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This schedule applies ta&ll State Government Agencies

Scope of records retention schedule

This records retention schedule authorizes the destruction/transfer of public reawdamenting common functions and activities of state government
agencies, including Universities and Community and Technical Colietge® be used in conjunction with the other approved schedules that relate to the
unique functions of the agency.

Disposition of public records

Public records covered by records series within this records retention sch@dgkrdless of formatinust be retained for the minimum retentioperiod as
specified in this schedul®ashington State Archives strongly recommends the disposition of public records at the end of their minimum retentiofoperiod
the efficient and effectivenanagement of state resources.

Publc records designated @NJO KA @ f 6t S NI mustdef e desBoyeBRECDKILd¢sigiated adrchival(Appraisal Required)nust be appraised

by the Washington State Archives before dispositidablic records must not be destroyed if they are subject to ongoing oonaddy anticipated litigation

{ dzZOK Lzt AO NBO2NRA Ydzad 6S YIylFr3aSR Ay I 002 NR Publio &cows niugt noi e Sestroyed if/tiiegp dpe
subject to an existing public records request in accordance wisipten 42.56 RCW dzOK LJdzof A O NBO2NRA Ydzad o6S Yyl
policies and procedures for public records requests.

Revocation of previously issued records retention schedules
All previous versions of the State Government GenerabRiscRetention Schedule are revok&tate Agencies must ensure the retention and disposition of
public records is in accordance with current, apmavecords retention schedules.

Authority
This records retention schedule was approved by the State Records Committee in accordance with RCW 40.Ad4di 52Q20.

Signature on File Signature on File Signature on File Signature on File
For the State Auditor: For the Attorney General: For the Office of Financial Managemen The State Archivist:
Al Rose Suzanne Becker Gwen Stamey Steve Excell
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REVISION HISTORY

Version Date of Approval Extent of Revision
1.0 November 1991 | General Update
2.0 July 1997 General Update
3.0 Summer 2001 | General Update
3.5 April 2005 General Update

4.0 November 2005 | General Update

5.0 October 6, 2010 | Changes to formaglossaryupdated,indexesadded, standardized ArchivadlS a A 3y F A2y & FyR LINRPLISNI OA G

All records series reorganized irgix functional areas: Agency Management, Asset Management, Financial Management, Human Reso
Management, Recordglanagementand Records With Minimal Retention Valudajor revision to Information Management functioNew
activitiesaddedincludingBanking, Community Relations, Library Services, Public Disclosure, Publishing, Records Convelémagrisient,
and SecurityPleag reference the Revision Guide for detailed information.

51 August 32011

6.0 June 292016 Major revisionof entire schedule.

6.1 August 5, 2020 | Minor revision to thedAsset Management Securitg section.

For assistance and advice in applying this records retention schedule,
please contacé 2 dzNJ | 3 Sy 0e Qa wSO2NRa&a h¥¥
or Washington State Archives at:

recordsmanagement@so0s.wa.qoV
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1. AGENCADMINISTRATION ANNDANAGEMENT

The function relating to the overarching management of skete government agencyral its general administration. f a2 Ay Of dzRS a
interaction with its community, and legal matters.
1.1 ADVICRANDTECHNICAL ASSISTANCE
The activity oproviding advice, technicaksistanceand information about the agency, its core busingssgrams,and services.
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DISE;E'I\'TTISNN :CNT?ON DESIGNATION
NUMBER (DAN
GS 09022 | Provision of Advice, Assistangar Information Retainfor 2 years after NONARCHIVAL
Rev.l Records relating to requests received and provision of advice, technical assjstarice | Communication received or NONEIS:;ENT'AL
information (including agencjnitiated communicationsyoncerning the agency, its core | Provided,whichever is later
business, programsndserviceswhere not covered by a more specific records series | then
Includes, but is notimited to: Destroy.
1 Internal and external correspondence/communications (regardless of format)
relating to the request/agencinitiated advice assistancegr information Note: Information/advice
Excludes records covered by: publishedlonline by the ageng
9 Public Disclosure/Records Requests (DAN GS 05001) Eﬁ:f'?huee:;ti it is(,) S o LINS
1 StatePubllcatlons- (DAN QS 15008) _ removed/withdrawn.
1 Requests for Basic/Routine Agency Information (DAN GS 50002)
1. AGENCY
ADMINISTRATION ANI] Pages5 of 155
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1.2 AUDITNG
The activites associated with conducting internal audits of the agency (including advising) and coordinating external audits oicthbyatie State
 dZRAG2NRAa hTFTFAOS peyoRnarke akididNdhdbistletlowet investigationzR S &
See Human Resourbtanagementg MisconductDisciplinéGrievances for personnel investigatipfgancial Managemeng Grans Managementor
audits relating to grantsagencyspecificschedule for audits conducted by the agency on other agenciesglmaainmentand exteral organizations.
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS Dlgggi'l\'TTlfNN :gT?ON DESIGNATION
NUMBER (DAN
GS04007 | Corrective Actiong Audits Retainfor 6 years after NONARCHIVAL
Rev. 0 Records relating to the actions taken by the agency to addssses/findings raised in | matter resolved NON%SPSE{ENHAL
internal and external audits/reviews. then
Includes, but is not limited to: Destroy.
1 Corrective action plans;
1 Certificates of completion;
1 Reporting ofcorrectiveaction, plans, progress on corrective actigasd
certificates ofcompletion to the Office of Financial Management in accordance
with State Administrative and Accounting Manual (SASEQtion 55.10;
1 Related correspondenf@mmunications
Excludes
1 Records covered bgorrective Actiong Audits (Development of Plans) (DAN GS
04008;
1 Records of the Office of Financial Management of corrective action reports
received from other agencies.
1. AGENCY
ADMINISTRATION ANI Pages6 of 155
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1.2 AUDITNG

The activites associated with conducting internal audits of the agency (including advising) and coordinating external audits oicthbyatie State
hTFTAOS peyoRnarke akidiNdhdmbistletflowet investigationzR S &

See Human Resourbtanagementg MisconductDisciplinéGrievances for personnel investigatipfgancial Managemeng Grans Managementor
audits relating to grantsagencyspecificschedule for audits conducted by the agency on other agenciesglmaainmentand exteral organizations.

I dzRA G2 NR &

AUTHORITY. DESCRIPTION OF RECORDS _RETENTIONAND | pegiyamion
NUMBER (DAN
GS04008 | Corrective Actiong Audits (Development of Plans) Retainuntil completion and NONARCHIVAL
Rev.0 | Records relating to the development of corrective action ptanasddress issues/findings | @cceptance of final plan NONEIS;:’AENT'AL
raised in internal and external audits/reviews. then
Includes, but is not limited to: Destroy.
1 Preliminary drafts of corrective action plans;
1 Working notes;
1 Related correspondenéeommunications
GS 04006 | External Audits/Reviews of AgenayFinal Reports Retainfor 6 years afteraudit NONARCHIVAL
Rev.1 Records relating tthe final outcome ofwdits conducted bgitherthe{ G I G & ! dzf report date NON%SPSRENT'AL
Officeor other external organizations then
Includes, but is not limited to: Destroy.
9 Hnal reports of audits and examinatigns
1 Managementetters;
1 Exititems
1 Other documentation provided at the final exit conference.
Excludes
1 Records covered bgrants Received by Aggr®©AN GS 23004)
f Recordsofi KS {01 0SS ! dZRAG2NRA hFFAOSD
1. AGENCY
ADMINISTRATION ANI Page7 of 155
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1.2 AUDITNG
The activites associated with conducting internal audits of the agency (including advising) and coordinating external audits oicthbyatie State
 dZRAG2NRAa hTFTFAOS peyoRnarke akididNdhdbistletlowet investigationzR S &
See Human Resourbtanagementg MisconductDisciplinéGrievances for personnel investigatipfgancial Managemeng Grans Managementor
audits relating to grantsagencyspecificschedule for audits conducted by the agency on other agenciesglmaainmentand exteral organizations.
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DISIE(-;?I\]T-lI—gNN /@'T?ON DESIGNATION
NUMBER (DAN
GS04009 | External Audits/Reviews of the Agencyinteractions Retainuntil conclusion of NONARCHIVAL
Rev.0 |wS0O2NRAa NBf I i ingeActiahLwithithe@xtdrmal Sgérdgafyanization audit NONESSENTIAL
. . . OFM
conducting the audit/review of the agency. then
Includes, but is not limited to: Destroy.
1 Requessfor information;
1 Entrance documents;
1 Status reports;
1 Related correspondence/communications.
Excludes records covered Byternal Audits/Reviews of the Agemdyinal Reports (DAN
GS 04006)
GS04010 | Internal Audits/Consultations; Development Retainuntil conclusion of NONARCHIVAL
Rev. 0 Records related to the conducting of internal audits/consultations which are either | audit/consultation NONEIS:;ENT'AL
documented in the audit working papers or which proved not to be relevant to the then
conclusions of the audit/consultation. Destroy:.
Includes, but is not limited to:
1 Preliminary drafts;
1 Review notes;
1 Related correspondence/communications.
1. AGENCY
ADMINISTRATION ANI Pages of 155
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1.2 AUDITNG
The activites associated with conducting internal audits of the agency (including advising) and coordinating external audits oicthbyatie State
 dZRAG2NRAa hTFTFAOS peyoRnarke akididNdhdbistletlowet investigationzR S &
See Human Resourbtanagementg MisconductDisciplinéGrievances for personnel investigatipfgancial Managemeng Grans Managementor
audits relating to grantsagencyspecificschedule for audits conducted by the agency on other agenciesglmaainmentand exteral organizations.
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN DISPOSITION ACTION
GS04001 | Internal Audits/Consultations; Final Reports andudit Working Papers Retainfor 6 years after NONARCHIVAL
Rev.1 Final reportsaudit working papersandother supporting documentatiomelating tothe conglusmn of _ NON%SPSE{ENHAL
planning, methodology;onduct,and conclusions of internal audits/consultations. audit/consultation
Includes, but is not limited to: then
f Planning procedures and communications (such as engagement letters, Destroy.
memorandh of understanding, etc.);
9 Internal control reviews;
1 Substantive tests and criteria used;
1 Audit strategies and procedures performed;
1 Audit evidence;
1 Conclusions reached
1 Final reports
GS04011 | Internal Audit Programs; Quality Assurance Reviews (Development) Retainuntil conclusion of NONARCHIVAL
Rev.0 |wSO2NRa NBfFiGAYy3a (2 SEGSNYIE AYyRSLISYyRJreview NONESF;ENT'AL
required by the Institute of Interndl dzZRA G2 NBEQ LY OGSNYF GA2y L f| then
Framework. Destroy:.
Includes, but is not limited to:
1 Preliminary drafts;
1 Related correspondence/communications.
1. AGENCY
ADMINISTRATION ANI] Page9 of 155
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1.2 AUDITNG
The activites associated with conducting internal audits of the agency (including advising) and coordinating external audits oicthbyatie State
 dZRAG2NRAa hTFTFAOS peyoRnarke akididNdhdbistletlowet investigationzR S &
See Human Resourbtanagementg MisconductDisciplinéGrievances for personnel investigatipfgancial Managemeng Grans Managementor
audits relating to grantsagencyspecificschedule for audits conducted by the agency on other agenciesglmaainmentand exteral organizations.
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DISIE(EEII\IT-lI—g)NN /@'T?ON DESIGNATION
NUMBER (DAN
GS04012 | Internal Audit Programs; Quality Assurance ReviewEinal Reports) Retainfor 6 years after NONARCHIVAL
Rev. 0 Records relating téinal outcome oS EG SNI/ I £ Ay RSLISY RSy NX reviewreportdate NONEIS;:’AENT'AL
audit programNB | dzZA NBR 6& GKS LyadAaddziS 27F Ly| then
Practices Framework Destroy.
Includes, but is not limited to:
9 Final reports;
1 Working papers;
1 Selfassessment documentation.
GS 04004 | Whistleblower Investigaions Retainfor 3 years after date | NONARCHIVAL
Revl |Recordsrelatingtd KS NBFSNNIf 2F sKAAGE Sot 26 SNJ|ofreport NON%SF)iENT'AL
GRSAAIYIFGSR 2FFAOALIf € 0 aTiRy QK SOX LA 1585 2 ¥ then
Office repors of allegations of fraud or violations of state laws or regulations as a resy pestroy,
the complaintin accordance withttapter 42.40 RCW.
9EOf dzRS&a GKS NBO2NRa 2F G(KS {dFdS ! dzRA
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Washington State Archives

1.3 CALENDARS
The activiy of documenting staff appointments/activities
?S‘Frﬁgglﬂ\l DESCRIPTION OF RECORDS Dlgggill\lTTllooNN :CNT?ON DESIGNATION
NUMBER (DAN
GS 10008 | Calendars; Hected Officials and Agency Heads Retainfor 4 years afteend ARCHIVAL
Rev.l Records documenting the ddg-day meetings and other official appointments of electeg Of calendar year (PNerg:}”ég;éﬁr‘Tﬁm
officials and agency heads. then OEM
Includes, but is not limited to: Transferto Washington State
{1 Calendar records stored in Microsoft Outlook and other calendaring Archiv_es fopermanent
software/apps; retention.
I Hardcopy calendars/appointmeipboks/diaries/etc.
Excludes records covered by:
1 Organizing/MonitoringNork in Progres€DAN GS0011);
1 Scheduling, Appointments/MeetinggDAN G50014).
GS 09023 | Calendars; EmployeegOther than Elected Officials and Agency Heads) Retainfor 1 year after end off NONARCHIVAL
Rev.l Records documenting the ddg-day meetings and other wostelated appointments of | calendar year NONEIS:;ENT'AL
agency employees other than elected officials and agency heads. then
Includes, but is not limited to: Destroy.
9 Calendar records stored in Microsoft Outlook and other calendaring
software/apps;
1 Hardcopy calendars/appointment books/diaries/etc.
Excludes recordsovered by:
I Calendarg Elected Officials and Agency Heads (DAN GS 10008)
1 Organizing/MonitoringNork in Progres€DAN GS0011);
1 Scheduling, Appointments/MeetinggDAN GS0014.
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Office of the Secretary of state Version 6.1(June2020

Washington State Archives

1.4 COMMUNITYAND EXTERNARELATIONS

The activity ofhe state governmentagen@ @néeraction with its community.

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN DISPOSITION ACTION
GS 05006 | Advertising and Promotion Retainuntil no longer ARCHIVAL
Rev.l Records relating to the planning and/or executioradfrertising and promotional activitie| needed for agency business (A,\ngg SRE?\IU%TE
O2yRdzOGSR o6& (GKS |3Syodeée G2 LINRY2:GS (KY then OEM
Includes, but is not limited to: Transferto Washington State
1 Marketing plans/strategies; Archives for appraisal and
1 Records relangto the development of dvertising campaigns/materials (such ag S€lective retention
original artwork, designs, storyboards, etc.);
T Samples of advertising materiglegardless of format)
1 Records relating to the evaluation of campaigns/strategies;
1 Records relating to the design/selection of agebhmnding (such as logos, motto
slogans, etc.);
1 Related correspondené@mmunications
Excludes
1 Advertising materials coverély StatePublications (DAN GS 15008)
1 Financial records covered Bynancial TransactionsGeneral (DAN GS 01001)
1 Intellectualproperty ownership records covered Byquisition and Disposal
Assets (Other than Real Propert9AN G21001)
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Office of the Secretary of state Version 6.1(June2020

Washington State Archives

1.4 COMMUNITAND EXTERNARELATIONS

The activity ofhe state governmentagen@ (n&eraction with its community.

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DISE;E'I\'TTIS)NN :CNT?ON DESIGNATION
NUMBER (DAN
GS05008 | Celebrations/Ceremonies/EventsRoutine Retainuntil no longer NONARCHIVAL
Rev.0 |RecordNBf I iAy3 (2 GKS 38ydeqQs Ayg@2f ¢Sy §|needed foragency business NON%SF)iENT'AL
(such as Health and Wellness Fair, Public Service Week, staff recognition, retiremen] then
ceremonies, etc.). Destroy:.
Includes, but is not limited to:
1 Photographs, audio/visual recordingc.;
1 Websites, social media sites, etc.;
1 Planning and coordination records.
Excludes records covered by:
1 Advertising and Promotion (DAN GS 05006)
1 Celebrations/Ceremonies/EvertSignificant (DAN G¥009;
1 FinancialTransactiong General (DAN GS 01001)
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: ; n: 5 State Government Generd&tecords Retention SchedUl8GGRR<E
Office of the Secretary of state Version 6.1(June2020

Washington State Archives

1.4 COMMUNITAND EXTERNARELATIONS

The activity ofhe state governmentagen@ (n&eraction with its community.

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DISE;@TTTIS)NN :CNT?ON DESIGNATION
NUMBER (DAN
GS05009 | Celebrations/Ceremonies/EventsSignificant Retainuntil no longer ARCHIVAL
Rev.0 |Recordselatingtod KS | 38y 08 Qa Ay@2t 9SYSyid Ay Ogneededforagency business | (Appraisal Requirel
. I . . NONESSENTIAL
particular significance to the agency and/or thate of Washington (such as milestone | then OPR
anniversaries, openings/dedications of major buildings or monuments, inaugurations, Transferto Washington State
noteworthy appointmers, national/international recognitionstate funerals etc.). Archives fomppraisal and
Includes, but is not limited to: selectiveretention.
1 Programs, lists of VIPs in attendance, etc.;
1 Photographsaudio/visual recordings, transcripts of speeches;
1 Samples/designs of logos, commemorative items;
1 Websites, social media sitestc.;
1 Planning and coordination records
Excludes records covered by:
1 Advertising and Promotion (DAN GS 05006)
1 Celebrations/Ceremonies/Evert&Routing(DAN G85008;
1 FinancialTransactiong General (DAN GS 01001)
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Office of the Secretary of State
Washington State Archives

S n S State Government Generdtecords Retention SchedUlBGGRRE

Version 6.1(June2020

1.4 COMMUNITMVMND EXTERNARELATIONS
The activity ofhe state governmentagen@ (n&eraction with its community.
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DISE;E'I\'TTIS)NN :CNT'?ON DESIGNATION
NUMBER (DAN
GS 09021 | Charity Fundraising Retainfor 6 years after end | NONARCHIVAL
Rev.2 Recordselating todd K S | 38y 08 Q partimatbmNaRdsyppait bfdwidtaising | of fiscal year NON%SFEENT'AL
campaigns and promoting employee payroll deductions for charities. then
Includes, but is not limited to: Destroy.
9 Decision process for selecting chadgmpaigns to support;
T Communication between the agency and charities;
1 Dissemination of charity information;
1 Arrangements and promotion of campaign events.
Excludes
T Authorization of payroll deductions covered Bayroll Fileg Employee Pay
History (DANGS03031)and Payroll Register (DAN GH060);
T hTFAOS 2F GKS {SONBGFNE 2F {GFdSQa
coordination of the Combined Fund Drive.
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Version 6.1(June2020

1.4 COMMUNITAND EXTERNARELATIONS

The activity ofhe state governmentagen@ (n&eraction with its community.

