S n S Pollution Liability Insurance Agency Records Retention Schedule

Office of the Secretary of State Version 1.1 (June 2014)
Washington State Archives

This schedule applies to: Pollution Liability Insurance Agency

Scope of records retention schedule

This records retention schedule authorizes the destruction/transfer of the public records of the Pollution Liability Insurance Agency (PLIA) relating to the unique
functions and activities associated with the administration of affordable pollution liability insurance for owners and operators of regulated petroleum underground
storage tanks (UST’s) and heating oil tanks. The schedule is to be used in conjunction with the State Government General Records Retention Schedule (SGGRRS)
which authorizes the destruction/transfer of public records common to all state agencies.

Disposition of public records

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

Public records designated as “Archival (Permanent Retention)” must not be destroyed. Records designated as “Archival (Appraisal Required)” must be appraised
by the Washington State Archives before disposition. Public records must not be destroyed if they are subject to ongoing or reasonably anticipated litigation and
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 and must be managed in accordance with the agency’s policies and procedures for public records
requests.

Revocation of previously issued records retention schedules
All previously issued records retention schedules to the Pollution Liability Insurance Agency are revoked. The Pollution Liability Insurance Agency must ensure
that the retention and disposition of public records is in accordance with current, approved records retention schedules.

Authority
This records retention schedule was approved by the State Records Committee in accordance with RCW 40.14.050 on June 4, 2014.

Signature on File Signature on File Signature on File -
For the State Auditor: For the Attorney General: For the Office of Financial Management: The State Archivist:
Cindy Evans Matt Kernutt Kathy Cody Steve Excell
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REVISION HISTORY

Version Date of Approval Extent of Revision
1.0 August 3, 2011 Consolidation and revision of all existing records retention schedules and the addition of one series.
1.1 June 4, 2014 Reduction of retention for UST (Underground Storage Tank) Marketing Reports (DAN 04-11-60800).

For assistance and advice in applying this records retention schedule,
please contact the Pollution Liability Insurance Agency’s Records Officer
or Washington State Archives at:

recordsmanagement@sos.wa.gov

Page 2 of 13


mailto:recordsmanagement@sos.wa.gov

7 S n S Pollution Liability Insurance Agency Records Retention Schedule
Version 1.1 (June 2014)

Office of the Secretary of State
Washington State Archives

TABLE OF CONTENTS
1. INSURANCE SERVICES ......cucviuitriisisnsississssssssssssss st sass s bbb bR bbb bR bbb bR bR bbb bbb bbbt Rs 4
2. TECHNICAL ASSISTANCE.......ccerutemitnsitssssstssessssssss s sesss s ss s bbb bbb AR bR AR R SRR bbb bbb bbb 6
3. LEGACY RECORDS ......cctiumitiintsnsesstnsessssessssss st s bbb bbb bbb R bbb R AR bbb AR bR bbb bR bbb 7
GLOSSARY ....cuvuitinntnsisnssisssss st bbb bbb bbb bR AR R R AR RS AR R S R S R R 8
INDEXES ...o.vuctueuetnnsnnssssesssssssssssssssesss st b s s b s bbb bbb bR bR R SRR R R SRR AR R SRR bR bR bR bbb 11

Page 3 of 13



; S n S Pollution Liability Insurance Agency Records Retention Schedule

Office of the Secretary of State Version 1.1 (June 2014)
Washington State Archives

1. INSURANCE SERVICES

The function of providing pollution liability insurance / reinsurance for commercial underground storage tanks (UST) and heating oil tanks.

AUTHORITY DESCRIPTION OF RECORDS RETENTIONAND | peqiguamion
NUMBER (DAN)
11-08-62769 | Heating Oil Registration Form Retain for 15 years after sale NON-ARCHIVAL
Rev. 0 Record of home and business owners’ information required to register for heating oil tank | ©F transfer of property ESSENTIAL
insurance. then OPR
Destroy.
04-11-60801 | Financial Responsibility Files Retain for 1 year after end of NON-ARCHIVAL
Rev. 1 Documentation of financial responsibility for regulated Underground Storage Tanks (UST). | calendar year NON-ESSENTIAL
then OPR
Destroy.
96-02-56431 | Insurance Provider Treaty/Contracts Retain for 10 years after NON-ARCHIVAL
Rev. 3 Contracts between PLIA and various insurance companies that provide coverage for expiration of agreement NON-ESSENTIAL
reinsurance program. Includes both heating oil and underground storage tanks. then OPR
Destroy.
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AUTHORITY DESCRIPTION OF RECORDS RETENTIONAND | peqgaTion
NUMBER (DAN)
04-11-60798 | Insurance Claim Files Retain for 15 years after NON-ARCHIVAL
Rev. 3 Documentation related to petroleum or heating oil release and cleanup of contamination | settlement of claim NON'ES;ENHAL
from reinsured tanks. then
Includes but is not limited to: Destroy.
e Third party claims;
e Site assessments and characterization reports;
e Invoices and insurance policy information;
e Investigative reports;
e Federal and state correspondence.
Note: WAC 374-70-090 (16) and 374-07-080 (17) requires a minimum retention of 10 years.
04-11-60800 | UST (Underground Storage Tank) Marketing Reports Retain for 2 years after end NON-ARCHIVAL
Rev. 2 Monthly summary of policies written includes effective dates, fees, premiums, number of | of calendar year NON-ESSENTIAL
tanks. then OPR
Destroy.
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2. TECHNICAL ASSISTANCE

The function of providing technical assistance to heating tank owners regarding insurance and cleanups.

