) ......cocceveeereeneenieeeenne 32
superfund release files......cccvcveeeerciieircieeerieeeee 71
supplies (INVENTOrIESs).....ccccveeecieeeeciiiee e e ciree s 78
SUrface MinNiNg......cccocvviiciiee e e 61
surface water monitoring .........ccceccvveevcvieeeeciieeeenns 75
surplussed property inventory.......ccccceeceeeeveveeennne 79
surveillance recordings .......ccoccveeveerieeeneenieeeneennne 89
SUIVEYS .eovereereneennns see also County Engineer records
CIVIl FIBRES e

County Engineer
hazardous materials/waste
INSUFANCE coiiiiieiiiiicieiccccccccccececccecereee e

land/field bOOKS......c.ccevvveeiiiiiiieeeec e

long-range asset planning.........ccccecveeeeeciveeennneen.

FESEAICH .o 9
swipes (staff aCCess)...uuvirrieririiiiieiiee e 79
systems

electronic information
design (computer applications)
records within applications.................
function/content of record
installed in agency facilities.......cccccceveecvveeenneen. 66
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T
tally sheets (elections) ......cccccevceeeeecieeecciiee e 22
tanks/pumps (fuel/oil storage) ........ccceeeveevvrennnenne 92
task forces (Meetings)......cccceeevcieeeeciiee e 41
tasks (Microsoft Outlook) ........cccceeecveeeeccineeennnneen. 160
taxes
business/occupation.........ccoceeceeeierenenesenennens 115
COMDINEd EXCISE vuvviverieeiiiee e e e 115
local improvement districts.........cccceeeciveeennnenn. 115
[T )77 o] | FS USSR 107
state/10cal returnS ....oovceeveveeeeeeeeeeeeeeee e 115
technical design (computer applications)............... 67
temperature checks (COVID-19) ......ccceeeveevveennnenne 88
TeMPOrary PErmits.......ccvvveeeiireeeiinieeenreee e 10
tenant files (residential).......cccccceevviiviieecieeiieenne, 91
text messages ...search by function/content of record
timber/water rights (received by agency) .............. 56
time cards/time sheets
EMPIOYEE PAY .evvrrreeeeeeiiiiieeee e eccrrrre e e e e eiiaaees 106
used for retirement/pension verification......... 120
tire MaintenanCe.......ccvvvvveeee e 81
10 dO IStS e 160
tort actions (legal affairs).......cccceeeevevieeceeevieeenee 35
toxic substances (workplace).......cccccveeeeeciveeeennnenn. 136
track changes (Microsoft Word) .........cccccvvveennneen. 157
tracked asSets .......uuuevvrvviiirerererinerireier———. 56, 78, 79
tracking data (GPS, AVL) ..cccvvecieecei e 89
trademarks (owned by agency) ......ccocveeeveeeiieeene 56
traffic
accidents/inCidents......cocvvveveiviiecceveeeeeeenenns 49, 50
lights/signs/signals .......ccccvvevveeceeeneeecree e, 64
MONITOMING ceieiiiiiiiiiiiii e 77
street pPlanning......ccccooeecviiieeei e 83