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS Dlglfgi'l\'TTlg)NN :CNT'?ON DESIGNATION
NUMBER (DAN
GS 09016 | Client/CustomeiFeedback an€Complaints Retainfor 3 years after NONARCHIVAL
Rev.1 Records relating tthe capturing and receiving ééedbackinformation/data (including feedback _recewedbsolutlon NONEIS:;ENT'AL
complaintg from thel 3 § y dient@customers concerning policies, procedures, busin 0f complaint
practices, customer service, etachere not covered by a more specific records series then
Includes, but is not limited to: Destroy.
1 Thankyou messages, kudos, etc.;
1 Client/customer satisfaction surveys (including tesign andlistribution of such
surveys)
1 Internal and external correspondence/communications relating to comaint
their investigation and resolution.
Excludes records covered Whistleblower Investigations (DAN GS 04004)
Note: Retention based ony&ar statute of limitations for personal injury (RCW 4.16.080)
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Washington State Archives

State Government Gener&tecords Retention Sched(8GGRRS

Version 6.1(June2020

1.4 COMMUNITAND EXTERNARELATIONS

The activity ofhe state governmentagen@ (n&eraction with its community.

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN DISPOSITION ACTION
GS 05003 | Media Releases an€overage Retainfor 2 yearsafter end ARCHIVAL
Rev.l wSO02NRa NBf I { xommunicaionsvith $he inedlis ghdeowedage in the of calendar year “ﬁgﬁ;g@?g&“ﬁfﬁ
YSRAI 2F GKS |3Syoeqa | OGAGAGASA FyR || then OFM
Includes, but is not limited to: Transferto Washington State
1 Press/news releases issued by the agd@ndaye media for distribution Archives for appraisal and
1  Audbl/visual recordings/transcripts of press conferenceseeches, etcby the selective retention.
head of the agency or senior executives;
1 Copies of guest editorials written by the head of the agency;
f /2LASE 2F ySga Of ALILIAYIAKYS Rixdmpiledkbg |
the agency)
OEQOf dzZRS& AYF2NNIFGA2Y RAAGNAOdzI SR G KNERoG
correspondence/communications with the media coveredPgvision of Advice,
Assistance or Information (DAN GS 09022)
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Washington State Archives

SNS

Office of the Secretary of State

State Government Gener&tecords Retention Sched(8GGRRS
Version 6.1(June2020

1.4 COMMUNITMAND EXTERNARELATIONS
The activity ofhe state governmentagen@ (n&eraction with its community.
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DIEE;E'I\'TTIS)NN :CNT?ON DESIGNATION
NUMBER (DAN
GS05010 | Stakeholder Group Relations Retainfor 2 years afteend NONARCHIVAL
Rev.0 | Records relating to developing and maintaining cooperative working relationships wit| of calendar year NONE;\SAENT'AL
stakeholder groups (such as community groups, government agency associations/ then
taskforces/committees, professional associations, etdi¢re not covered by a more Destroy:.
specificrecords series
Includes, but is not limited to:
1 Copies of agendas/minutes/conference proceedings;
T bSgatSGIGSNEkYy2GA0Sa 2F adl {SK2ft RSNJ
1 Nonfinancial records relating to corporate membershipish external
organizations;
1 Related correspondenéeommunications
Excludes records
T Covered byContact Information (DAN G8007);
1 Documentinghe payment of membership dues/fees covered Bijnancia
Transactiong General (DAN GS 01001)
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Office of the Secretary of state Version 6.1(June2020

Washington State Archives

1.5 LEGAIAFFAIRS
¢KS FOGAGAGE 2F YIylr3aiAy3a GKS |3Syodeqa tS3aFft FFFFEANRIS AyOf dzRRAY3
Note: Thisection does not apply to the recordslug Office of the Attorney General

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS Dlgggill\lT-ll—?NN:é\lT[I)ON DESIGNATION
NUMBER (DAN

GS 18006 | Canpulsory ProcesServed on the Agency (Not Party to Litigation) Retainuntil no longer NONARCHIVAL
Rev. 1 Records relating toourt orders,subpoenasandother compulsory legal processrved on| Needed for agency business NON%SPSE{ENT'AL
the agency, where the agencynist a party to the litigation. then
Includes, but is not limited to: Destroy.

1 Personnel/staff summonses notices of deposition
1 Subpoenasr court ordersfor agency records.

Excludes recordsovered byLitigation Case FilesSignificant (DAN GI8009 and Litigation
Case Files Routine (DAN GS 18004
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S n S State Government Gener&ecords Retention Sched (BGGRRE
Office of the Secretary of state Version 6.1(June2020

Washington State Archives

1.5 LEGAIAFFAIRS
¢KS FOGAGAGE 2F YIylr3aiAy3a GKS |3Syodeqa tS3aFft FFFFEANRIS AyOf dzRRAY3
Note: Thisection does not apply to the recordslug Office of the Attorney General

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS D|§|E<T)§'|\ITT|§NN :gT?ON DESIGNATION
NUMBER (DAN
GS 18003 | LegalAdvice andssues Retainfor 6 years after issue| NONARCHIVAL
Rev.1 Records relating to legabvice and opinions received by the agency concerning the | resolved f ESS;ENRTIAL
F3SydeQa FOlAZ2yas &l ddziSas NizZ $asx LRf and o D oo™
Also includes records relating to leggdues of concerto the agencywhere not covered | until advice no longer neede
by a more specific records series for agency business
Includes, but is not limited to: then
1 Advice andpinions (fomal/informal) requested and/oreceivedfrom the Office | Destroy.
of the Attorney General,
1 Copies of legal documents and other materials pertaining to specific issues;
1 Related correspondené@mmunications
Excludes
1 Records covered hyitigation Case FilesSignificant (DAN GI8009 and
Litigation Case FilesRoutine(DANGS18004)
1 Records of the Office of the Attorney General.
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Version 6.1(June2020

1.5 LEGAIAFFAIRS

¢t KS

FOGAGAGE 2F YIFylF3Ay3d GKS F3SyodeQa

Note: Thisection does not apply to the recordslug Office of the Attorney General

fS3AFt FTFFFIANRI AyOf dzRAY

DISPOSITION
AUTHORITY
NUMBER (DAN

DESCRIPTION OF RECORDS

RETENTION AND
DISPOSITION ACTION

DESIGNATION

GS 18004 | Litigation Case Files Routine

Rev. 1 Agencyrecords related to a particular litigation case involving the agency whichriies
have profound influence on the administration of state government and/or the state of @Ppeals)

Washington.
Includes, but is not limited to:

1 Background information

1 Lawsuit documentation

1 Peadings, appeals, court orders

1 Agency working fils;

1 Related correspondence/communications

Also includes litigation with no Office of the Attorney General involvement.
Excludes:

1 Records covered hyitigation Case FilesSignificant (DAN GI8009);
1 Records of the Office of the Attorney General.

Retainfor 6 years after
resolution of case (including

then
Destroy.

NONARCHIVAL
ESSENTIAL

(for Disaster Recovery

OPR
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DSNS

Office of the Secretary of State
Washington State Archives

State Government Gener&tecords Retention Sched(8GGRRS
Version 6.1(June2020

1.5 LEGAIAFFAIRS

¢KS FOGAGAGE 2F YIylr3aiay3a GKS 3SyoeqQa

Note: Thisection does not apply to the

recordglug Office of the Attorney Genetral

fS3AFt FTFFFIANRI AyOf dzRAY

I,DA\ILSJ'Fr)gg:RTllTOYN DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN DISPOSITION ACTION
GS18009 | Litigation Case Files Significant Retainfor 6 years after ARCHIVAL
Rev.0 | Agencyrecords related to a particular litigation case involving the agency which has | resolution of case (including | (Appraisal Required
profound influenceon the administration of state government and/or tisate of appeals) (for EisSaEtErNRZCIf\\/lgry
Washington (such as Boldt, McCleaWRPPSS Bondholdei3oran,etc.). then OPR
Includes, but is not limited to: Transferto Washington State
1 Background information Archives for appraisal and
1 Lawsuit documentation selective retention.
1 Peadings, appeals, court orders
1 Agency working fils;
1 Related correspondenéeommunications
Also includes litigation with no Office of the Attorney General involvement.
Excludes:
1 Records covered hyitigation Case FilesRoutine(DAN G38004);
1 Recordof the Office of the Attorney General.
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S n S State Government Gener&ecords Retention Sched (BGGRRE
Office of the Secretary of state Version 6.1(June2020

Washington State Archives

1.6 LEGISLADON AND RULHBAKING

The activities associated with the development of agency request legislation/agency rules (Washington Administrativel @ogle) an
monitoring/tracking/providing input to legislatiomules,and regulations proposed by other entities at federal, statellocal government levels.

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DISE;EII\IT-II—IOONN:CNT?ON DESIGNATION
NUMBER (DAN

GS 19001 | Legislationg Development and Analysis Retainfor 2 years after end ARCHIVAL
Rev.l Records relating tthe development of agency requelgtgidation and analysis of the of legislativesession (Al\‘:gf;g SE?\I“%TL
impact on the agency of any legislation (federal or state). then OFM
Includes, but is not limited to: Transferto Washington State
¢ Bill drafts Archives for appraisal and
1 Fiscal notes selective retention.

1 Billanalysis reports;
1 Related correspondence/communications.

Excludes records covered:by

1 Legislation/Regulations/RulesMonitoring/Tracking (DAN GS 19002)
1 Reporting to External Agencies (Mandatory) (DAN GS 19004)

GS 19002 | LegislationRegulationsRulesg Monitoring/Tracking Retainfor 2 years after end | NONARCHIVAL
Rev.1 Records relating to thmonitoring/tracking of proposed legislation/regulations/ruledth | of calendar year NONESSENTIAL
o . ) : OFM
possible impact on thagencyunder consideration by the Legislatyi@her state then
agencies, federair local governments Destroy.

Includes, but is not limited to:
i Bill drafts, amendments, fiscal notes, memos
1 Gommittee reports, monitoringeports, and related records.

Excludes recordsuch as public agency lobbying teports)covered byReporting to
External Agencies (Mandatorf)AN GS 19004)
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i S n S State Government Generd&tecords Retention SchedUl8GGRR<E
Version 6.1(June2020

Office of the Secretary of State
Washington State Archives

1.6 LEGISLADN AND RUUHAKING
The activities associated with the development of agency request legislation/agency rules (Washington Administrativel @ogle) an
monitoring/tracking/providing input to legislatiomules,and regulations proposed by other entities at federal, statellocal government levels.

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DIRETENT'ON AND DESIGNATION
NUMBER (DAN SPOSITION ACTION
GS 10009 | RuleMaking (Washington Administrative Code WAC) Retainuntil rule ARCHIVAL
Rev.1 | Recordgelatingthe developmenbf agency rules and amendmer{i/ashington supersedethot proceeded (Pﬁgﬁnénstgéﬁ;m
Administrative Code) with OPR
Includes, but is not limited to: then
1 Records comprising the official agency milaking file in accordance with RCw | Transferto Washington State
34.05.370(2); Archives fopermanent
1 Internal agency documents described in RCW 34.05.3[@{®r than preliminary| r€tention.
drafts), such as nots, recommendationdntra-agency memorandatc.,
1 Related correspondence/communications.
Excludes
1 Preliminary drafts covered yrafting and Editing (DAN G8008;
1 Rulesdevelopment agendas in accordance with RCW 34.05.314 covered by
Reporting to External Agenci@dandatory)(DAN G390049.
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S n S State Government Gener&ecords Retention Sched (BGGRRE
Office of the Secretary of state Version 6.1(June2020

Washington State Archives

1.7 MEETINGBNDBOARD/COMMITTEE SUPPORT

The activites associated with documenting staff appointments/activities asgembling groups gieople for the purpose of informatiesharing,
discussion, planningnd/or decisioamaking

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DISE;EII\IT-II—IOONN:CNT?ON DESIGNATION
NUMBER (DAN

GS10015 | Advisory BodyRecords Retainfor 6 yearsafter end ARCHIVAL
Rev.0 | Records documenting thactions, meetingsand membership of boards, commissions, | Of calendar year ﬁ’gﬁ'&g:?ﬁlﬁ%
committees, councils, task forces, ettat arecreated to act strictly in an advisory then OPR
capacity to the agency arfthveno final decisionmaking powers Transferto Washington State
Also includednteragencyhational/externaladvisorybodies for which the agency acts as| Archives for appraisal and
secretary/keeper of the official records. selective retention.

Includes, but is not limited to:

Agendas, meeting/agenda packets (briefs, reference materials, etc.);
Speaker sigiup, written testimony;

Audio/visual recordings and transcripts of peedings;

Minutes;

Reports/orrespondence/communications sent/received behalf of the body
Appointment, reappointmentand termination correspondence/communications
Selected images/photographs showing the committee membership at particul
points in time(such asoard/committee portraits, etc.and/or significant stages
oftheboard/lO2 YYA (1 (1SSQa tAFSo

Excludes appointment records of the Office of the Governor andratteords covered by

=4 =4 -4 8 8 _9a_9

1 Governing/Executive/PolicyettingBody RecorddAN GS 10004)
1 Meeting Arrangements (DAN ©S024;
f Meeting Materialsca S Y 6 ShiEesINotes (DAN GS026;
1 Meetingsg Staff and Internal Committees (DAN GS 09009)
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S n S State Government Gener&ecords Retention Sched (BGGRRE
Office of the Secretary of state Version 6.1(June2020

Washington State Archives

1.7 MEETINGBNDBOARD/COMMITTEE SUPPORT

The activites associated with documenting staff appointments/activities asgembling groups gieople for the purpose of informatiesharing,
discussion, planningnd/or decisioamaking

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DISE;EII\IT-II—IOONN:CNT?ON DESIGNATION
NUMBER (DAN

GS 10004 | Governing/ExecutivePolicySettingBody Records Retainfor 6 years afteend ARCHIVAL
Rev.l Records documenting the actions, meetingsy/ R YSY 0o SNA KA LJ 2 F ( | of calendar year (PerEaSr‘gEEe_lt_elr"A\“E”)
body, executive management tearnd other policysetting/decisioamaking boards, then (for Disaster Recovery
committees, commissions, councils, task forces, etc. Transferto Washington State OPR
Also includes intergency/national/eiernal policysetting/decisionmaking bodies for Archives fopermanent
which the agency acts as secretary/keeper of the official records. retention.

Includes, but is not limited to:

Agendas, meeting/agenda packets (briefs, reference materials, etc.);
Speaker sigiup, written testimony;

Audio/visual recordings and transcripts of proceedings;

Minutes;

Reports/correspondence/communications sent/receivatbehalf of the body
Orders, resolutions, etc.;

Appointment, reappointmentand termination correspondence/communications
Selected imageghotographs showing the committee membership at particulal
points in time(such as board/committee portraits, et@hd/or significant stages
oftheboardlO2 YYA U (1SSQa fATS®

Excludes appointment records of the Office of the Governor and other records colgrg
1 Advisory Body Recor(i3AN G30015;

1 Meeting Arrangements (DAN ©S024;
1 Meeting Materialsg Member€) / 2 LJA S&k b@®@§.a 065! b D{

= =4 -4 4 -4 _a_°a_2
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i S n S State Government Generd&tecords Retention SchedUl8GGRR<E

Office of the Secretary of State Version 6.1(June2020
Washington State Archives

1.7 MEETINGBANDBOARD/COMMITTEE SUPPORT
The activites associated with documenting staff appointments/activities asgembling groups gieople for the purpose of informatiesharing,
discussion, planningnd/or decisioamaking

?3?335%’“ DESCRIPTION OF RECORDS DISE;E'I\'TTI'OONN :CNT?ON DESIGNATION
NUMBER (DAN
GS09024 | Meeting Arrangements Retainuntil no longer needed NONARCHIVAL
Rev. 0 Records relating to thadministrative arrangements of meetings held by or on bebflf | for agency business NONEIS:;ENT'AL
the agency. then
Includes, but is not limited to: Destroy.

1 Agenda requests;
1 Arrangement of caring,facilities,and equipment.

Excludes

1 Records covered ycheduling, Appointments/Meetings (DAN G8014;

1 Financial records (facilities, caterirggc.) covered byinancial Transactiors
General (DAN GS 01001)

1 Open Public Meeting Act notices filed with the Code Reviser/State Register in
accordance with RCW 42.30.075 coveredReporting to External Agencies
(Mandatory) (DAN GS 19004)

1 Travel arrangements/expenses coveredlisgvel (DAN GS 07001)
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Office of the Secretary of State Version 6.1(June2020
Washington State Archives

1.7 MEETINGBANDBOARD/COMMITTEE SUPPORT
The activites associated with documenting staff appointments/activities asgembling groups gieople for the purpose of informatiesharing,
discussion, planningnd/or decisioamaking

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DISE;EII\IT-II—IOONN:CNT?ON DESIGNATION
NUMBER (DAN

GS09025 | Meeting Materials¢g Ballots Retainuntil no longer needeq NONARCHIVAL
Rev.0 | Ballots usedn votingby boardscommittees, commissions, councils, task forces, eac. | for agency business NONEIS:;ENT'AL
determine: then
1 Membersand/or positions (such as chair, secretary, etc.); Destroy.

9 Decisions of the board/committee, etc.;

Providedthe outcome of the vote is documented in other recordsha board/committee
(such as minutes).

GS09026 | Meeting Materials¢ Member<X opies/Notes Retainuntil no longer needeq NONARCHIVAL
Rev.0 | Individual member® Y S S { A ysHomYarticiSahtdy inablvisory,governing/ for agency business NONEIS:;ENT'AL
executivepolicy-setting, internal/external committees (including national/external then
bodies) providedi KS / 2 YYA G GSSQ& NB O2 Naykespomsible NB | pestroy,
agency/member.