AUTHORITY DESCRIPTION OF RECORDS RETENTIONAND | peqiguamion
NUMBER (DAN)
04-11-60804 | Informal Advice and Assistance Files Retain for 10 years after the NON-ARCHIVAL
Rev. 1 Documentation related to informal advice and assistance to heating oil tank owners who | date of determination letter NON-ESSENTIAL
have performed independent cleanups. or 90 days after date of OPR
request received without
payment
then
Destroy.
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3. LEGACY RECORDS

This section covers records no longer being created or received by the Pollution Liability Insurance Agency which have yet to reach their minimum retention
period.

?Zl"l'zf)r:lgy DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
96-02-56429 | Underground Storage Tanks (UST) CAP Grant Recipients Retain for 15 years after NON-ARCHIVAL
Rev. 2 Documentation of grants relating to underground storage tanks. termination of contract NON-ESSENTIAL
Includes, but is not limited to: then OPR
e Grant guidelines and applications; Destroy.
e Contracts and insurance information;
e Real property liens;
e Vendors and changes orders.
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GLOSSARY

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

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

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

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

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

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

Disposition Authority Number (DAN)
Control numbers systematically assigned to records series or records retention schedules when they are approved by the State Records Committee.
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Essential Records
Public records that state government agencies must have in order to maintain or resume business continuity following a disaster. While the retention
requirements for essential records may range from very short-term to archival, these records are necessary for an agency to resume its core functions
following a disaster.

Security backups of these public records should be created and may be deposited with Washington State Archives in accordance with Chapter 40.10 RCW.

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

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

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

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

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

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

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

State Records Committee
The committee established by RCW 40.14.050 to review and approve disposition of state government records.

Its four members include the State Archivist and one representative each from the Office of the Attorney General, Office of the State Auditor, and the Office of
Financial Management.
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INDEXES
INDEX: ARCHIVAL RECORDS

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

INDEX: ESSENTIAL RECORDS

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

INSURANCE SERVICES
(R LA T oY= @ 1 W Y=Y - =Y o [ o TN oo Y o' [P U PUSPRN 4
INDEX: DISPOSITION AUTHORITY NUMBERS (DAN’S)
04-11-60798....ccveeeeeiieeerrree e 5 04-11-60801.......0eeeeeirererieeeeireeenne 4 11-08-62769.....ccovcvveeierirerieee e 4 96-02-56431.....ccvviiiiiiiiiiiiieeee e, 4
04-11-60800........c0eeemrreeerrreeenreeenns 5 04-11-60804........ceveeireeeeireeenieeeanne 6 96-02-56429.......ceiieiiiiiiieeeiieeee 7
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INDEX: SUBJECTS

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

A

advice (heating oil tanks) .......cccceevvevveviiieccie e, 6

AUAITS weveeeeeeecieeeee e see SGGRRS

B

DaCKUPS ...vvveeeiiee e, see SGGRRS

bUdEEtS ....veeeeiieeeeee e, see SGGRRS

C

CAP grants (underground storage tanks).................. 7

claims (INSUraNCe) ....c.veeeccueeeeecieeeeeeee e e, 5

comMPlaints...ccuvveeeeeieecee e, see SGGRRS

CONErACES .o see also SGGRRS
INSUranNce ProViders ........cceecvereeecveeercveeeesreeeenens 4

F

facility management .........cccceeeeinnnnnenn. see SGGRRS

financial records........ccceevviieiiniiieiinieeenn, see SGGRRS

financial responsibility (underground storage tanks) 4

G
BrantsS .o see also SGGRRS
CAP (underground storage tanks) ..........cccccveeunenn. 7
BrIEVANCES ..eeiieeiieeee et see SGGRRS
H
heating oil tanks
AdVICe/aSSISTANCE...vvviceeeeeeeeeceeeectee e 6
insurance provider treaty/contracts .................... 4
registration forms.......coveveviiee e 4
human resources ......ooccceeeeeeccvveeeeeeeenenns see SGGRRS
I
information systems ........cccoeceerieinieennne. see SGGRRS
INSUraNCe Claims......cccuveeeeieeieiiireeee e 5
insurance provider treaty/contracts.........ccccceeeveennen. 4
L
leaVe. ..o see SGGRRS
legal advice/litigation..........cccceevveeeneennne. see SGGRRS

M

marketing reports (underground storage tanks)...... 5
MEETINGS .eveiiieieee et see SGGRRS
MOtor VEhicles .....cccvvveeeeieeiiiieeeeieee e see SGGRRS
P

(0T 1V o | USSR see SGGRRS
[eT<T o] o] o 1] see SGGRRS
policies/procedures ......ccocvevverververereneenn, see SGGRRS
public disclosure .......cccoceeveviieeeneiiee e, see SGGRRS
public records requests.........cccceeevveeennnen. see SGGRRS
PUIChASING....uvveeeiieiciiiieee e e see SGGRRS
R

records management..........ccceeeeeieeeennen see SGGRRS
registration forms (heating oil tanks) .......c.cccceeuuue... 4
T

technical assistance (heating oil tanks).................... 6
timesheets .....cccvevevviieeeiee e see SGGRRS

TrAINING . .vveeeee i see SGGRRS
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