train/light rail authorizations (USDOT) ........c..c....... 10 development .......ceeeevieeeiciie e, 83
training.....occevevennee. see also Employee Work History travel permission (MiNors) ......ccccceevveecienieneeneennen. 51
agency Provided ........cocceevieiniieniee e 52 treasurer/finance officer reports.......c.ccccoeue... 96, 97
certificated or hours/credits earned............... 53 trees (INVENTONY) cvevcieeiieeciie et 79
8ENEral .eooviiiiiiii 55 trial balances........ccooviiiviiiiiiii, 100
hazardous materials handling ........................ 54 trust iNdentUre......cevecivie e 96
MaNdatory....ccoceeeeciveeeciee e 53,54 trustees, annual report (libraries)........cccccuveeennneen. 146
apprenticeship program .......cccccceeeeiveeeeivveeeennns 126 tuition reimbursement (employee) .........coecun...... 118
CIVII FIBNES .o, 27 tweets ..., search by function/content of record
civil rights (Section 504)........ccccceveveeeveerireesieennns 28
history (employee).......cccceeveevieriiirienienieneee 129
transcripts u
adjudicative proceedings.........cceecvvvveeeeeennnns 37,38
A0VISOrY MEETINGS.cv.vveeeeeeeeeeeeeeeeeeeerereeeeeerenene 39 U.S. Citizenship and Immigration Services (USCIS) 131
governing/executive meetings ......c..cccveevveeenneene 40 unclaimed property
iNter-agency Meetings ......c.ovovvvereveruevererenennenens 41 funds held by agency ..o, 101
Staff MEEtiNgS ...cueveveveeeeeeeeeeerere e 42 funds remitted to Department of Revenue...... 101
transfers underground storage tank (UST) inspections ......... 76
funds (EFT, IMT, ACH) ...c.ovvirireeieeieieirirnieceneas 103 unemployment insurance
magnetic records (Conversion) .........cccoeueeueenn.. 150 employee claims......ccceeviiieiinniiieiieeeeee e 119
materials/equipment........ccoveveveveeeve e 78 federal taXes .....ccocvvevveviiieriece e 114
public records (legal custody).......ccceeververneenne. 155 PAYIOll taXES ..eeeeeeiiiieiiecec e 107
SUMPIUS PrOPEILY c.veeeveeieeeeeeeeeesesees s 69 program administration........c.ccevinnnnnininnnas 118
transit stops/pads/shelters.........ccooeevvvevveerveenennns 64 union complaints
transmittals not related to individual employee(s) ................ 18
DUSINESS TAXES .vuvvvrrrerceireicireeeseieeeeeesee e 115 related to individual employee(s)..................... 128
CASN TECRIPES werevereerereeeeeeeeeeeseeeeveresee e 96, 97 United States (agency)
IRS cotetevareeeeeseee sttt 114 Bureau of Labor Statistics (BLS) ........cccocvvunnee. 137
PAYFOIl tAXES ...vevvevevevecicieisiseseseeae e 107 Citizenship & Immigration Svs (USCIS) ............. 131
FECOIAS CENEEIS ...vvevrveeeeveeeveretereeeeee e seesesenenas 154 Department of Labor .........cccceeeiiiinniniiinas 130
unclaimed Property .......cccceeeeeeveeeeesesssenns 101 Department of Transporation (USDOT).............. 10
transportation Dept. of Fish and Wildlife (USDFW).................... 10
authorizations (USDOT) ......eveererrenrenienieneennennenns 10 Drug Enforcement Agency (DEA).........c.cccceeeee. 10
IMPACE FEES v 108 Environmental Protection Agency (EPA) ............ 72
Transportation Improvement Program (TIP) .......... 84 Federal Aviation Administration (FAA)............... 10
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Housing & Urban Development (HUD)......... 47,91
Internal Revenue Service (IRS)........c......... 106, 114
Labor, Occupational Safety & Health (OSHA) ..... 70
unsolicited
employment inqUIries........cccevvveeercieeennieeeeens
mail/email (general info)
materials (Miscl) ...ccoeeeeiiiiiecie e,
use
appropriate (computer/fax/phone)........cc.......... 90
equipment/vehicles.......ccocevverierenenieneseeeeennes 92
VY=o o | F P 69
utility
DIING e, 97
AiSPULES oot 95
land use Permits ......cccceeeveeeeiciieeeeciee e, 61
rates (legal affairs) ......cccceceeevieecee e, 35

v

vacation of premises/evictions...........cceevveereeereennen. 33
values (asset appraisal)
VaNdalisSMm ....eeeieeiee e
vehicles
accidents/incidents........cocceeeveuveeivneeennns
DIlING weeeeeeeeee e
checkoUut 108S ....uuviiiiiiiciieeee e,
disposal (auction/sale/salvage) ........ccceevveevueenne 69
employee-owned........cccocveveveiieeeiiiee e, 18
maintenance (history/reports) ........ccccceueenne 80, 81
minor travel permission
parts in stock ......cooeveciiiiiiiiiiiins
registrations/tabs

safety analysis.......cccoveeiciie e,

TEIE e e

tracking data (GPS, AVL) ....ccveevveivieecieecieeeeene

USBAEE .eteuveeereeerrreeteeessteesteeessaeessesessaessseeensnesnses
vendor compliance reports
vendor contracts.......cceeeeeervennnen.
venture investments (pension)............c........
vessel registrations/tabs........ccccevvviiviieciiieiieeeneen,
video/audio recordings (surveillance)
videos/CDs/DVDs. also search by function/content of

record

agency publications

eXEra COPIBS coivviiiiiiiiiiiiiicececereeeeeees 156
MASEEr SET .eoviiiiiieeeee e 145

external/reference materials......ccoccvveeeevrevennens 162
violation complaints

CIVIl FIBNES e 29, 30

code enforcement ......cceeveeeieviereiciee e, 31
violations/corrections

agency authorizations/certifications............ 10, 61

employee certifications ........ccccceeeeeveeeeivieeeennns 116

hazardous materials .......cccccovvieeiniiieiiniieeceen, 70

inspections/monitoring (agency assets)............. 76

occupational health and safety .....ccccccoeveeneeene 138
vision claims (LEOFF 1) .....cccvvevieeieeeiieeree e 123
VISIEOT [0S cuvveiiiiiiieeieieteeec e 88
voicemails ......... search by function/content of record
VOIUNTEET ceiiii it see employee

fire fighters/reserve officers relief claims......... 124
voter

eligibility/challenges .