Includes, but is not limited to:

1 Copies of agendas, meeting packets, minutes, etc.;
1 Working notes/drafts, etc.;
1 Related correspondence/communications.
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S n S State Government Gener&ecords Retention Sched (BGGRRE
Office of the Secretary of state Version 6.1(June2020

Washington State Archives

1.7 MEETINGBANDBOARD/COMMITTEE SUPPORT
The activites associated with documenting staff appointments/activities asgembling groups gieople for the purpose of informatiesharing,
discussion, planningnd/or decisioamaking
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DISIE;E'I\'TT'OONN :CNT?ON DESIGNATION
NUMBER (DAN
GS09009 | Meetingsc Staff andinternal Committees Retainfor 2 years after end NONARCHIVAL
Rev.l Recordslocumentingmeetings2 ¥ G KS 38y 08 Qa a Gommiees; y | of calendar year NONESSENTIAL
commissions, councils, boards, tdskces, etc and OFM
Includes, but is not limited to: until no longer needed for
1 Agendas, meeting/agenda packets (briefs, reference materials, etc.); agency business
T Speaker sigiip, written testimony; then
1 Audio/visual recordings and transcripts of proceedings; Destroy.
T Minutes.
Excludes records covered by:
1 AdvisoryBody RecorddAN G30015;
1 Governing/Executive/PolicyettingBody RecordddAN GS 10004)
1 Meeting Arrangements (BN G®9024;
1 Meeting Materialsg MembergCopies/Notes (DAN @S026.
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1.8 PLANNING
The activity oR 2 OdzY Sy GiAy3 ' yR RSGSN¥AYyAy3 GKS 3SydeQs 202800GA084 | yR

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS D|§Eg§'|\ITT|g)NN :QT?ON DESIGNATION
NUMBER (DAN})
GS 09008 | Business/WorkPlans Retainfor 2 years after NONARCHIVAL
Revi |wSO2NRa NBfFGAYy3I (2 LXIya F2N GKS YI y | completionexpirationof NON(EJSF;ENT'AL
projects, assets, workforce, etc., including timelingsrformance measureand areas of plan
responsibility. then
Includes, but is not limitetb: Destroy.
1 Final plan;
1 Records relating to the development of the plan.
Excludesecords covered by:
9 Disaster Preparedness/Emergency and Recovery Plans (DAN GS 14010)
1 Organizing/MonitoringNork in Progresé€DAN GS0011);
9 Strategic Plang Final(Unpublished]DAN GS 10001)
i Strategic Plang Development (DAN B8027).
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1.8 PLANNING
The activityoR2 OdzY Sy GAy3 I yR RSOUSN¥AYyAYy3d GKS 3SyodeQa 202S0GABSa FyR
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN DISPOSITION ACTION
Y
GS 10013 | Establishment/Development History of Agency/Programs Retainfor 6 years after end ARCHIVAL
Rev.1 | Records documenting the plannirestablishmentand significant changes/development| ©f calendar year m.f.’gﬁgg;ﬂ”gﬁ
of the agency and its programs. then OPR
Includes, but is not limited to: Transferto Washington State
f Summaries/histories of the agency/programs; Archives for appraisal and
1 Scrapbooks, news clippings,gibgraphs, etc.documenting the history of the | S€lective retention.
agency/programs;
1 Organizational charts and other planning records documenting significant
changes/restructure¢suchasagency mergers/splits, creation/combinations of
divisions major changes of agency fuiats/roles, etc.);
i Transitional documentation prepared for incoming officials/agency heads.
GS09027 | Strategic Plang Development Retainuntil no longer NONARCHIVAL
Rev. 0 Records relating to the developmentofthed Sy 028 Qa a d NJ G $3 A O L| needed for agency busess NONEIS:;ENT'AL
then
Destroy:.
GS10001 | Strategic Plang Final(Unpublished) Retainuntil no longer ARCHIVAL
Rev.1 Final version of agenewide strategic, longerm plarsdzi SR (2 | £ A 3y ( | heeded for agency business (Pergasngré;?ﬁxli”)
_organizational ar_1d budget structure with its priorities, missj@rsl objectivesleveloped | then (for Disaster Recovery
in accordance with RCW 43.88.090 awadl published Transferto Washington State OPR
Excludegpublishedstrategic plans covered bgtate Publications (DAN GS 15008) Archives for permanent
retention.
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1.9 POLICIES AND PROCEDURES

The activity otreating systematic approaches to operations and processes

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DISE;EII\IT-II—IOOI\?EgTION DESIGNATION
NUMBER (DAN

GS09028 | Policies and ProceduresAdministrative Functions Retainfor 6 years after NONARCHIVAL
Rev. 0 Records relating to the development, implementatiand interpretation of the policies | Superseded ESSENTIAL
. . . . . (for Disaster Recovery
and procedures developed by the agency to implement internal administrative functig then OPR
(suchasfacility management, finance, human resources, purchasing, information Destroy:.

management, etc.) where these functions ametthe alS y 08 Qa O2 NB YA &
Includes, but is not limited to:

1 Each adopted/approved version of policersd procedures;
T Records documenting the development of policies prmtedures.
Excludes records covered by:

1 RuleMaking (Washington Administrative Cod&VAC) (DAN GS 10009)
1 Work Instructions/Desk Manuals (DAN GS 09001)

1. AGENCY
ADMINISTRATION ANI Page32 of 155
MANAGEMENT



2SNS

Office of the Secretary of State

Washington State Archives

State Government Gener&tecords Retention Sched(8GGRRS
Version 6.1(June2020

1.9 POLICIES AND PROCEDURES

The activity otreating systematic approaches to operations and processes

DISPOSITION
NSl\leTB:(F)zTSXN DESCRIPTION OF RECORDS DIEEgE'I\'TTlg),\?/NAng ai DESIGNATION
GS10002 | Policies and ProceduresAgency Core Mission Retainfor 6 years after ARCHIVAL
Rev.l Records relatingp the developmentjmplementation,and interpretation of thepolicies | Superseded (Appraisal Required
and procedures developed by the agenaymplement its core functions and mission. then (for ESSaEtErNREQIe‘W
Includes, but is not limited to: Transferto Washington State OPR
1 Each adopted/approved versiai policies and procedures; Archives for appraisal and
f Records documenting the development of policies pratedures selective retention.
1 Legal advice related to the development, implementatiand interpretation of
the policies and procedures
1 Policy statements;
1 Papers oexecutivedirection.
Excludes records covered RyleMaking (Washington Administrative Cod&/AC) (DAN
GS10009)
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1.9 POLICIES AND PROCEDURES

The activity otreating systematic approaches to operations and processes

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS Dlglfgi'l\'TTlgﬁ/ngﬂ ON DESIGNATION
NUMBER (DAN
GS09012 | Processmprovement Retainfor 6 years after end | NONARCHIVAL
Rev. 1 Records relatingp process improvements undertaken by the agency to improve the | of improvementcycle/ NONEIS:;ENT'AL

efficiency and effectiveness of the agenitg programsand services.
Includesprocess improvement initiatives at both the

1 Agencylevel (such as employee suggestion prograets); and
1 Governmentwide level(such as LEAKEovernment Management, Accountability
and Performance Program (GMAPJan Talk Balanced ScorecarBerformance
Partnership Brainstorm or Team Incentive Program (T€®).).
Includes, but is not limited to:

1 Plansandstudies (such as Timi@-Motion, etc.);
1 Performance measuréstatisticdreports;

I Evaluations;

1 RelatedcorrespondenckEommunications

project
then
Destroy.

GS 09001 | Work Instructions/Desk Manuals Retainuntil superseded NONARCHIVAL
Rev. 1 Routine dayto-day task/work instructionsjesk manuals, etc. then NONEIS:;ENT'AL
Destroy.
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1.10 REPORTING ANBTUDES

The activites associated witinternal agency reportingtatistics, reporting/notifyingto external agenciderganizationsas required by federal, state

or local statute, or by court order/rulandwith conducting studies
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DIEE;E'I\'TT'OONN :CNT?ON DESIGNATION
NUMBER (DAN
GS09029 | Reporting Internallyc RoutineProgram Project/Work UnitReportgStatistics Retainfor 2 years after end NONARCHIVAL
Rev. 0 Records relating toautine internal statistical and narrative reports provided to of fiscal year NONESSENTIAL
) ) L ; OFM
management documentidgackingthe activities and work accomplishments of a then
division/prograniproject for a given time period. Destroy:.
Includes, but is not limited to:
1 Monthly/quarterly/yearly reports.
Excludes
1 Annualreports of the agency and other published reports covere&tate
Publications (DAN GS 15008)
1 Records covered byecords Documented as Part of More Formalized Records
(DAN GS0012.
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1.10 REPORTING ANBTUDES
The activites associated witinternal agency reportingtatistics, reporting/notifyingto external agenciderganizationsas required by federal, state
or local statute, or by court order/rulandwith conducting studies

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS Dlgggill\lTTllooNN :CNT?ON DESIGNATION
NUMBER (DAN
GS19004 | Reportingto External AgencieMandatory) Retainfor 6 years after NONARCHIVAL
Rev. 1 Records relatingp the mandatoryreporting/notifying/filing by the agncyto external submitted NON%?DSRENT'AL
agengesin accordance with federal, stater local law or by court order/rulezhere not then
covered by a more specific recordsries such as reporting to: Destroy:.

1 Federal agencies;

1 Code Reviser/State Registrar;

1 Public Disclosure Commissidtuplic Agency Lobbyithes Report)
T Office of Financial Management;

1 Other state agencies, local government entities, etc.

Includes, butis not limited to:

1 Agency copy ofaports/forms/certificates/listssubmitted

I Submission confirmation and inquiries;

1 Related correspondence/communications

Excludes

1 Notifications covered b$ecurityincidents andata/Privacy Breaas(DAN GS
25008;

1 Records covered HyeportingFiling (Mandatoryy, EmploymertRelated (DAN GS
03056;

1 Voluntary eportingnotifying, responding to surveys, etcovered byProvision of
Advice, Assistance or Information (DAN GS 09022)

1 Reports/naotificatiors/filingsreceived bythe agency from other entities covered &
the agencyspecific records retention schedule.
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1.10 REPORTING ANBTUDES
The activites associated witinternal agency reportingtatistics, reporting/notifyingto external agenciderganizationsas required by federal, state
or local statute, or by court order/rulandwith conducting studies
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DISE;E'I\'TTI'OONN :CNT?ON DESIGNATION
NUMBER (DAN
GS10016 | Studies (Major); Final Reports (Unpublished) Retainfor 6 years after ARCHIVAL
Rev.0 | Unpublished final reports of ajor studies initiated at the executive level and/or conclusion of study (Aﬁgﬁg SE?\%TL
conducted in response to a legislative order, executive order, fedegairement,or then OFM
court order. Generally addresses agemdge operations or issues, affects the most Transferto Washngton State
important or most critical agency functions, or addresses areas of public visibility or | archives for appraisal and
concern. selective retention.
Excludes:
9 Published final reports covered Btate Publications (DAN GS 15008)
1 Records covered tudies (Majory, Working Papers/Development (DAN GS
09030.
GS09030 | Studies (Major); Working Papers/Development Retainfor 6 years after NONARCHIVAL
Rev. 0 Records relating to the conducting ofjor studies initiated at the executive level and/o| conclusion of study NONEIS:;ENT'AL
conducted in response to a legislative order, executive order, fedegairement,or then
court arder. Generally addresses ageneyle operations or issues, affects the most Destroy:.
important or most critical agendynctions,or addresses areas of public visibility or
concern.
Excludes
1 Published final reports covered I8tate Publications (DAN GS 15008)
1 Unpublished final reports covered Bfudies (Majory, Final Repos (Unpublished)
(DAN G300186.
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1.10 REPORTING ANBTUDES
The activites associated witinternal agency reportingtatistics, reporting/notifyingto external agenciderganizationsas required by federal, state
or local statute, or by court order/rulandwith conducting studies
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DISE;E'I\'TTI'OONN :CNT?ON DESIGNATION
NUMBER (DAN
GS 09006 | Studies (Minor/Routine) Retainfor 2 years after NONARCHIVAL
Rev. 1 Records relating to the conducting of minor/routine studasl developing ad hoc report| conclusion of study NONEIS:;ENT'AL
not initiated at the executive level or conducted in response to a legislative order, then
executive order, federal requiremeytr court orderwhere not covered by a more specif| pestroy,
records series
Includes, but is not limited to:
1 Reports and compiled survey results;
1 Charts, diagrams and statistics;
1 Research materials;
1 Related correspondare/communications.
Excludes collections of external materials covere@bierence Materials (DAN 6&013.
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1.11 RISK MANAGEMEMND DISASTER PREPAREDNESS/RESPONSE

The activity of identifying anehitigating risks to the state government ageniogluding disaster preparedness

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DISE;E'I\'TTI'OONN :CNT?ON DESIGNATION
NUMBER (DAN
GS 18008 | Accidents/Incidents; No Claim Filed (Age 18 and Older) Retainfor 3 years after date | NONARCHIVAL
Rev. 0 Records relang to accidentshcidents involving individual(s) age 18 and older, and wh| Of incident NON%SPSRENT'AL
claims for damages arot filed. then
Includes, but is not limited to Destroy.
1 Reports and investigations.
Excludes accidents amgcidents involving hazardous materials.
GS 18007 | Accidents/Incidents; No Claim Filed (Under Age 18) Retainfor 3 years after NONARCHIVAL
Rev. 0 Records relating to accidents/incidents involving individual(s) younger than age 18, g individual reaches age 18 NON%SPS;QENTIAL
where claims for damages anet filed. then
Includes, but is not limited to Destroy.
1 Reports and investigations.
Excludes accidents and incidents involving hazardous materials.
GS25004 | EmergencyDisaster PreparednessContact Information Retainuntil obsolete or NONARCHIVAL
Rev. 0 Personal contadnhformationfor employees, students, volunteerstc., compiled to superseded (or ';Ssa?teErNchlgle-r
facilitate contact in the event of an emergency or disaster then OFM y
Includes, but is not limited to: Destroy.
1 Personal contacnhiformation (cell/lhome phone, email address, etc.);
1 Medical information (provider name, blood type, allergies, ADA requirements,
etc.).
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1.11 RISK MANAGEMEMND DISASTER PREPAREDNESS/RESPONSE

The activity of identifying anehitigating risks to the state government ageniogluding disaster preparedness

E:S'Fr)ggglﬂ\l DESCRIPTION OF RECORDS Dlgﬁgi'l\'TTlg)NN :CNT?ON DESIGNATION
NUMBER (DAN
GS 14010 | EmergencyDisaster Preparedness and Recovery Plans Retainfor 3 years after NONARCHIVAL
Rev.2 Records relatingp disaster preparednessesponseand recovery plans prepared for any obsolete or superseded ESSENTIAL
FALISOG 2F GKS 38y0eqa 2LINIGAZ2yE FyR| then o D o™
Includes, but is not limited to: Destroy.
1 Employee emergency plans and fire prevention plans prepared in accordance
WAC296-24-567.
Note: Retention based ony®ar statute of limitations for personal injury (RCW 4.16.080)
GS25005 | Emergency/Disaster Response/Recoverylinor/Routine Retainfor 6 yeas after NONARCHIVAL
Rev.0 |wSO2NR& NBf I (i xegpdnsdit@andirécbvery fibd yhiod/rouline matter resolved/recovery NONESSENTIAL
emergencies/disasters (such as leaking pipedding flooding, snow closure, etc.) wher¢ complete OFM
the agency manages the recovery with minimal assistance and/or disruption to normq then
agency operations. Destroy.
Excludes records of the Military Department.
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1.11 RISK MANAGEMEMND DISASTER PREPAREDNESS/RESPONSE

The activity of identifying anehitigating risks to the state government ageniogluding disaster preparedness

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DISE;E'I\'TT'OONN :CNT?ON DESIGNATION
NUMBER (DAN
GS25006 | Emergency/Disaster Response/Recovergignificant Retainfor 6 years after ARCHIVAL
Rev.0 |w8O02NRa NBfFiAy3a G2 G(KS I I§giiftana NIB a LJg matter resolved/recovery (A,\"I’gﬁ;as' SE?\IU;TL
emergencies/disasters (such as volcanic eruptions, major fires/flooding, landslides, e complete OFM
where the agency deploys naoutine procedures, mobilizes special resources, require then
significant outside assistancend/or where normal agency operations are suspended g Transferto Washington State
significantly disrupted. Archives for appraisal and
Excludes records afgencies that respond to emergencies/disasters as part of their co| selective retention.
mission (such allilitary Department Department of Health, Washington State Patrol,
etc.).
GS 25002 | Safety Drills/Disaster Recovery Exerdse Retainfor 6 years after date | NONARCHIVAL
Rev.1 Records relating tagencyfire/ safety drills and disaster recovery exercises. of drill/exercise NONEIS:;ENT'AL
then
Destroy.
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1.12 TRAINING OTHERS

The activity ofhe agencyprovidingtraining (including through contracted trainerg) agency employees, contractocsistomergclients, or the public.

See Human Resource Managemefitaff Development for records documenting trainiegeivedoy employees

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS D|§E(T)§|\ITT|§NN /@'T[I)ON DESIGNATION
NUMBER (DAN
GS22001 | Trainingg Arrangements Retainuntil no longer NONARCHIVAL
Rev.1 Records relating to thadministrative arrangements of agenpyovided training courses, | heeded for agency business| NONESSENTIAL
seminarsand workshops. then OFM
Includes, but is not limited to: Destroy.
1 Training date and place scheduling records;
I Trainingavailability announcements and notices;
9 Participant registration;
1 Arrangement of caterindacilities,and equipment.
Excludes recordsovered by:
1 Contracts and Agreements (DAN GS 01,050)
9 Financial TransactionsGeneral (DAN GS 01001)
1 Travel (DAN GS 07D0
GS22006 | Trainingg Development Retainuntil trainingno NONARCHIVAL
Rev.0 | Records relating tthe development of training courses, seminasmrkshops etc, such | longer provided by agency | NONESSENTIAL
asreseach, materials development, etc. then OFM
Excludes rggords covered by: Destroy:.
1 Trainingg General (DAN GZ007);
i Trainingg Mandatory or Certification/Hours/Credit Provided (DAN2GES.
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1.12 TRAINING OTHERS
The activity ofhe agencyprovidingtraining (including through contracted trainerg) agency employees, contractocsistomergclients, or the public.
See Human Resource Managemefitaff Development for records documenting trainiegeivedoy employees
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS Dlgggi'l\'TTlfNN :gT?ON DESIGNATION
NUMBER (DAN
GS22007 | Trainingg General Retainfor 3 years after NONARCHIVAL
Rev.0 | Recordslocumenting training courses, seminars, workshops, ptovided bythe agency | training provided NONESSENTIAL
(including through contracted trainerg) agency employees, contractors, then OPR
customers/clientsor the public where either: Destroy.
1 Training isot required by federal, stateor local statute and/or the employer;
1 Qualifications/credentialicensesare not earned;
1 Continuing education hours/credits/points an@t awarded.
Includes, but is not limited to:
1 Copies of materials presented (PowerPoint slide deck, handouts, etc.);
1 Attendee lists/sigrn sheets documenting who attended,;
1 Tests administerednd results;
1 Course/seminar/workshop evaluation feedback/surveys
Note: Records documeng training received byemployeesre covered by Training Files
Employee (DAN GS 22003).
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1.12 TRAINING OTHERS
The activity ofhe agencyprovidingtraining (including through contracted trainerg) agency employees, contractocsistomergclients, or the public.
See Human Resource Managemefitaff Development for records documenting trainiegeivedoy employees
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS Dlgggi'l\'TTlfNN :gT?ON DESIGNATION
NUMBER (DAN
GS22008 | Trainingg Mandatory or Certification/Hours/Credit Provided Retainfor 6 years after NONARCHIVAL
Rev.0 | Records documenting training courses, seminars, workshopspeteided bythe agency | training provided NONESSENTIAL
(including through contracted trainerg) agency employees, contractors, then OPR
customers/clientsor the public where either: Destroy.
9 Trainingis required by federal, stat®r local statute and/or the employer;
1 Qualifications/credentialicensesmay be earned,;
1 Continuing education hours/credits/pointge awarded.
Includes, but is not limited to:
1 Copies of materials presented (PowerPoint stidek, handouts, etc.);
1 Attendee lists/sigrn sheets documenting who attended,;
1 Tests administered and results;
1 Course/seminar/workshop evaluation feedback/surveys;
T Certification/hours/credits/points awarded.
Note: Records documeng training received byemployeesare covered by Training Files
Employee (DAN GS 22003).
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2. ASSET MANAGEMENT

The function of managing tretate3 2 S NY Y Sy i |, Bcliging phesical hsdess Facilities, land, equipmedhnology vehicles, supplies, hazardous
materials, etc.) and intangible assets (copyrightsements, water and timber rights, etdncludes hazardous materialExcludes financial assets (stocks,
bonds, etc.), which are covered in the Financial Management section.

2.1 ACQUISITION AND DISPOSAL

The activites associated withauiring/owningand disposing of state agenagsets

IﬂS'Fr)SSIFIlIT?(N DESCRIPTION OF RECORDS DIFSQE(T)??'TTISDNN :Q'T?ON DESIGNATION
NUMBER (DAN
GS21001 | Acquisition and Disposa AssetgOther than Real Property) Retainfor 6 years after NONARCHIVAL
Rev.l Recordgelating to the acquisition and disposalagsetsother than real propertysuch as | disposal obsset NON%?DiENT'AL
equipment,intellectual propertyvehicles, vessels, etc.) then

Includes, but is not limited to: Destroy.

1 Purchase orders

1 Surplus property disposition records

1 Registration of intellectual property rights;

1 Vehicle/vessel titles or copy of title if original is transferred to new
owner/Department of Licensing;

1 Related correspondené@mmunications

Excludesecords covered by:
1 Acquisition and DisposalReal Property/Lan@Vater Rights(DAN GS 24004)
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2.1 ACQUISITION AND DISPOSAL
The activites associated withaguiring/owningand disposing of state agenagsets
?3?83:;%’\' DESCRIPTION OF RECORDS DISE;E'I\'TTI'OONN :CNT?ON DESIGNATION
NUMBER (DAN
GS24004 | Acquisition and Disposa Real Property/Lan@iVater Rights Retainfor 10 years after ARCHIVAL
Rev.1 | Recordselating to the acquisition and disposal of real property/lamdi water rightgy | disposal obsset (Pﬁgﬁnénst;éﬁ}ﬁ&
state agencies through purchase/sale, condemnatéstheatmentpr donation. then OPR
Includes, but is not limited to: Transferto Washington State
1 Contracts/agreements; Archives fopermanent
f Planning reports, studies, etcegardingthe acquisition/disposal; retention.
1 Conveyance documentation (title searches, deeds, patents, etc.);
1 Related correspondence/communications.
Note:Retention based on }earstatute of limitations relating to real property transactions
(RCW 4.16.020).
GS21012 | Lost and Found Property Retainfor 3 years after NONARCH/AL
Rev. 0 Records relating to the receipt of personal property left behimdt agency facilities, return/disposal of item NONEIS:fAENT'AL
vehiclesand/or events and the return/disposal of the item. then
Includes, but is not limited to: Destroy.
1 Records documentingistovery oitems, attempts to locate the owner of the
items, andreturn/retention/disposal of items;
1 Related correspondence/communications.
Excludes records of the Department of Revenue relating to unclaimed property.
Note: Retention based ony®ar statute of limitations fotaking, detaining, or injuringersonal
property(RCW 4.16.080)
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2.2 AUTHORIZATION/CERTIFICATION
The activity ofeceivingpermission or approval in relation to asset management. Excludes authorizations dogititedagency.
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS Dlzggi'l\'TTlg)NN :gT?ON DESIGNATION
NUMBER (DAN
GS21013 | Authorizations/Certificationsg Assets Retainfor 6 years after NONARCHIVAL
Rev. 0 Records relating ticenses, permits, accreditations, certifications, inspections, and ot authorization eXIO_'VEd/ NON%SPSE{ENT'AL
authorizationsacquired bythe agency in relation to its assdtem regulating authorities | Superseded/terminated
(local, state, federal agenciesd/or courts) where not covered by a more specific then
records seriessuch as: Destroy.
1 Certificates of occupancy and other building/facilitypés;
1 Elevator permits/inspections;
1 Equipment/vehicle registration, etc.
1 Fire and life safety permits/inspections (fire extinguishers, alarms, sprinklers,
suppression systems, etc.)
Includes, but is not limited to:
1 Application/filingand confirmation;
1 Records relating toielations/corrections;
1 Reports;
1 Relatedcorrespondenckommunications
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2.3 DESIGN AND CONSTRUCTION

The activities associated with the designiplgnning,and construction of state facilities.

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DIQIE(EEII\ITTSDNN:C':\IT[I)ON DESIGNATION
NUMBER (DAN

GS21014 | CapitalConstruction Projectg Project Administration and Process Retainfor 6 years after NONARCHIVAL
Rev. 0 Records not required beyond the warranty period that relate to the project project completion/ NON%SPSE{ENT'AL
administration/process for new construction or additions/remodels (affecting the acceptance

structure of the building/facility) for &th routine and significant structureprovidedthe then
longerterm records documenting the project are retained in accordance with either: | pestroy,

9 Capital Construction ProjeatRoutine Building/Facilities (DAN GS 21010)
1 Capital Construction ProjeatsSignificant Buildings/Facilities (DAIS G1011)

Includes, but is not limited to:

Phone lists;
Work requisitions;
Meeting coordination records;
Shop drawingsot affecting the structure or operating systems of the building
Schedules;
Punch lists;
Gw8RYSé RNRSBA YIS R defleBtiNg updatgsHthat have been
& dzLJISNBE SR®EdRA foee GRMI g Ay 3aod
Excludes records covered by:
9 Capital Construction ProjeatfRoutineBuildings/Facilitie$DAN GS 21010);
1 Capital Construction ProjeatsSignificant Buildings/Facilities (DAN GS 21011).
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2.3 DESIGN AND CONSTRUCTION
The activities associated with the designiplgnning,and construction of state facilities.
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS Dlzlch)ill\lTTlgNN :gT?ON DESIGNATION
NUMBER (DAN
GS 21010 | Capital Construction ProjectsRoutine Buildings/Facilities Retainfor 6 years after NONARCHIVAL
Rev.2 Records relating to the design, new constructionadditions/remodels (affecting the | disposal of asset/ NON%SPSE{ENT'AL
structure of the building/facility) ofoutine structures. abandonment 6 project
lfa2 AyOfdRSa NBO2NRa NBflGAy3a G2 GkS | then
construction projects where the project was not proceedeith/completed. Destroy.
Includes, but is not limited to:
1 Project meeting minutes, approval, program revjeamd/or comments;
T tfrFrya FyR RNI &6 ¢z8f0 OR$IORIFRE F/éhd Biwpas A v
drawings affecting the structure or operating systems of théding (such as
elevators, structural steel, HVAC, eXc.)
1 Permits and Environmental Impact Statements (EIS);
1 Specifications, design calculations, contracts, test results, reports (including
engineering, commissioning and balancing reports), modificatioposalsand
manuals;
1 Selected images/photographs showing major/significant stages of the project;
1 Allotment and payment records and related documentation.
Excludes records covered by:
1 Capital Construction Projea$Project Administration and Proce§AN G21019);
9 Capital Construction ProjeaisSignificant Buildings/Facilities (DAN GS 21011);
1 Maintenancec Major and/or Regulated (DAN GS 21008);
1 Maintenanceg Minor NonRegulated (DAN GS 21002).
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2.3 DESIGN AND CONSTRUCTION

The activities associated with the designiplgnning,and construction of state facilities.

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DIQIE(-;?I\ITT?NN:([,\IT?ON DESIGNATION
NUMBER (DAN
GS 21011 | Capital Construction ProjectsSignificant Buildings/Facilities Retainfor 6 years after ARCHIVAL
Rev.2 Records relating to the design, new constructionadditions/remodels (affecting the | completion/abandonment of (Pﬁg‘ﬁnéggéﬁﬁ'l‘ﬂ
structure of the building/facility) o$ignificantstructures, such as: project OPR
1 Buildings and other facilities on the Capitol Campus; then
1 Headquarters/main office of the agency; Transferto Washington State
1 Major buildings/facilities approved by the governing body/Board of Regents on Archives fopermanent
university/college campuses; retention.
1 Major facilities operated by the agency (such as jails, hospitals, etc.);
9 Historic or heritagdisted buildings and structures.
Also includesrecordsraélaA y3 (12 G KS LINBtAYAYIl NE L3} |
construction projects where the project was not proceeded with/completed.
Includes, but is not limited to:
1 Project meeting minutes, approval, program revjamd/or comments;
f Plansanddr g Ay 3& 0 A-§ @k dzZRA-FE¥ BRI ¥ A aandRHYp dsakviyigd a
affecting the structure or operating systems of the building
1 Permits and Environmental Impact Statements (EIS);
1 Specifications, design calculations, contracts, test results, tefiocluding engineering,
commissioning and balancing reports), modification propqsaild manuals;
1 Selected images/photographs showing major/significant stages of the project;
1 Allotment and payment records and related documentation.
Excludes records cexed by:
i Capital Construction Projeatdroject Administration and Process (DAN2GELY;
9 Capital Construction ProjeatdRoutine Buildings/Facilities (DAN GS 21010);
1 Maintenanceg Major and/or Regulated (DAN GS 21008);
I Maintenanceg Minor NonRegulated DAN GS 21002).
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2.3 DESIGN AND CONSTRUCTION

The activities associated with the designiplgnning,and construction of state facilities.

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS Dlzlfgi'l\'TTlg)NN :ST?ON DESIGNATION
NUMBER (DAN
GS21015 | FacilitySystems and Equipmentinstallation Retainfor 6 yearsafter NONARCHVAL
Rev.0 | Records relating to the installation sfstems and equipment imgencyfacilities that are | disposal of ESSENTIAL
not integral to the structure of the facility antiat may be replaced during the life of the| Systems/equipmat (for D'sag;rsecovery
facility, such as: then
1 Audio/visualsystems/equipment Destroy:
1 Fire and life safety (alarms, sprinklers, etc.);
1 Heating, ventilatingand air conditioning (HVAC);
1 Information technology (IT) wiring;
1 Securitysystems/equipment (alarms, keys, locks, etc.)
Includes, but is not limited to:
1 Installation drawings and other documentation integral to the maintenance an
operation of the system or equipment;
1 System layout descriptiohspecifications;
1 Warranties.
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2.4 INFORMATION SERVICES
The activities associated with providing digency with information technology and services
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS Dlglfgi'l\'TTlg)NN :CNT?ON DESIGNATION
NUMBER (DAN
GS 14037 | Applications/Systems, Implementation Projects Retainfor 6 years after end NONARCH/AL
Rev. 1 Records relatingtothe YLIX SYSy Gl a2y 2F (KS I 38y Oe|ofproject NONEIS:EENT'AL
databasesand websites (internet and intranet). then
Excludesrecords covered bjpplications/Systems Technical Design (DAN GS 14001) | Destroy.
GS14001 | ApplicationgSystemsg Technical Design Retainuntil application or NONARCH/AL
Rev.l Records relatingtothd SOKy A OF f RS&aA3y 2F (KS | 3§y versionisno longer needed f E_SStENRT'AL
databasesand websites (internet and intranet). for agency business (for 'SaggM ecovery
Includes, but is not limited to: and
1 Designdocumentation/detail; all records within the
f Database schema and dictionaries; application have been
9 Source code: migrateddeleted/
1 System and program change descriptions/authorizations; trirkl\sferredlntaccordandce
1 Development plans (for testing, training, conversiand acceptance); with a current approve
1 Release notes: records retention schedule
f Operational and user instructions; then
1 Acceptanceesting. Destroy.
Excludes records covered Applications/Systems Implementation Projects (DAN GS
14037).
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2.4 INFORMATION SERVICES
The activities associated with providing digency with information technology and services
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS Dlglfgi'l\'TTlg)NN :CNT?ON DESIGNATION
NUMBER (DAN
GS14020 | Audit Trails and System Usage Monitoring Retainfor 1 year after date NONARCH/AL
Rev.l Recordglocumentingheue2 ¥ G KS 38y O0eQa Ay TF2NX¥LI G| ofactviy NONESSENTIAL
systems to ensursecurity and appropriate use. then OFM
Includes, but is not limited to: Destroy.
1 Audit trails;
T Authorizations for and modifications to the configurations and settings of the
F3SyO0eQa L¢ AYFNI &dNUHzOGdZNBE 06 & dzOK |
1 Login records, security logand system usage files
1 Internet activity log (sites visited, downloads/uploads, video/audio streaming,
etc.);
1 Fax and telephone logs.
Excludes records covered lmternet Browsing (DAN G8010.
GS 14012 | Authorization ¢ Systens/Telecommunicationg\ccess Retainfor 6 years afterend NONARCHIVAL
Rev.1 Records documenting the authorization of employees (iriolgidontractors and of fiscalyear in whichuser ESSENTIAL
volunteers) touseagency systems/applicatiosd telecommunication services. acco.untaccesswas (for D'sagg,\?ecovery
Includes, but is not limited to: terminated
9 User accountreation/change requests then
f  Network acess authorizatiorequests Destroy.
1 Related correspondence/communications
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2.4 INFORMATION SERVICES
The activities associated with providing digency with information technology and services
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DISE;‘;T'TTI'OONN :CNT?ON DESIGNATION
NUMBER (DAN
GS14015 | Automated/Scheduled Taskand Work/Intermediate'Test Files Retainuntil no longer needed m852§§:$¥¢kL
Rev.1l Records relating to scheduled, computiniven tasksand other work/intermediate files | for agency business OFM
Includes, butis not limitedto: then
1 Eventlogs; Destroy.
1 Run reports and requests;
M Task schedules;
i Test data sets;
9 Successful completion reports
9 Valid transaction files;
1 Work/intermediate files
GS 14011 | Backups for Disaster Preparedness/Recovery Retainuntil no longer NONARCHIVAL
Rev. 1 Routine/cyclical backups of IT systems and data for the purposes of disaster prepare| Needed for agency business (or EssazErNchlﬁ‘I';ry
and recovery. then OFM
Destroy.
GS 14029 | Helpdesk Requests Retainuntil finalization of NONARCHIVAL
Rev.1 |RecordsrelatinggNB1j dz8&iGa F2NJ F RGAOS YR | &&A & reduest NONESF;ENT'AL
technology and telecommunications equipment, systearsl applications. then
Destroy.
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2.4 INFORMATION SERVICES

The activities associated with providing digency with information technology and services

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DISE;EII\IT-II—IOONN:CNT?ON DESIGNATION
NUMBER (DAN

GS14031 | Network ¢ Design and Build Retainuntil no longer NONARCH/AL
Rev.l RecordgelatingtotheRS$a A3y +yR O2yaidNHzOGA2y 27F (| needed foragency business NONEIS:;ENT'AL
networks. then
Includes, but is not limited to: Destroy.

1 Network diagrams and build guides;
1 Master control list of Internet Protocol (IP) address assignments;
T Uniform Resource Locator (URL) addresses asdvpords.
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2.5 INVENTORY

The activityof detailing or itemizing goodsnaterials,and resources on a periodic basis.

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS Dlglfgi'l\'TTlg)NN :CNT?ON DESIGNATION
NUMBER (DAN
GS 16008 | Inventories¢ Capital Assets Retainfor 6 years after NONARCHIVAL
Rev.2 | Records relating tsventories of land, buildings, furnitureguipment,and other capital | Superseded ESSENTIAL
. . . . (for Disaster Recovery
assetsMay be used fomput into the statewide reporting system. then OPR
Includes but is not limited to Destroy.
1 Records witin the Capital Assets Management System (or equivalent systems
1 Asset tracking and depreciation schedules;
1 Running inventory control documents that describe each pie@gehcyowned
or leased equipment and furniture;
1 Data Input Sheet;
1 Reports (Asset, Added, Changes, Purge nsamnof Monthly File Activity).
GS 16004 | Inventories¢ Supplies, Commoditieand Parts Retainfor 6 years afteend NONARCHIVAL
Rev.1 Running inventories used to manage stocks of expendable materials such as office | Of fiscal year NONESSENTIAL
. . I . . OPR
supplies, partsand other expendable supplies, describing the materials and indicating then
current stock balances. Destroy.
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2.6 MAINTENANGHENSPECTIQONND MONITORING
The activity of performing legally required or voluntary actions on assets ownsgaby the agencyvith theaim of preventing unsafe conditions, advanci
security, reducing equipment decline/failuagnd avoiding unnecessary loss. Includes routine, preventive, scheahdaghscheduled repair, remediati@and
abatement.Excludese&cords documenting financial transactions which are covered in the Financial Management section of SGGRRS.
DISPOSITION
RETENTION AND
AUTHORITY DESCRIPTION OF RECORDS DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS21016 | Inspections/Monitoring¢ Regulated Retainfor 6 years after end NONARCHIVAL
Rev. 0 Records relating ttnspectingmonitoring of assets ownedised or maintainedby the of calendar year NON%SPSRENT'AL
agency where required by regulatory agencies ahere not covered by anore specific and
records series correction of anyiolations
Includes, but is not limited to: then
1 Underground storage tank (UST) inspectici& CFR § 280.15 Destroy:
Note: Records documentingspecthg/monitoring of other entitieassets by the agendy its
regulatory capacity NB 02 SNBR o0& GKS 3SyoeqQa aLls
GS21017 | Inspections/Monitoringg Routine/NonRegulated Retainuntil no longer NONARCHIVAL
Rev.0 | Records relating tthe routineinspecting/monitoring of assets owned, usen needed for agency business| NONESSENTIAL
S . . OFM
maintained by the agenayhere not required by regulatory agencies and not covered If then
a morespecific records series Destroy:.
Includes, but is not limited to:
1 Temperature and humidity records;
1 Equipment functionality/safety checks (vehicle daily checks, etc.).


http://ecfr.gpoaccess.gov/cgi/t/text/text-idx?c=ecfr&sid=8aee63c92b90608cb13294b42cfc90b4&rgn=div8&view=text&node=40:28.0.1.1.10.4.47.6&idno=40
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2.6 MAINTENANGHNSPECTIQONND MONITORING

The activity of performing legally required or voluntary actions on assets ownsgaby the agencyvith theaim of preventing unsafe conditions, advanci
security, reducing equipment decline/failuagnd avoiding unnecessary loss. Includes routine, preventive, scheahdaghscheduled repair, remediati@and
abatement.Excludese&cords documenting financial transactions which are covered in the Financial Management section of SGGRRS.