[T 1 00] o] 0] (=] R 22

A L0101l o 1= RN 96, 97
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w
wage/tax reporting (IRS) .....cceeveveercreercveennnenn. 106, 114
waivers (liability, insurance, hold harmless)..... 17, 18
permission for minor to participate ................... 51
WaAITANEEES .uuivveeieiie et e e eenas 17,18
Washington Industrial Safety and Health Act
(WISHA) inspections/citations...........cceccecveneenen. 138
Washington State (agency)
Archives
microfilm standards ........cccoevvvevieiniiiniennen. 152
records transfer......cccvvvveviiiiniecnieenieee, 155
scan and toss requirements.......cccoeecvveeeenn.. 152
Board of Adjustment ........ccoceeeieiiiienieeiieeneen 38
Division of Occupational Safety and Health
(DOSH/L&) oo 137
Employment Security (payroll taxes)................ 107
Labor and Industries (L&I)
boiler vessel report ......ccccoeeeiiieieeiieiiciieeen. 61
injury/illness reporting.......cccoeeeveeecveecveennee. 137
[ItIAtION .eeeeeeeieeeeeeee e 35
PAYIOl tAXES ..vveveeeiieeeeiiee et 107
workers’ compensation........cc.cccceeeevieeeennnen. 124
(] T [ o - | [ S 146

Retirement Systems
employee benefit verification

[T 1Yo | PR
Revenue
tax recordkeeping requirements.................. 114
LAX FECONAS..ueiiieeiiieeiee sttt 114
unclaimed property......cccceeceeeeieceeeencieeeeens 101
Social and Health Services (DSHS) ........ccuee...... 142
State AUItOr....ccviviiiiiieiecee e 102
water boiler/hot water tank ........cccocvvveveveeerineenne 61
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Water MONITONING ....vvuvueveieieiiriiereieieieieierererereeeeeee. 75
water rights disputes .......cccccoevieiiiiiniennieeieeeee 58
water/timber rights (received by agency) .............. 56
weapons
employee-owned........cccocveviieiieeiniiee e, 18
security incident ......cccceeecvieiccciee e, 87
webpage/site ....search by function/content of record
1Y TV [o [o [ T U UURE 162
apPlications......coceeeiieeiiiieee e 67, 82
online content management..........cccce..e. 7,8,154
wellness checks (COVID-19).......ccccvvevveeneeeniveennnens 88
wellness program (employee) ......cccecevvervenenne. 118
whistleblower complaints........ccccceecvieeeccieeecnneenn. 128
Women/Minority Bus. Enterprise (WMBE) .......... 112
work
ASSIBNIMENTS .eeiiiiiiiiieeeeee e 46
(o] e 11 SIS UUTRRN 80, 81

o] =14 - S 45
work history (employee).......ccccceevevevieeiercnveennen. 129
retirement/pension verification ............c.......... 120
work schedules (employee) .......ccccvevveeveiiievennen. 130
retirement/pension verification ............c.......... 120
workers’ compensation
eye injury (L&I) claims .....ccceeevviiiiiiieeeiieeees 124
L&I ClaiMS.ceeveeiiienieesieerree e 124
LEOFF Claims ..ccceeeeciiieieee e 123
self-insured claims ........ccocveeieeiiiciiiieee e, 125
taxes (PAYroll) ....oeeeveeneeieeieee e 107
volunteer firefighter/reserve officer claims ..... 124
workflow notifications/escalations.......cccccoeeeuvunee 160
workforce planning.......cccccccveeieiieeecciee e, 143
WOPKING fileS..ueiiiiiieceiee e 6
working/rough notes
brainstorming/collaborating..........cccccccevenenne. 156

drafting/editing .......coceeveeeveeeee e 157
individual board/committee members .............. 39
memorialized in another format ...................... 161
workplace safety complaints ......cccooeveeeeiiieennneen. 128
work-related injuries/illnesses (reporting) ........... 137
WOTKS OF @rt.ccciiiiieiii e 56
X
X-Tay registrations ........cccoveeeeiiiieennniiee e 61
V4
ZONING AAJUSTEIS ...eeiviiiiieeiee et 38

For assistance and advice in applying this records retention schedule,

please contact Washington State Archives at:

recordsmanagement@sos.wa.gov

or contact your Regional Archivist.
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