DISPOSITION RETENTION AND
NGIL\JATBHEEFX)TXN) DESCRIPTION OF RECORDS DISPOSITION ACTION DESIGNATION
GS21008 | Maintenanceg Major and/or Regulated Retainfor 6 years after NONARCHIVAL
Rev.1 Records documentinall major maintenancéwhich is beyond regular upkeeaid all disposal obsset ESSENTIAL
regulated maintenanceréquiredby regulatory agencies and/or local, stabe federal then (for D'Saglirlsecovery
statute and/or court order/rule) which is performed on assets owned, usedhaintained | pestroy,
by the agency.
Includes, but is not limited to:
9 Instructions, maintenance manuals, vendor statements;
1 Maintenance/repair history (logs, summaries, reports, etc., which may also ing
non-regulated minor maintenance);
9 Original defect and inspection reports;
1 Service, repajand maintenance records (regulated and/or major);
1 Work orders;
1 Related correspondené@mmunications
Excludesecords covered hy
9 Capital Construction ProjeatRoutine Buildings/Facilitid©AN GS 21010)
1 Capital Construction ProjeatsSignificant Buildings/Faciliti€d®AN GS 21011)
1 Contracts and Agreements (DAN GS 01,050)
1 Financial TransactiorsGeneral (DAN GS 01001)
o e
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2.6 MAINTENANGHENSPECTIQONND MONITORING
The activity of performing legally required or voluntary actions on assets ownsgaby the agencyvith theaim of preventing unsafe conditions, advanci
security, reducing equipment decline/failuagnd avoiding unnecessary loss. Includes routine, preventive, scheahdaghscheduled repair, remediati@and
abatement.Excludese&cords documenting financial transactions which are covered in the Financial Management section of SGGRRS.

DISPOSITION RETENTION AND

AUTHORITY DESCRIPTION OF RECORDS DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS21002 | Maintenancec Minor Non-Regulated Retainfor 6 years after NONARCHIVAL
Rev.l Records documentingiinor maintenance(regular upkeepperformed on assets owned, |completion of work NON%SPSRENT'AL
used or maintained by the agenandis not required by a regulairy agency, such as then

1 Custodial, floor and window cleaningpwinggardening, indoor plant care, etc.; | Destroy.
9 Painting, furniture upholstery/refinishing, etc.;
1 Vehicle and equipment oil changes, tunps, filters, tiresetc.

Includes, butis not limited to:

1 Service, repajand maintenance records;
1 Work orders, lists/logsand reports;
1 Related correspondené@mmunications

Excludesecords covered hy

Capital ConstructioRrojects; RoutineBuildings/Facilitie$DAN GS 21010)
Capital ConstructioRrojectsg SignificantBuildings/Facilitie$DAN GS 21011)
Contracts and Agreements (DAN GS 021,050)

Facility Systems and Equipmerinstallation(DAN G21015;

Financial TransactiornsGeneral (DAN GS 01001)

Maintenanceg Major and/or Regulated (DAN GS 21Q08)

Pesticide Applications (DAN Z1918.
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2.6 MAINTENANGHENSPECTIQONND MONITORING
The activity of performing legally required or voluntary actions on assets ownsgaby the agencyvith theaim of preventing unsafe conditions, advanci
security, reducing equipment decline/failuagnd avoiding unnecessary loss. Includes routine, preventive, scheahdaghscheduled repair, remediati@and
abatement.Excludese&cords documenting financial transactions which are covered in the Financial Management section of SGGRRS.

DISPOSITION RETENTION AND

AUTHORITY DESCRIPTION OF RECORDS
NUMBER (DAN) DISPOSITION ACTION

GS21018 | Pesticide Application

DESIGNATION

Retainfor 7 years after date | NONARCHIVAL

Rev.0 |RecordNBf I iAy3 G2 GKS 3SyOeQa I LILX A O G A|of pesticide application NON%iiENT'AL
and/or landscapes and property as regulated by RCW 17.21.100 and \A228-1820. then
Destroy.
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2.7 OPERATIONSND USE

The activity of thestate government agency (staff, contractoend volunteers) using (or granting temporary authority to use) its assets (buildings

vehicles, equipment] systemsgoods, materials, resources, etc.).

DISPOSITION

RETENTION AND

NSkJAEHEgIRzg:N) DESCRIPTION OF RECORDS DISPOSITION ACTION DESIGNATION
GS16010 | Accidentst Vehicles/Vessels Retainfor 3 years after matte] NONARCHIVAL
Rev.l Records relating taccidents involving agency vehicles and vesselsiapdubsequent | resolved NON(EJIS:;ENT'AL
inquiries/investigations. then
Includesput is not limited to: Destroy.
1 Vehicle Accident Report Form (State Form 137) or agency equiyvalent
1 Related correspondence/communications.
GS16005 | Disbursement of Agency Suppli€@onsumables Retainfor 6 years afteend of | NONARCHIVAL
Rev.l Recordsiocumenting the disbursement of agency supplies (such as office supplies, fi fiscal year NON%SPSRENT'AL
parts,and other consumables) then
Destroy:.
GS16011 | Operating Manuals Retainuntil superseded or NONARCHIVAL
RevO |Operating manuals, specifications, vendor statemeatsl other related documentation | disposal ofassefwhichever is|  ESSENTIAL
for assets owned, usedr maintained by the agenayhere not covered by a more specifi SOONer (for D'Sagtgﬁecovery)
records series then
Destroy
or
Transferto new owner
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2.7 OPERATIONSND USE

The activity of thestate government agency (staff, contractoend volunteers) using (or granting temporary authority to use) its assets (buildings

vehicles, equipment] systemsgoods, materials, resources, etc.).

DISPOSITION
AUTHORITY
NUMBER (DAN)

DESCRIPTION OF RECORDS

RETENTION AND
DISPOSITION ACTION

DESIGNATION

GS07003
Rev.l

Use of Agency Facilities/Equipment/Vehicles

Recordgelating to allowing use of agency assets (sasimeeting roomspther facilities,
equipment, vehicles/vessels, etc.) by agency staff (including contractors and volunteg
other agenciesstudents/clientsand the general public
Includes, but is not limitetb:

Allocation of parking spaces/permits
Booking/reservationsfequests for use;
Checkin/-out logs;

Rental/use schedules;

Vehicle logs/usagédata;

Related correspondenéeommunications

Excludes records covered:by
1 Contracts and Agreements (DAN GS 01,050)

9 Financial TransactionsGeneral (DAN GHE.00J);
1 Records Documented as Part of More Formalkecbrds (DAN GH012.

= =4 =4 - -4 =9

Retainfor 3 years afterasset
returned/use completed

then
Destroy.

NONARCHIVAL
NONESSENTIAL
OPR

2. ASSET MANAGEME
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2.8 SECURITY
¢KS [ OUAQGAGE 2F LINRGSOUAY3I GKS adossipGhreatz SNYYSyu | 3SyoOeQa |aasi
DISPOSITION

RETENTION AND
AUTHORITY DESCRIPTION OF RECORDS DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS25001 | Authorization¢ Building/Facility Access Retainfor 6 years after NONARCHIVAL
Rev.l Records documenting the authorizationaxfcess foemployees (includng contractors and | termination of access ESSENTIAL
oy peas (for Disaster Recovery
volunteers) to agencluildings and facilities. then OPR
Includes, but is ot limited to: Destroy.

1 Requests and approvals for access and permissions;
9 Assignment of security identification badges, building/card keys, access codes

Excludes records covered Bytry/Exit Logg Facilities (DAN G5007).

GS25007 | Entry/Exit Logs; Facilities Retainfor 6 years after end o NONARCHIVAL
Rev. 0 Records documenting the entry and exit of staff, contragtemdunteers and visitors to fiscal year NONEIS:;ENT'AL
agency facilities (including secure areakere not covered by a more specific records then
series Destroy.

Includes, but is not limited to:

1 Keycard transaction logs;
1 Secure area logs (such as safe logs);
9 Visitorbooks/logs.

Excludes records covered Bgcurity Incidents aridata/Privacy Breachd®AN G25008.
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2.8 SECURITY

CKS OGAOGAGE 2F LINRPGOGSOGAY3T GKS & dossipShreatz SNy YSy i | 3SyoeqQa FaasSi
N%E‘EE;%&:) DESCRIPTION OF RECORDS DIEIE(-I;I;,I\IT-II-I(;)NNAAC’I\IT[I)ON DESIGNATION
GS25009 | Entry/Exit Logs; Facilities(COVIBL9 Checks/Logs) Retainuntil no longer needed NONARCHIVAL
Rev. 0 Records documenting COV1B-related checks/logs of staff and visitors to agency facilit for agency business NONEIS:;ENT'AL
such as: then
1 Wellness/temperature checks; Destroy.
1 Contact details captured solely for tracing purposes;
1 Records relating to contact tracing by the agency.
Exclude records covered Entry/Exit Logsg Facilities (DAN GS 25007)
GS25008 | Securitylncidents andData/Privacy Breachs Retainfor 6 years after mattel NONARCHIVAL
Rev. 0 Records documenting securitycidents,data privacy breachs, responsesand resolved NONEIS:;ENHAL
investigations relating to agency facilities, vehicles, equipment, suppifesmation, etc. then
Includes, but is not limited to: Destroy.
9 Incident documentation (such as security recordings, alarm logs/reports, entry
logs, incident reports, witness statementsc.);
1 Notification documentation;
1 Reports to law enforcement agencies, agency management, regulating authot
etc.;
1 Records documenting services provided by outside vendors (such as notificat
credit monitoring, call center reports/logs/notes, eXc
1 Records documenting corrective action taken;
1 Records documenting decision not to proceed with investigatiotification;
1 Related correspondenéemmunications
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2.8 SECURITY

CKS OGAOGAGE 2F LINRPGOGSOGAY3T GKS & dossipShreatz SNy YSy i | 3SyoeqQa FaasSi
DISPOSITION
RETENTION AND
NSIL\J/I-II;HEgR()l;rAYN) DESCRIPTION OF RECORDS DISPOSITION ACTION DESIGNATION
GS 25003 | Security Monitoringg No Incident Retainfor 30 days after date | NONARCHIVAL
Rev.1 |wSO2NR& NBEIFdGAyYy3 (2 GKS NBRdziry$S &S OdzNy recordcreated NONESF;ENT'AL
vehicles, equipment, etcwhere an incident hasot occurred. or
Includes, but is not limitetb: until determined that no
T Alarm reports; security incident has occurre
1 Audiol/visual recordings (digital or analog); whichever is sooner
9 Security patrol logs. then
Excludes records covered Bgcurity Incidents arldata/Privacy Breachg®AN G25008. | Destroy.
Pageb5 of 155
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3. FINANCIAL MANAGEMENT
The function of managing tretate3 2 S NY YSy & | 3 Sy Oe& ablgatidris ghtl yicdhetaryfinfradtBiéti#edzNO S & =

3.1 ACCOUNTINGND FISCAL
The activity relating to the creation of financial records of agency business transactions and the preparation of statmmenteng thdinancial
assetsliabilities,and performance of thetate government agency.

DISPOSITION RETENTION AND

NCuTB:ng:N) DESCRIPTION OF RECORDS DISPOSITION ACTION DESIGNATION
GS 01013 | Bankingg Accounts and Transactions Retainfor 6 years after end NONARCHIVAL
Rev2 |wSO2NR& NBfFiGAYy3I (G2 GKS F3Sydeqa ol y1 Aoffiscalyear NON%SF)iENT'AL
transactions. then
Includes, but is not limited to: Destroy.

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

Statements (bank, dividend, investment, etc.) and reconciliations

Records documenting the status of and adjustments to accounts

Checks and warrantssued bythe agency (if returned by bank);

Checks returned by the bank due to nsufficient funds (NSF).

Excludes
1 Deposited items covered bgankingg Deposited Items (DAN GS 01068)
1 Master depository contracts covered Bpntracts and Agreements (DAN GS
01050)

=a =4 -4 -9
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3.1 ACCOUNTINGND FISCAL
The activity relating to the creation of financial records of agency business transactions and the preparation of statmmenténg thdinancial
assetsliabilities,and performance of thetate government agency.

Nggzlgégﬁf:) DESCRIPTION OF RECORDS DISIEBEII\IT-II-:;)NN:CIZ\IT?ON DESIGNATION
GS 01068 | Bankingc Deposited Items Retainfor 14 days after date| NONARCHIVAL
Rev.0 Negotiable instrumentseceivedby the agency and deposited to the bank in a different| of deposit NONESSENTIAL
format. then OPR
Includes, but is not limited to: Destroy.
9 Original paperchecks/warrants imaged using Remote Deposit Capture (RDC)
Imaged Cash Letter (ICL), or returned by the bank after redemption;
1 Imagesof checks/warrants created in lieu of depositing the original item (such
ImagedCashLetter (ICL)).
Excludes checks returned to agency (due to-sofiicient funds) covered bgankingg
Accounts and Transactions (DAN GS 01013)
GS01003 | Financial Disputes and Collections Retainfor 6 years after matte, NONARCHIVAL
Revi |w8O2NRa NBtFGAYy3 G2 GKS 38ydeQs TFAyI yresolved NONESSENTIAL
litigation hasnot commenced. then OPR
Includes, but is not limited to: Destroy.
9 Accounts receivable and payable;
1 Checks/warrants returned due to nesufficient funds (NSF);
1 Correspondence, notices, invoices/statements, account closure;
1 Damage and loss claims (purchasing);
1 Warrant claims/refunds;
1 Settlement documentation.
Excludesecords covered biitigation Case FilesRoutine (DAN GS 18004)

3. FINANCIAL
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3.1 ACCOUNTINSBND FISCAL

The activity relating to the creation of financial records of agency business transactions and the preparation of statmmenténg thdinancial
assetsliabilities,and performance of thetate government agency.

DISPOSITION
RETENTION AND
Nﬁﬁgl-ElgRglleXN) DESCRIPTION OF RECORDS DISPOSITION ACTION DESIGNATION
GS01001 | Financial Transactiong General Retainfor 6 years after end o NONARCHIVAL
Rev.l Recordglocumenting all resources received and expended by the agemosydedthe fiscal year NON%SPSRENT'AL
receipts and expenditures aret for bondor grant projects then

Includes, but is not limited to: Destroy.

1 Accounts payable/receivable;

1 Purchase and sales (purchaseffield orders, bills of sale, recpéitg,cashcash
books, remittance advices, vouchevendor rebatesfiscal purchasing/receiving
documents, etc.);

1 Billing statementshilling summaries (registers/ledgersidjustments b accounts
(error corrections, overpayment refunds, conservation rebates, atel)nquent
account lists;

1 Financial statementand reports(createdsavedelectronically omprinted) required
G2 0S NBUOUFAYSR Ia S@ARSYy OSpesifie pointir&imé
(such as reports that need to be approved/signed or reports that cannot be
regenerated at a later date)

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

9 Reconciliations;

1 Check/warrant registers

Excludeginancial transaction records covered:by

1 Grants Received by Aggn®AN GS 23004)

1 TaxExempt Bonds (DAN GS 01069)

Excludes financial reports that are able to be regenerated and which are covered by
Secondary (Duplicate) Records (DAN GS 50005)

3. FINANCIAL
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Version 6.1(June2020

3.1 ACCOUNTINSBND FISCAL

The activity relating to the creation of financial records of agency business transactions and the preparation of statmmenténg thdinancial

assetsliabilities,and performance of thetate government agency.

DISPOSITION
AUTHORITY
NUMBER (DAN)

DESCRIPTION OF RECORDS

RETENTION AND
DISPOSITION ACTION

DESIGNATION

GS01070
Rev. 0

Financial Transactions SensitiveCardholder Data

Specific ensitivecardholder data elements obtainatlring electronidinancial
transactions where the agency stores, proceseesransmits cardholder data received vi
point of sale systems, phone, email, internet, paper, etc.

Sensitive cardholder data elements include:
1 Primary Account Number (PAN) and credit card numibelifferent;

1 Sensitive Authentication Data (SAD) as defined bydngment Card Industry Datg
Security Standard (PCI D3&jludes full track data, IN/PIN blocks, aridee or
four-digit customer identification (CID) number printed on the front or back of
payment card such as Card Identification Number (CIN), Card Verification Val
(CVV)or Card Validation Code (CVC)

Excludes dat elements other tha®AN andsAD that are received by the agelisych as

transaction number, date, amount, etmhich must be retained in accordance with
Financial TransactiorsGeneral (DAN GS 010@it)other relevant records series.

Retainuntil completion of
transaction

then
Destroy.

NONARCHIVAL
NONESSENTIAL
OFM

3. FINANCIAL
MANAGEMENT
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3.1 ACCOUNTINSBND FISCAL

The activity relating to the creation of financial records of agency business transactions and the preparation of statmmenténg thdinancial

assetsliabilities,and performance of thetate government agency.

DISPOSITION RETENTION AND
NCﬁE—E'gTIIDTXN) DESCRIPTION OF RECORDS DISPOSITION ACTION DESIGNATION
GS 01069 | TaxExempt Bonds Retainfor 6 years after final NONARCHIVAL
Rev. 0 Records documenting all resources received and expended by the agency fefubded | Pond payment NONESSENTIAL
projects. then OPR
Includes, but is not limited to: Destroy.
1 Documents supporting purchase/acquisition/construction price and
disposition/sales price;
1 Cancelled (voided) checks and credit card slipsject cost record, etdif capital
asset constructed by agengy
1 Project cost/expenditure tracking record (staff time, etc.);
1 Registers (numerical listing of checks/warrants, etc.);
9 Trustindenture, loan agreements, bond counsel opinions, etc.;
9 Transcipts of bond issuance documents.
GS 01019 | Tax ReportingReturns¢ Internal Revenue Service (IRS) Retainfor 4 years aftefiling NONARCHIVAL
Rev.1 Records relatinga the reporting ofvendor payments to thenternal Revenue Servicd&R@ | then NONESSENTIAL
(such agorms 1098, 1099, 5498, G etc.). Destroy. OPR
ExcludesRS Form V9 covered byvendor Payment Information (DAN GS 01066)
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3.1 ACCOUNTINSBND FISCAL

The activity relating to the creation of financial records of agency business transactions and the preparation of statmmenténg thdinancial

assetsliabilities,and performance of thetate government agency.

DISPOSITION
RETENTION AND
NC&E:ETSZN) DESCRIPTION OF RECORDS DISPOSITION ACTION DESIGNATION
GS01071 | Tax Reporting/Returng, State and Local Taas Retainfor 5 years afterifing NONARCHIVAL
Rev. 0 Returns and reports submitted for taxes paid to state and/or local government agenci{ then NON'(E)SPSRENT'AL
(such as excise tax, etc.) Destroy:.
Exclude$ S LI NIi YSy (i recardswe@dty thedl@ciion of taxes
Note: ReferencRCW82.32.070and Department of Revenue Advisory No. 3131.2009
GS 01066 |Vendor Payment Information Retainfor 6 years after final NONARCHIVAL
Rev.l Records relating to vendor paymeinformation. payment NON%?DiENT'AL
Includes, buis not limited to: then
1 IRS Form Vg; Destroy.
1 Vendor Registration Forsn
9 Electronic Funds Transfer Authorization Ferm
3. FINANCIAL
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3.2 AUTHORIZATIONELEGATION

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

RETENTION AND

DISPOSITION
NS'?ATBHEgR(’gAYN) DESCRIPTION OF RECORDS DISPOSITION ACTION DESIGNATION
GS01072 | Signature Authority/DelegationRecords Retainfor 6 years afteend of| NONARCHIVAL
Rev.0 Records documentinte designating of agengyersonnehwith the authority to sign for | fiscal year in whickignature ESSENTIAL
. . . authority was (for Disaster Recovery
purchases, leavauthorizationsor otheractions y _ OPR
supersedediescinded
then
Destroy.
Page72 of 155
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3.3 BUDGETING

The activitesof preparing budget submissions and managing the allotment of revenues and expenditures

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DEE(T)ETITTSNN AAé\'T'?ON
NUMBER (DAN)

DESIGNATION

GS 01040 | Allotment Management and Budget Development Retainfor 6 years after end

Rev. 1 Recordgelating to the development of agency budget proposals and the managemer| ©f biennium
allotments. then

Includes, but is not limited to: Destroy.

1 Allotment submittals;

1 Budget proposals/decision packages;

1 Legislative notes;

9 Supporting/backup documentation;

1 Related correspondené@mmunications
Excludes

i Strategic plans developed in accordance with RCW 43.88.090 and covered b
Strategic Plang Final (Unpublished) (DAN GS 10001)

§ Office ofFinancial Managemefdtd NB O2NR& NBf I §SR G2
coordination ofallotment management and budget development

NONARCHIVAL
ESSENTIAL

(for Disaster Recovery.
OPR

3. FINANCIAL
MANAGEMENT
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3.4 CONTRACTS AND PURCHASING

The activity of managing purchasing records generated by state agencies in the course of procuring services, suppligsnant eq

DISPOSITION
RETENTION AND
AUTHORITY DESCRIPTION OF RECORDS DISPOSITION ACTION DESIGNATION

NUMBERDAN)
GS 06004 | Bids and Proposals Successful Retainfor 6 years after NONARCHIVAL
Rev.l Recordselating tobids and proposals made by other parties to provide the agevith | completion of purchase or | NONESSENTIAL
goods, servicesevenue or other benefits whichare accepted by the agency. fulfillment of contract OPR

Includesput is not limited to: then

1 Request for proposal or bid (RFP), request for qualifications/quotations (RFQ( Destroy.
specifications, etc.;

Notices (filed with newspaper, etc.);

Bid proposals, evaluation documents, statements of qualification, applications
etc.

Excludesecords covered by:

1 Bids and ProposatsUnsuccessful (DAN GS 06007)
1 Contracts and Agreements (DAN GS 01050)

1
1

3. FINANCIAL
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Washington State Archives

3.4 CONTRACTS AND PURCHASING

The activity of managing purchasing records generated by state agencies in the course of procuring services, suppligsnant eq

DISPOSITION
RETENTION AND
AUTHORITY DESCRIPTION OF RECORDS DISPOSITION ACTION DESIGNATION

NUMBERDAN)
GS 06007 | Bidsand Proposalg Unsuccessful Retainfor 3 years after bid NONARCHIVAL
Rev.1 | Recordselating tobids and proposals to provide the agency with goods, services, | award or cancellation date NON%SPSRENT'AL
revenue,or other benefits, whiclare not accepted by the agency. Includes bid proposal then
evaluation docurents, statements of qualification, applications (rental/lease), etc. Destroy:.

If agency decides not to proceed wiltpurchase or agreementecords also include:

1 Request for proposal or bid (RFP), request for qualifications/quotations (RFQ
specifications, etc.;
1 Notices (filed with newspaper, etc.).
Excludesecords covered by:

1 Bids and ProposatsSiccessful (DAN GS 0830
1 Contracts and\greements (DAN GS 01050)

3. FINANCIAL
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3.4 CONTRACTS AND PURCHASING

The activity of managing purchasing records generated by state agencies in the course of procuring services, suppligsnant eq

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DISE;%T'TTI'OONN :CNT?ON DESIGNATION
NUMBERDAN)

GS 01050 | Contracts and Agreements Retainfor 6 years after NONARCHIVAL

Rev.2 | Instruments signed by the agency and one or more parties that set out terms and | termination or expiration of ESSENTIAL

. . . . . H for Di R
conditions to which the signing parties agree or submit. Instrument (for 'Sag‘;Recovery

Also includes records relating to negotiatioamendmentsand contract monitoring. then
Includes, but is not limited to: Destroy.

Interagency, intraagency and intergovernmental agreements;
Lease, escroyand rental agreements;

Lending agreements (facility, equipment, vehicle);

Liability waivers (hold harmless, insurance, etc.);
Loanagreements (longerm debt, etc.);

Master depositorycontract (banking);

Personal service, client service, purchasing agreements;
Purchase and sales agreements (fwapital asset purchases only);
Vendor bonds;

Warranties;

Related correspondence/communications.

Excludes

1 Bond project loan agreements covereg taxExempt Bonds (DAN GS 01069)
1 Public records transfer agreements with Washington State Archives covered |
Transfer of Legal Custody (DAN GS 11001)

=4 =4 -4 -4 _8_98_4a_48_-4_-49_-2
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3.4 CONTRACTS AND PURCHASING
The activity of managing purchasing records generated by state agencies in the course of procuring services, suppligsnant eq
?3?83:;?? DESCRIPTION OF RECORDS Dlglfgi'l\'TTlg)NN :CNT?ON DESIGNATION
NUMBERDAN)
GS 06002 | Purchase Authority Retainfor 6 years after NONARCHIVAL
Rev. 0 Authority for an agency to accomplish its own purchases. Mastate form GENPUR007 | Superseded ESSENTIAL
or similar agencgpecific form. then (for D'Sagt‘;;ecovery
Destroy.
GS 06001 | Supply and Equipment Requests Retainfor 30 days after date| NONARCHIVAL
Rev. 0 Internal agency documentssed to request the put@ase of supplies and equipment. of receipt NONEIS:;ENT'AL
then
Destroy.

3. FINANCIAL
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3.5 GRANTMANAGEMENT

The activities associated with the administration of grants received by state agandiggants given out byhe agency including the fgranting of

federal grant monies.

?3?83:;?? DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN DISPOSITION ACTION
GS 23002 | Grantslssued by Agencyg Applications (Denied) Retainfor 1 year after grant | NONARCHIVAL
Rev.1 | Records relating tgrantapplications that werelenied by the agency. application denied NON%SPSRENT'AL
Includes, but is not limited to: then
1 Applications Destroy.
1 Grant evaluation summaries;
9 Letters ofdeniat
1 Related correspondence/communications
GS 23001 | Grants Issued by Agene, Applications (Successful) Retainfor 6 years after end NONARCHIVAL
Rev.1 | Records relatingp grants administered and/or issued by state agencies, including of fundingperiod grantcycle ESSENTIAL
continuous grants. and (for Disaster Recovery
- e . completion of all grant OPR
Includes, but is not limited to: :
requirementsfor that cycle
1 Announcement parameters, applications, evaluation summaries; then
1 Notification of grant awards, projéstatus, fiscal reports;
§ Grant monitoring, audit reports; Destroy.
1 Modifications and amendment requests;
1 Progress and compliance reports prepared and submitted by the grantee
1 Related correspondence/communications
Excludes final deliverables/reports received eed by:
i State Publications (DAN GS 15008)
1 Studies (Major; Final Reports (Unpublished)



: ; n: 5 State Government Generd&tecords Retention SchedUl8GGRR<E
Office of the Secretary of state Version 6.1(June2020

Washington State Archives

3.5 GRANTMANAGEMENT

The activities associated with the administration of grants received by state agandiggants given out byhe agency including the fgranting of
federal grant monies.

E:S'Fr)ggglﬂ\l DESCRIPTION OF RECORDS DISIE;E'I\'TTS)NN :CNT?ON DESIGNATION
NUMBER (DAN
GS 23003 | Grants Issued by Agen@yProgram Administration Retainfor 6 years after end NONARCHIVAL
Rev.1 |wSO02NRa NBftFdAy3a (2 (w8 ant @infithaclizassistéhyer y of funding periodgrantcycle NONESFfAENT'AL
programs (such as loans, scholarships, etc.). then
Includes, but is not limited to: Destroy.
9 Fiscal reports;
1 Auditingreports,
1 Related correspondence/communications.
Excludes records covered Bgvertising and Promotion (DAN GS 05006)

3. FINANCIAL
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3.5 GRANTMANAGEMENT

The activities associated with the administration of grants received by state agandiggants given out byhe agency including the fgranting of

federal grant monies.

N%E‘EE(E:R(’T&: DESCRIPTION OF RECORDS DISE;‘;’?‘TT'OONN :CNT'?ON DESIGNATION
GS 23004 | Grants Received bfgency Retainfor 6 years after end NONARCHIVAL
Rev.l Records relating to grant projects and funds received and expended byegfateies of fundingperiod grantcycle ESSENTIAL
including any continuous grants. and (for D'Saglirsecovery
Includes, but is not limited to: completion ofall grant
1 Requests for Proposals (RFPs), agency application; E:Sggi??:éjm
Notifications of grant awarddiscal reportsand supporting documentation; . .
E Grant monitoring, audit reporl,tss, comppliaflce repcl?r?s; ’ ][i?]iﬂ(r:ie; gtn ;fu’ssugggsr;?: )Of
1 Time keeping/time and effort reports and suppaigi documentation (if required);
1 Modification requests, progressnd status reports; then
1 Related correspondencesmmunications. Destroy.
Excludes final deliverables/reports covered by:
9 State Publications (DAN GS 15008)
1 Studies (Major}; Final Reports (UnpublishedAN GS 10016)
Note:If federal retention requirements ashorterthan 6 years, the records must still be
retained for the minimum 6 years after end of grant period/cycle to satisfy state requirems
GS23006 | Grants Receivedby Ageng ¢ Unsuccessful Applications Retainuntil no longer NONARCHIVAL
Rev. 0 Records relating to unsuccessful grant applications made by the state agency to grarl heeded for agency business NONEIS:;ENT'AL
issuing entities. then
Destroy.
PageB0 of 155
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3.6 TRAVEL
Theactivity relating to theauthorization,arrangementand reimbursement for travel.
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN DISPOSITION ACTION
GS 07001 | Travel Retainfor 6 years after end | NONARCHIVAL
Rev.2 Records documenting travel undertaken by employees andemployees of fiscal yeain which travel NON%SPSRENT'AL
Includes but is not limited to: was completed
1 Travel authorizatios; then
f  Arrangemens (including visas for overseas travel); Destroy.
1 Travel receipt documentation
1 Reimbursement of expenses (including advance payments).
3. FINANCIAL
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4. HUMAN RESOURCE MANAGEMENT
The function of managing tretate3 2 SNY YSy G | 3Sy0eQa ¢2N] F2NDOS o

4.1 ATTENDANCE AND LEAVE
The activity of documenting employee attendance aathorizingleave.
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DIFSQIEgi’I\IT-II—g)NN :CNT?ON DESIGNATION
NUMBER (DAN
GS 03030 | Attendance and Leave Records Retainfor 6 years after end NONARCHIVAL
Rev.l Recordgelating to employee requests and appals of attendance and leave. of fiscal year NON%SPSRENT'AL
Includes, but is not limited to: then
1 Annual and sick leay@ersonal and contractual holidays; Destroy.
1 Compensatory, exchanger overtimeearned
1 Requests/approvals/deniafer any form of leave (including leave without pay);
1 Approvals and designations;
1 Leave dnation documentation;
1 Returred/unusedleave administration;
1 Time cardsnd time sheets, etcdocumenting hours worked (including overtime
Excludes
1 Recordsequired to document time and effort as part of grant requirements
covered byGrants Received by Ager(©AN GS 23004)
1 Requests/approals for use of Family and Medical Leave Act (FMLA) and shar
leave covered byersonnet Health-Related Records (Routine) (DANIGE4.
Note: Time cards or time sheetkat are required for retirement verificatigorior to the use of
HRMS are to be retained undeetirement VerificatioflDANGS 0303R
4. HUMAN RESOURCH
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4.2 AUTHORIZATIONERTIFICATION

The activity of agenogmployeeqincludng contractors and volunteersgceivingauthorization/approval, or fulfilling certification requirements, as
required by regulating authorities for purposes relating to employee job actiEketudes thgranting of approval bystate government agencies

acting in a regulatory capacity, which is covereddencyschedules.

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS Dlglfgi'l\'TTlg)NN :CNT?ON DESIGNATION
NUMBER (DAN
GS03046 | Authorizations/Certificationsg HumanResources (General) Retainfor 6 years after NONARCHIVAL
Rev.0 Records relating ticenses, permits, accreditations, certificatipaad other authorization/certification NONESSENTIAL
authorizationg(such as drive® licenses, etcacquired bystate government agency superseded or terminated OPR
employees in certain positions (inciad contractors and volunteerdhat are either or
required by or received from regulating authorities (such as local, stafederal 6 years after sparation from
agencies and/or court order/rulejyhere not covered by a more specific records series| agencywhichever is sooner
Includes, but is not limited to: then
1 Appications/confirmations; Destroy:
1 Reports;
9 Violations/corrections, etc.;
1 Related correspondence/communications
GS03047 | Authorization to Use Personal Equipment/Devices for Work Purposes Retainfor 6 years after NONARCHIVAL
Rev.0 Records relating to the agency granting approval for employees to use their personal @pproval superseded/ NONESSENTIAL
owned equipment/devices, known as BY©OBring Your Owevice (such as laptops, | terminated/request denied OPR
phones, tablets, furniture, weapons, vehicles, etc.) for wetlated purposes. then
Includes, but is not limited to: Destroy.
1 Requests from employees;
1 Approvals (including conditions of use);
1 Revocation of approvals.
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Office of the Secretary of State
Washington State Archives

4.3 BENEFITS

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

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DISE;E'I\'TTlg)NN :CNT'?ON DESIGNATION
NUMBER (DAN
GS03048 | Benefits Enrollment and Participation Retainfor 6 years after date | NONARCHIVAL
Rev.0 | Records relating to the enrollment and participation of employees in various benefit | Of separation from agency | NONESSENTIAU
TR OFM
programs and packages offered to state emplaysach as health/disability/life insamce | or
deferred compensatioretc. 6 years aftewithdrawal from
Includes, but is not limited to: participation whichever is
1 Determinations of eligibility; sooner
1 Applications for enrollment/participation; then
1 Name, addresstatus,and dependent modificatioishanges. Destroy.

Excludesecords covered hy

1 Voluntary Employee Beneficiary Association (VHERANGS 03045
1 Retirement VerificatiofDANGS 0303R

4. HUMAN RESOURCI
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4.3 BENEFITS

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

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DISE;EII\IT-II—IOONN:CNT?ON DESIGNATION
NUMBER (DAN

GS 03037 | Commute Trip Reduction (CTR) Program Retainfor 6 years after end | NONARCHIVAL
Rev.1 |wSO2NRa NBfFiGAy3a G2 Ly 38y0Oeqa LINEYz2(offiscalyear NONESSENTIAL
commute trips such as encouraging use of public transit,giideing, bicycle commute then OPR
options, incentivesand alternatives such as telecommuting. Destroy.

Includes, but is not limited to:

1 Bonus voucher certification forms;

1 Registration and participant forms;

1 Incentives;

1 Parking tacking files;

1 CTR performance evaluations/reports/surveys/questionnaires.
Excludesecords covered bRReporting/Filing (Mandatoryd EmploymerRelated DANGS
03056.

4. HUMAN RESOURCI
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4.3 BENEFITS
The activity of compensating employees via means other than salaries and wages.
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DISE;‘;'I\'TTIS)NN :CNT?ON DESIGNATION
NUMBER (DAN
GS 03032 | Retirement Verification Retainfor 60 years after datg NONARCHIVAL
Rev.1 |wSO02NRa NBtFGAY3 (2 |dgeunemaliibdity £m8 evtitleniert to | Of separation from agency ESSENTIAL
. . (for Disaster Recovery
retirement benefits. then OFM
Includes, but is not limited to: Destroy.
1 Enroliment;
1 Salary and employment dates;
1 Appointment letters;
1 Monthly salary;
1 Hoursworked;
1 Time cards, time sheeter payroll registersf necessary to verify retirement
information;
9 Other eligibility documentation such as position retirement worksheets or
retirement reviews as necessary.
Excludes:
1 Records covered Bgenefits Enrolimerdnd Participation (DAN @3048;
1 Records covered byoluntary Employee Beneficiarysasiation (VEBA) (DAN GS
03045)
T Records of the Department of Retirement Systems.
4. HUMAN RESOURCIH
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4.3 BENEFITS

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

?3?33:;%’“ DESCRIPTION OF RECORDS Dlglfgi'l\'TTl'ooNN :CNT?ON DESIGNATION
NUMBER (DAN
GS 03013 | Tuition Reimbursement Retainfor 6 years after NONARCHIVAL
Rev. 1 Records relating to tuition reimbursement requests for educati@oairses taken by completion of course NONESSENTIAL
employees as part of staff development for institutions of higher education for then OFM
qualified dependents if part of benefits package. Destroy:.
Includes, but is not limited to:
1 Requests for reimbursement and supporting documentation;
1 Course documentation/curriculum;
1 Approvals for reimbursement.
GS03049 | Unemployment Insurance Claims Retainfor 6 years aftefinal NONARCHIVAL
Rev. 0 Records relating to unemployment claims filed by individuals against agency. resolution ofclaim NONEIS:;ENHAL
Includes, but is not limited to: then
f Individual claims; Destroy.
1 Documentation of acceptance/deali
1 Any appeals of claims.
GS 03045 | Voluntary Employee Beneficiary Association (VEBA) Retainfor 6 years after end | NONARCHIVAL
Rev. 1 Records relating to approved participation in the VEBA health reimbursement of calendar year NONEIS:;ENT'AL
account/plan by retirementligibleemployees in the voting group. then
Includes, but is not limited to: Destroy.
9 Lists of &gible employees;
i Ballots and vote counts.
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4.4 LABOR RELATIONS

The activityrelating to the relationships between agencies and labor unions anddiménistration of negotiations and contracts

?Sigggll%’\l DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN DISPOSITION ACTION
GS 09014 | Labor Union Administrative FilesAgency Relations Retainfor 2 years after date | NONARCHIVAL
Rev. 1 Recordgelating to the agency and labor unionagons. of document NON%SPSE{ENHAL
Includes, but is not limited to: then
1 General meeting files and minutes; Destroy.
1 Related correspondendeommuniations
Excludesecords covered bZomplaints and Grievancetpheld(DANGS 0300B8and
Complaints and Grievancegxonerated (DAN GS 03006)
GS 09015 | Labor Uhion Contracts and Negotiations Retainfor 6 years after NONARCHIVAL
Rev.1 Records relating to contracts and negotiations held by the agency labor relations offi¢ contract superseded or ESSENTIAL
administate contracts and proceedings. terminated (for D'Sagtepr;ecovery
Includes, but is not limited to: then
1 Contracts and amendments: Destroy.
1 Employer and union proposals and counpgoposals;
1 Notices and negotiations related to changes to mandatory subjects;
1 Memoranda of understanding and letters of agreement.
Excludesecords of theOffice of Financial Managemegqtabor Relationsection
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4.5 MISCONDUCT/DISCIPLINE/GRIEVANCES

The activity of investigating and responding to employee miscongiiev;ancesand disciplinary matters.

DISPOSITION
AUTHORITY
NUMBER (DAN

DESCRIPTION OF RECORDS

RETENTION AND
DISPOSITION ACTION

DESIGNATION

GS 03006
Rev. 1

Complaintsand Grievanceg Exonerated

Records relating to complaingnd grievance§led in cases of affirmative action,
discrimination, equal opportunity employment, harassment issaes other workplace
conditions and issuea which the complainfproved to be unsubstantiatedMay be filed
by job applicants, the publiand represented and nerepresented state employees.

Includes, but is not limited to:

1 Filed complaints and grievances;

1 Supporting documentation;

1 Agency response and decisions;

1 Legal actions, arbitratiqgror mediation efforts;
1 Determinations andppeals.

Excluds records covered b§omplaints and GrievancedJpheld (DAN GS 03003)

Note: Records may be retained upon employee request and in case of pending legal
(reference RCW 41.06.450 and WAC-38040).

Note: RCW 40.14.050 and RCW 4@ad.vest authority to determine the retention period
public records in the State Recofélsmmittee,and not in the parties to a collective bargaini
agreement.

Retainuntil exoneration
then
Destroy.

NONARCHIVAL
NONESSENTIAL
OPR

4. HUMAN RESOURCIH
MANAGEMENT
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4.5 MISCONDUCT/DISCIPLINE/GRIEVANCES

The activity of investigating and responding to employee miscongiiev;ancesand disciplinary matters.

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS Dlgﬁgi'l\'TTl'ooNN :CNT'?ON DESIGNATION
NUMBER (DAN
GS 03003 | Complaints andsrievance ¢ Upheld Retainfor 6 years aftefinal NONARCHIVAL
Rev.2 Records relating taomplaints andyrievancediled in cases of affirmative action, determination ofcase ESSENTIAL
. .. . . . (for Disaster Recovery
discrimination, equal opportunity employment, harassment issaes other workplace then OPR
conditions and issues which the complaint/grievance was uphelday be filed by job | pestroy,
applicants, the publi@andrepresented and nomepresented state employees.
Includes, but is not limited to:
1 Filed complaints and grievances;
1 Supporting documentation;
1 Agency response and decisions;
1 Legal actions, arbitratiqgror mediation efforts
1 Determinationsand appeals.
Excluds records covered b§omplaints and GrievancegExoneratedDAN GS 03@&).
Note: RCW 40.14.050 and RCW 40.14.060 vest authority to determine the retention peric
public records in the State Records Commitiee not in the parties to a collective bargainin
agreement.
4. HUMAN RESOURCIH
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4.6 OCCUPATIONAL HEALTH AND SAFETY
The activity of creating and maintaining a safe and healthy work environment for emplbyaeades industrial insurance claims.
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DISE;‘;’?‘TTS)NN :CNT'?ON DESIGNATION
NUMBER (DAN
GS 03039 | EmployeeMedical andExposure Records Retainfor 30 years after datg NONARCHIVAL
Rev.1 | Recordsomprising the employee medical and exposure records as defined and manj Of separation from agency | NONESSENTIAL
in accordance witlthapter 296802 WAC then OFM
Includes, but is not limited to: Destroy.
1 Records concerning the health status of an employee wéiielmade or
maintained by a physician, nurse, or other health care personnel or techniciar
1 Medicalsurveillance and exposure documentation;
1 Medical dagnosis stemming from exposure;
1 Audiology history records (if position puts enyde at risk for hearing loss);
1 Industrial hygiene monitoring.
Note: For more information on requirements for retaining erypgéohealth and medical recorg
seechapter296-802WACand RCWA49.17.220.
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4.6 OCCUPATIONAL HEALTH AND SAFETY

The activity of creating and maintaining a safe and healthy work environment for emplbyaeades industrial insurance claims.

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DISE;EII\IT-II—IOONN:CNT?ON DESIGNATION
NUMBER (DAN

GS 03015 | Injury Claims Retainfor 7 years after claim| NONARCHIVAL
Rev.3 Records relating talaims filed by employees injured on the job. settled NON%SPSRENTlAL
Includes, but is not limited to: then

Agency copy of L & | claim forms; Destroy.
Accident/incident reports;

Physician diagnosis, progngsisd treatment reports;
Agency responsibility forms;

Accident Review Board case summaries;

Return to work plans (includes arygonomic assessments or reasonable
accommodation due to injury)
1 Other documentation related to claim.

Excludes
T Records covered ymployeeéMedical andeExposure Records (DAN GS 03039)

1 Records covered binjury Claimg Eye Injuries (DAN GS 03Q16)
1 Recods of the Department of Labor and Industries related to the claim.

Note: Retention based onyéarrequirement for injury claim@QV 51.32.160(1)(3)

= =4 -8 -4 -8 -9
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4.6 OCCUPATIONAL HEALTH AND SAFETY

The activity of creating and maintaining a safe and healthy work environment for emplbyaeades industrial insurance claims.

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DISE;EII\IT-II—IOONN:CNT?ON DESIGNATION
NUMBER (DAN

GS 03016 | Injury Claims; Eye Injuries Retainfor 10 years after NONARCHIVAL
Rev. 1 Records relating to claims filed by employees with eye injuries on the job. claim settled NON%SPSRENT'AL
Includes, but is not limited to: then
Agency copy of L & | claim fois; Destroy.
Accident/incident reports;
Physician and treatment reports;
Agency responsibility forms;
Accident Review Board case summaries;
Other documentation related to claim.
Excludes
T Records covered ymployeeéMedical andExposure Records (DAN GS 03039)
1 Records coveredby Injury Claims (DAN GS 03015)
1 Records of the Department of Labor and Industries related to the claim.

Note: Retention based on 4@arrequirement for eye injury clainfRGV 51.32.160(1}1)).

= =4 -8 -4 -8 -9

GS 09017 | Safety Data Sheets (SDS) or Allowed Substitute Record Retainfor 30 years after NONARCHIVAL
Rev.2 Safety dita sheets or allowed substitute records identifying hazardous chemical(s) by| Superseded ESSENTIAL
. .. . . . . (for Disaster Recovery
chemical and common namesg)d listing all ingredients which have been determined| or OPR
be health hazards accordance with WAC 28®1-14014 May include records of 30 years after chemicals are

hazardous chemical use and analyses using exposure or medical records (W882-296| no onger used
20010 and WAC 29802-20015).

Note: Safety Data Sheets were formerly known as Material Safety Data Sheets prior to M
2014.

then
Destroy.

4. HUMAN RESOURCI
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4.6 OCCUPATIONAL HEALTH AND SAFETY

The activity of creating and maintaining a safe and healthy work environment for emplbyaeades industrial insurance claims.

DISPOSITION RETENTION AND

AUTHORITY DESCRIPTION OF RECORDS DISPOSITION ACTION DESIGNATION

NUMBER (DAN

GS03050 | Safety Records Retainfor 5 years after end | NONARCHIVAL
Rev. 0 Recordsequired by the federal Occupational Safety and Health Administration (OSH/ ©f calendar year NONEIS:;ENT'AL
relating to maintaining a safe workplace/environment for employees. then
Includes, but is not limited to: Destroy.

1 Required OSHA 300, 3Q@hd 301forms;

1 Logs and supporting documentation;

1 Safety and incident reportsot part of a Labor and Industries claim;

i First aid treatments provided esite by a nomphysicianwhereno injury claims

filed.
Reference: 29 CER904.33
GS03051 | Wellness Programs Retainfor 2 years after end NONARCHIVAL
Rev.0 | Records relating to supporting dmpromotingemployee wellness. of calendaryear NONEIS:;ENT'AL
Includes, but is not limited to: then
1 Wellness campaigns and promotions, including flyers and participation Destroy.
information;

9 Classes, eventand wellness activities;
1 Wellness incentiveqrizes,and awards.

Excludes records coveréy Financial TransactionsGeneral (DAN GS 01001)

4. HUMAN RESOURCI
MANAGEMENT Paged4 of 155



n S State Government Generd&ecords Retention SchedUl8GGRR¢E
Office of the Secretary of state Version 6.1(June2020

Washington State Archives

4.7 PAYROLL
The activity relating to the monetary compensatiorenfployees on a periodic basis.
DISPOSITION

AUTHORITY DESCRIPTION OF RECORDS DISE;EII\IT-lI—g)NN:CNT[I)ON DESIGNATION
NUMBER (DAN

GS03052 | Internal Revenue Service (IRS) Foqizayroll Retainfor 4 years after NONARCHIVAL
Rev. 0 Records relating tthe Internal Revenue Service forms to authozeequest tax superseded NONEIS:;ENT'AL
withholding/exemgions andthat are held by employer. or
Includes, but is not limited to: 4 years aftedate of
 W-4¢ Employe@ WithholdingAllowanceCertificate; separation from agency
1 W-9¢ Request for Taxpayer ID Number and Certification. whichever is sooner
then
Destroy.
GS 03031 | Payroll Files; Employee Pay Id&tory Retainfor 6 years after date | NONARCHIVAL
Rev.1 | Records relating to the pay history of individual employees. of separation from agency ESSENTIAL
- o (for DisasterRecovery)
Includes, but is not limited to: then OPR
1 Documentation of employee pay $tss; Destroy.

1 Payroll deductions (taxes, insurance, parking, donations, miscellaneous)
1 Garnishment or other liens/attachments;

9 Authorizations for deductions/direct deposit

1 Other documentation concerning employee payroll.

Excludes records covered Bgtirement Verificatio(DANGS 03032

Note: Current deductions and authorizations are to be held by originating agency until
retention is met.

4. HUMAN RESOURCI
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4.7 PAYROLL

The activity relating to the monetary compensatiorenfployees on a periodic basis.

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DISE;EII\IT-II—IOONN:CNT?ON DESIGNATION
NUMBER (DAN

GS 03033 | Payroll Processing, Distribution and Reporting Retainfor 6 years after end NONARCHIVAL
Rev.1 | Records relating to the processing of payroll and repestsd by personnel/payroll officeq Of fiscalyear NONESSENTIAL
to verify actions, detail distribution of payroll costéad ascertain accuracy and then OFM
accountability. Destroy:.

Includes, but is not limited to:

1 Documents that reflect psonnel actions;

1 Internal Revenue Service (IRS) reports submitted to the IRS such as 1099, 94
and W-2.

State income tax quarterly filings for other states;

Quarterly reports and filings for Labor and Industries (L & |) and wages;
Warrant cancellatios and electronic fund transfers;

Detail reports, yeato-date costsand cumulative summary expense reports;
Status reports and adjustments;

Payroll distribution and other related costs.

Excludes records covered by:
1 Retirement Verification (DAN GS 03032)

1 Payroll Fileg Employee Pay History (DAN GS 03031)
1 Reporting/Filing (Mandatory EmploymeniRelated (DAN G¥056.

=4 =4 -4 8 _a 9
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4.7 PAYROLL
The activity relating to the monetary compensatiorenfployees on a periodic basis.
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DISIE;E'I\'TTS)NN :CNT?ON DESIGNATION
NUMBER (DAN
GS 01060 | Payroll Register Retainfor 60 years aftedate | NONARCHIVAL
Rev. 1 Records relating to theertified record of agency payrall certified (or ESSaEtErNREQL-W
Includes, but is not limited to: then OPR
1 Payroll certification signed by agency headlesignee; Destroy.
1 Payroll deductions of each agency employee;
1 Net pay of each agency employee;
T Time worked.
Note: May be used to assist in providing retirement verification if adequate time worked d
contained in payroll register§ee Retirement Verificatigp ANGS03032.
4. HUMAN RESOURCH
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4.8 PERFORMANCE MANAGEMENT

The activity okvaluating and directing employee performance progress and .goals

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN DISPOSITION ACTION
GS 03002 | Performance Evaluationg Employee Retainfor 3 years after NONARCHIVAL
Rev.1l Records relating to regularly scheduled performance evaluations of employees. comple_tlon of next NONEIS:;ENT'AL
Includes, but is not limited to: evaluation
1 Completed and signed evaluations; then
1 Expectations review and acceptance. Destroy.
Note: RCW 40.14.050 and RCW 40.14.060 vest authority to determiregghgon period for
public records in the State Records Committee, and not in the parties to a collective barg
agreement.
GS 03024 | Performance Evaluations Supervisor Preparation Retainuntil completion of NONARCHIVAL
Rev. 1 Records gathered by an employee's supervisor in preparation for emplgyedsmance | €valuation NONEIS:;ENT'AL
evaluation. and
Includes, but is not limited to: resolution of any ongoing
1 Notes of performance, trainingnd development; performance issues
1 Job assignments; then
I  Other related documentation. Destroy.
Note: RCW 40.14.050 and RCW 40.14.060 vest authority to determine the retention perig
public records in the State Recoftlsmmittee and not in the parties to a collective bargainin
agreement.
4. HUMAN RESOURCIH
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49 PERSONNHISTORY
¢CKS FOGAGAGE 2F R2 Odzy$ yiistos Bith kthe agdnyyRricldiing atmtrcrs and Yoldfteerd Y S v

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DISE;EII\IT-II—IOONN:CNT?ON DESIGNATION
NUMBER (DAN

GS03053 | Disclosure of Former Employee Information to Prospective Employers Retainfor 3 years after NONARCHIVAL
Rev.0 | Records relating to the disclosure of information (such as hiring recommendations, | disclosure of information NONESSENTIAL
employment/income verifications, etc.) abofgrmer employees to prospective employe| then OPR
or employment agencies in accordance with RCW 4.24.730. Destroy.

Includes, but is not limited to:
1 Written logs;
1 Disclosure releases/statements;
1 Copies of information provided.
Excludes:
9 Disclosure of information abowurrentemployees covered byersonnet
Employment History Files (DAN GS 03042)
1 Public records requests covered Byblic Disclosure/Records Requests (DAN G
05001)

Note: Retention based ony&ar statute of lintations for personal injury (RCW 4.16.080) an
2-year requirement in RCW 4.24.730.

4. HUMAN RESOURCI
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DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DISE;%T'TTI'OONN :CNT?ON DESIGNATION
NUMBER (DAN
GS 03042 | Personnek Employment HistoryFiles Retainfor 6 years after date | NONARCHIVAL
Rev.1 |wSO2NR& NBfFGAY3I G2 Iy AYRAGARdZ t Qa § Y of separation from agency ESSENTIAL
. .. (for Disaster Recovery
documentation related to the position held. then

OPR
lfa2 AyOfdzRSa NBO2NRa NBfFdAy3a G2 I @7 Destroy
Includes, but is not limited to:

Applications, resumesind appointment letters;

Position eligibility and position held;

Eligibility requirements for position (certifications, transcrjpts

Disclosure of information to prospective employers in accordance with RCW
4.24.730.

Excludes records covered by:

1 Complaints and Grievanceg€xonerated (DAN GS 03006)
1 Complaints and GrievancedJpheld (DAN GS 03003)

1 Performance EvaluatiomsEmployegDAN GS 03002)

1 Retirement Verification (DAN GS 03032)

Note: See State HR DirectivedI3Personnel File Standards and Electronic Personnel File
Transfer Procedures.

1
1
1
1

4. HUMAN RESOURCIH
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49 PERSONNHISTORY
¢CKS FOGAGAGE 2F R2 Odzy$ yiistos Bith kthe agdnyyRricldiing atmtrcrs and Yoldfteerd Y S v

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DISE;EII\IT-II—IOONN:CNT?ON DESIGNATION
NUMBER (DAN

GS03054 | Personnek Health-RelatedRecordgRoutine) Retainfor 6 years afterdate NONARCHIVAL
Rev.0 | Records relating tthe health of employeewhere not covered by Employee Medical an| of separation from agency NONEIS:;ENT'AL
Exposure Records (DAN GS 03039) or another more specific records series then
Includes, but is not limited to: Destroy.

1 Ergonomic assessments (for routine prevention and if-imjury-related);

1 Reasonable accommodation (if nomjury-related)

1 Documentation of known medical conditions (for awareness in case of medica
emergency that would assist rapid response and treatment);

1 Documentation of ongoing medical treatment (if rnerposure or nn-injury
related and necessary for job performance/reasonable accommodation)

1 Requests/approvals for use of Family and Medical Leave Act (FMLA) and shg
leave

Excludes records covered BynployeéMedical andeExposure Records (DAN GS 03039)

Note: Medical records should be retained by originating agencyanioe included as paof
an interagency transfer.

4. HUMAN RESOURCIH
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4.9 PERSONNHEISTORY

¢tKS FOGAGAGe 27F R2 Odzy S ytistosy @ith khg agdngyRricl@oinéamtractodis an8 Wluiiteerd Y Sy
?S?SSIFL%N DESCRIPTION OF RECORDS DI;E;ET'TTIS)NN :CNT'?ON DESIGNATION
NUMBER (DAN
GS03055 | Personnek Routine Transactions Retainuntil superseded NONARCHIVAL
Rev. 0 Records relating to employe@sutine personnel transactions or tasks that at affect then NONEIS:;ENT'AL
employment history, payrolperformance or retirement status/eligibility. Destroy:.
Includes, but is not limited to:
1 Changes to wrk schedules and assignments;
1 Location codes;
1 Name/address/statuemergency contacthange documentation;
1 Miscellaneous tracking forms.
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4.10 POSITION DEVELOPMBNDSTAFF STRUCTURE

The activity oflevelopingob positions and the organizational structuring of staff

DISPOSITION

AUTHORITY DESCRIPTION OF RECORDS Dlgggi'l\‘TTlg)NN :CNT?ON DESIGNATION
NUMBER (DAN

GS 03010 | Position History Retainuntil nolonger NONARCHIVAL

Rev. 1 Records relating tthe history of each position arjdb classifications which apply to needed for agency business NON%SPSRENT'AL
positions held bymployees of the agency then
Includes, but is not limited to: Destroy.
9 Allocations andeallocations;
1 Training plans specific f@osition;
1 Selective certification and required eligibility;
1 Position descriptions
Excludes the master files for Job Specifications and Exempt Position Files held by th
of Financial Management/State Human Resources Division (SHRD).
GS 03019 | Reduction In Force FilesAgency Retainfor 6 yearsafter NONARCHIVAL
Rev. 1 Records relating to the process and implementationeafuctionin force actions by conclusion of any pending NONESSENTIAL
agencies. action OPR
Includes, but is not limited to: then
f Agency decisions, meeting minutes; Destroy.
1 Required notifications;
1 Reports andelated correspondence.
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4.11 RECRUITMENT/HIRING

The activity ofecruiting, hiring, interviewing, selentj, and employing individual$ncludessolunteers and contractors

?S‘Frﬁgglﬂ\l DESCRIPTION OF RECORDS Dlgggill\lTTllooNN :CNT'?ON DESIGNATION
NUMBER (DAN
GS 03022 | Applications/Resumesg Unsolicited Retainfor 2 yearsafter NONARCHIVAL
Rev.1l Records relating to unsolicited requests jol consideration and employment inquiries. received NONEIS:;ENT'AL
Includes, but is not limited to: then
1 Unsolicited job pplications/resumes received:; Destroy.
1 General pospective employment inquiries
Note: Retention based dyearrequirement irR9 CFR § 1602.31
GS 03036 | Employment Eligibilityg U.S. Citizenship anleinmigration ServiceslySa@s) Retainfor 3 yearsafter date NONARCHIVAL
Rev.1 Records relating to the verification employment eligibility within the United States. of hire NON%SPSRENT'AL
Includes, but is not liméd to: or
 Federal 9 forms: 1 year afterseparation from
f H-1B labor condition applications and approvals; agency,
1/ 2LASa 2F QI f{ passporshidtiesidaideritificaiény & S whichever is later
9 Copies of certificate of naturalization and supporting documentation. then
Reference: 8 CFR § 27420 CFR 655.760 Destroy.
Note: This series applies to any applicants that araialty hired.For those not hiredheir
recruitment records are to be covered under Recruitmetmployee (DAN GS 03012).
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4.11 RECRUITMENT/HIRING
The activity ofecruiting, hiring, interviewing, selentj, and employing individual$ncludessolunteers and contractors
?3?33&?? DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN DISPOSITION ACTION
GS 03012 | Recruitmentg Employee Retainfor 3 years after NONARCHIVAL
Rev. 1 Records relating to thprocessof recruitment and selection of employeemcludes completion of NONESSENTIAL

applicants screened burot interviewed. recruitment/hiring process OPR

Includes, but is not limited to: then
1 Jobannouncements and postings; Destroy.
9 Job description and qualifications;
9 Eligibility lists for specific positions;
1 Applications, resumesnd test results;
1 Applicant profile data;
9 Scoring, ranking and selection criteria;
1 Interviewquestions and evaluations
1 Background and criminal history checks
1 Reference check questions and answers

Excludesuccessful applicant records coverey
1 Personnet Employment History Files (DAN GHA@R&and
1 Employment Eligibilitg U.S. Citizenship adohmigration ServiceQJSCIS(DANGS

03036)
Note: Retention based ony&ar statute of limitations fothe commencement of actions for
employment discrimination (injury to the rights of othgRTW 4.16.080)
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4.12 REPORTING

The activity of providing information about agency employees, voluntaedscontractors as required by regulating authorities.

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DISE;EII\IT-II—IOONN:CNT?ON DESIGNATION
NUMBER (DAN

GS03056 | Reporting/Filing (Mandatory)g Empbyment-Related Retainfor 4 years after NONARCHIVAL
Rev.0 | Records relating to employment and submitted to regulatory agencies as required by| compiledsubmitted to NONESSENTIAL
federal, stateor local lawwhere not covered by a more specific records seriesludes | fegulatory agency OPR
reports, confirmation of submission, correspondence, inquiries, etc. then

Also includes employmentlated reports equired by regulatory agencies to be compilg Destroy.
(but not submitted).
Includes, but is not limited to:
1 Employer Information Report EEL filed with the Equal Employment Opportunit
Commission according 20 CFR § 1602.7
1 New Hire Reports filed with the Department of Social and Health Services (DS
acording toRCW 26.23.040
1 Commute trip reduction plans and annual progress repmtgiired underRCW
70.94.531 and RCW 70.94.534.

4. HUMAN RESOURCIH
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4.13 SEPARATION

The activity oiin employee leavinthe agency (voluntaly or involuntaily), leaving stateserviceor transferring to another state agency

?S‘Fr)ggglg(’\l DESCRIPTION OF RECORDS Dlglfgi'l\'TTl'ooNN :CNT'?ON DESIGNATION
NUMBERDAN)
GS 03040 | Exit Interviewg Personnel Retainfor 3 years afterexit NONARCHIVAL
Rev.l Documentation of infamation gainedduring an exit interview with aemployee interview completed NONEIS:;ENT'AL
separating from the agency then
Destroy.
GS03057 | Interagency Transfers Retainfor 6 months after NONARCHIVAL
Rev.0 Records relating tthe transfer process of personnel records for an employee leaving { transfer verification NONEIS:;ENT'AL
state agency and transferring to another state agency. then
Includes, bufs not limited to: Destroy.
1 Send and receipt information and verifications.
Note:Documentation of the originals seistto remain with the originating agency and held f
the same retention and disposition as the original records.
Reference: State HR DirectiveBPersonnel File Standards and Electronic Personnel File
Transfer Procedures.
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4.14 STAFF DEVELOPMENT
FOGAGAGE 2F SYKL yOASKE thdoghlir@akssed @aindg YLIS G Sy OA Sa | yR

¢t KS

DISPOSITION
AUTHORITY
NUMBER (DAN

DESCRIPTION OF RECORDS

RETENTION AND
DISPOSITION ACTION

DESIGNATION

GS 22003
Rev.l

Training Fileg; Employee

Recordglocumenting the training history of individual employees participating in traini
orientations,and staff development programs.

Training may include:

1 Internal agency training for ethics, diversity, safetyd other policies;
1 Internshipsapprentice programs;
I External training as requested or required.

Includes, but is not limited to:

1 Signin or attendance documentatiol-no certificate or other documentatiois
issued as evidence of completion, satisfactionattendance;

Policy review eknowledgements;

Certificates/credentials/licenses awarded or renewed;

Test results if necessary for continued certificatiet,;

Continuing education hours/credits/points.

=a =4 —a -9

Retainfor 6 years after
separation from agency

then
Destroy.

NONARCHIVAL
NON-ESSENTIAL
OPR
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5. INFORMATION MANAGEMENT
The function of managing thetate3 2 @ S NJ/ Y S vy iecoldsgaBdyif@r@alién, including forms and publicationsyail services, library services, records
managementand public disclosure.

5.1 FORMSMANAGEMENT
The activity ofirafting, producingandma/ I 3Ay 3 GKS adl 4SS Fr3SyoeqQa F2Nka
IﬂLSJ'Fr)SSIRTllT?(N DESCRIPTION OF RECORDS Dlgggi'l\gg"\'cﬁ%?\l DESIGNATION
NUMBER (DAN
GS 12004 | Formsg Accountable Retainfor 6 years after end NONARCHIVAL
Rev.l Unused, prenumbered forms such as checks, receipts, invoices, meal ticieddicenses.| Of fiscal yeam which form NONESSENTIAL
Note: These records are retained for audit purposes. was created/printed OFM
then
Destroy.
GS 12001 | Formsg Development Retainuntil no longer NONARCHIVAL
Rev.1 | Records relating to the desigereation,and revision of agenegreated forms. needed for agency business NONEIS:;ENT'AL
Includes, but is not limited to: then
1 Job descriptions/specifications/design records; Destroy.
1 Sample job products/proofs/samples.
GS 12003 | Formsg Inventory Files Retainuntil superseded or NONARCHIVAL
Rev. 0 Inventories of stocks of forms on hand. obsolete NONEIS:;ENT'AL
then
Destroy.

5. INFORMATION
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5.1 FORMSMANAGEMENT
The activity ofirafting, producingand ma/ I 3Ay 3 (G KS aidl iS F3SydeqQa F2N¥A

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DISE;EII\ITTIOOAI\IC%%I?\I DESIGNATION
NUMBER (DAN

GS12005 | Formsg Master Set Retainuntil use of form NONARCHIVAL
Rev. 0 Master set of all forms created by the agen&iso includes source materials (.pdfs, ceases ESSENTIAL
.. . (for Disaster Recovery
cameraready masters, original photographs/images, etc.) then OFEM
Destroy.

5. INFORMATION



SNS

Office of the Secretary of State

Washington State Archives

State Government Gener&tecords Retention Sched(8GGRRS

Version 6.1(June2020

5.2 LIBRARY SERVICES

The activity of circulating a collection of materials. Includes pdginol,and internal agency libraries.

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DISE;E'I\'TTIS)NN :CNT?ON DESIGNATION
NUMBER (DAN
GS 15021 | Catalog Retain until no longer NONARCHIVAL
Rev.0 | Records describing the library information sources owned by the agency. needed for agency business| ~ ESSENTIAL
then (for Disaster Recovery
OFM
Destroy.
GS 15022 | Circulation Retainuntil no longer NONARCHIVAL
Rev.l Records relating to the borrowintgnding,and returning ofiterda Ay (G K S A | heeded for agency business NONEIS:;ENT'AL
collection. then
Includes, but is not limited to: Destroy.
9 Item circulation history;
1 User/patron records (applications for membership, borrower registration
parent/guardian permissions).
Excludes
T Interlibrary loans coverrbyCollection Control (DAN GS 15023)
1 Records relating to fine®es covered b¥inancial TransactiornsGeneral (DAN G
01001)andFinancial Disputes and Collections (DAN GS 01003)
5. INFORMATION
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Washington State Archives

5.2 LIBRARY SERVICES

The activity of circulating a collection of materials. Includes pdginol,and internal agency libraries.

DISPOSITION

AUTHORITY DESCRIPTION OF RECORDS DISE;%T'TTIS)NN :CNT?ON DESIGNATION
NUMBER (DAN

GS 15023 | Collection Control Retainuntil no longer NONARCHIVAL

Revl |wSO02NRa R20dzySyidAiy3d GKS LIKeaiOlf O2y N neededforagency business) ESSENTIAL

(for Disaster Recovery

Includes, but is @t limited to: then OPR
1 Accession and deaccession (discard) of items; Destroy.
1 Finding aids;

1 Interlibrary loans;
1 Shelf list/inventory of holdings.

Excludesecords covered by:

T Acquisition and DisposalAssets (Other than Real Property) (DAN GS 2,1001)

1 Contracts and\greements (DAN GS 010%@) agreements relating to bequests

1 Inventoriex; Capital Assets (DAN GS 160@8) collection items consided
capital assets);

1 Inventories; SuppliesCommoditiesand Parts (DAN GS 160@®r collection
items not considered capital assets)

5. INFORMATION
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5.3 MAIL SERVICES

The activity of managing the circulation of printed informatilmeludes incoming and outgoing, internal and external mail processes.

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DIQIE(EEII\ITTSDNN:C':\IT[I)ON DESIGNATION
NUMBER (DAN

GS 13003 | Mail Delivery and Receipt Retainfor 6 years after end | NONARCHIVAL
Rev.1 |wSO2NRa R20dzySydAy3a GKS | 38 yaib(esrs, pagkdgey Of fiscal year NON%%ENT'AL
etc.). then
Includes, but isot limited to: Destroy.

T Certified/registered/insured mail logs and return receipts;

1 Postage meter logs/reports;

T Private ground delivery registers/receipts (UPS, Federal Express, etc.);

1 Signed piclup and delivery receipts;

I United States Postal Service (USB®)s (certificate of bulk mailing, etc.).
Excludes @ntracts/agreements/permits relating to mailing services and equipment
covered byContracts and Agreements (DA&$ 01050

5. INFORMATION
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5.4 PUBLIC DISCLOSUFECORDS REQUESTS
The activityof responding to public records requests in accordancethétfPublic Records Athapter 42.56 RC\W)

DISPOSITION

NSl\LilTB:nggAYN] DESCRIPTION OF RECORDS DEE(T)';'I\'TTSA'\I'C%%?\I DESIGNATION
GS 05001 | Public Disclosure/Records Requests Retainfor 2 years after publiq NONARCHIVAL
Rev2 |wSO2NRa NBfFGAy3 G2 NBlIdSada FTNRBY KS |recordsrequestulfilled NONEJSPSRENT'AL
records in accordance with chapter 42.56 RCW. then
Includes, but is not limited to: Destroy.

1 Internal and externatorrespondence relating to the request;

1 Records documenting the public records provided to the requestor (copies or
of the records provided, etc.);

1 Records documenting the public records (or portions) withheld (exemption log
copies of portions redaed, etc.);

1 Records documenting administrative reviews relating to the request;

1 Public disclosure requests and appeals.

Excludes

1 Records that are the subject of the public records request (which must be reta

in accordance with the applicable recorsigies);

1 Records covered Wyrovision of Advicéssistancegr Information (DAN GS
09022)

5. INFORMATION
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5.5 PUBLISHING
The activity of drafting, producing, ad@l Y 3Ay 3 GKS &G G SnclidesSvgHiase@publisioed £ A OF G A2y a o

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS Dlgggill\l'l:ll-looNN:C’?\ITDION DESIGNATION
NUMBER (DAN

GS 15010 | Online Content Management Retainfor 1 year after onling NONARCHIVAL
Rev.1 | Recordslocumenting the publishinighanging2 ¥ G K$S I 3 nfetétand 2 y  content removed NONEIS:fAENT'AL
intranet) content. then
Includes, but is not limited to: Destroy.

1 Requests/approvals to upload/update/remove content;

1 Confirmation of content upload/update/removal;

1 Pointin-time record of webpage/site (screenshot, snapshot, site map).
Note: All published content consists of individeabrds which have their own separate

retention requirementsEach of these records must be retained for the current approved
minimum retention period(s) according to their applicable records series.

GS 15009 | Publicationsg Development Retainuntil no longer NONARCHIVAL
Rev.1 | Records relating to thdrafting, developmentdesign,and productiorof agencycreated | heeded for agency business NON(ED'S:;ENTIAL
publications. then
Includes, but is not limited to: Destroy.

9 Job descriptions/specifications/design records;

1 Sanple job products/proofs/samples;

9 Articles submitted for inclusion (including those not used);
1 Relatedcorrespondence/communications

Excludesinal publication covered b@tate Publications (DAN GS 15008)

5. INFORMATION
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5.5 PUBLISHING
The activity of drafting, producing, ad@l Y 3Ay 3 GKS &G G SnclidesSvgHiase@publisioed £ A OF G A2y a o

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN DISPOSITION ACTION
GS 15008 | StatePublications Upon publication ARCHIVAL
Rev.2 State pblications(as defined in RCW 40.06.010(4)), regardless of format, publishete | Transfer. (P;rgﬁ‘éggémﬁ'ﬁl‘_
agency and intended for distribution to state governmeng ublic or the Legislature. | q 2 copies of printed OFM
Includes, butisnot limited to: format publications,
1 Annual reports and other reports, manuals, brochures; and/or _
1 Newsletters, magazines, journals, periodicals; T 1 copy of electronic
1 Audio/video films/presentations. format publications
Note: Agencies are required to transfer copies of state publications to the Washington St{ t0 Washington State!brary
Lbrary in accordance with RCW 40.06.030 for permanent retention.
GS15011 | State Publicatios ¢ Transfers to LibraryAgency Compliance Records) Retainfor 6 years after end | NONARCHIVAL
Rev. 0 Records relating to thransfer/deposit of statepublications with the Washington State | f calendar year NON%SPSRENT'AL
Library in accordance with chapter 40.06 RCW. then
Includes, but is not limited to: Destroy.
9 Records documenting the deposit of agency publications;
1 Annual lists ohgency publications submitted to Washington State Library in
accordance with RCW 40.06.030(2);
1 Exemptions from deposit requirements received by the agency from the State
Librarian in accordance with RCW 40.06.030(3);
1 Related correspondené@mmunications
OEOf dzRS& 2 aKAy3IG2y {GFGS [ A0NI NBEQ& NJX
40.06 RCW.

5. INFORMATION
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56 RECORDS MANAGEMENT
The activity of systematically controlling the lifecycle ofstatel ISy 0@ Q& LJdzof A O NBO2 NRA 0 Golersivrindgyatiod |
to other formats and destruction/transfey.

DISPOSITION
AUTHORITY DESCRIPTION BECORDS RETENTION AND DESIGNATION
NUMBER (DAN DISPOSITION ACTION
GS 11011 | ConversiofConservationg Archival Records Retainuntil the ARCHIVAL
Rev.2 wSO02NRa R20dzySyiday3d GKS LINROSaa 27F 02 convertedrepairedArchival | (Appraisal Required
one form to another wher@ot captured in the metadata of the converted records. records are transferred to NONESSENTIAL
. . . I . . | Washington State Archives OFM
Also includes records documentittge repairandstabiliation ofdamaged Archival public
records. then
Includes, but is not limited to: Transferto Washington State

Archives for appraisal and

1 Migration of digital records (mapping schemas, testing reports, etc.); selective retention.

9 Digitizationof paperbased records (tests, inspection results, etc.);

1 Microfilming of digital and/or papebased records (arrangement of originals,
guide sheets, etc.);

1 Transfer of magnetic recordings

1 Records documentingooservation(repair/stabilizationreatments performed on
public records

Excludesource records covered [Source RecordsimagedMigrated (Archival) (DAN G
11014)

5. INFORMATION
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56 RECORDS MANAGEMENT
The activity of systematically controlling the lifecycle ofstatel ISy 0@ Q& LJdzof A O NBO2 NRA 0 Golersivrindgyatiod |
to other formats and destruction/transfey.

?3?832:%’\' DESCRIPTION RECORDS DIEE;E'I\'TT'OONN :CNT?ON DESIGNATION
NUMBER (DAN
GS 11013 | ConversiofConservationc Non-Archival Records Retainuntil the NONARCHIVAL
Rev.1 wSO02NRa R20dzySyiAy3a GKS LINP-ASaipuldiFrecGrasy convertedrepaired Non NONESSENTIAL
from one form to another wher@ot captured in the metadata of the converted records| Archival records have been OFM

destroyed in accordance wit
a current approved records
retention schedule

then
Destroy.

Also includes records documentittge repairandstabiliation ofdamaged NogArchival
public records.

Includes, but is not limited to:

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

9 Digitization of papebased records (testispection results, etc.);

1 Microfilming of digital and/or papebased records (arrangement of originals,
guide sheets, etc.);

1 Transfer of magnetic recordings;

1 Records documenting conservati(nepair/stabilizationreatments performed on
public records

Excludesource records covered [Source RecordsimagedMigrated (NortArchival)
(DAN GS 11@.

5. INFORMATION
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5.6 RECORDS MANAGEMENT

The activity of systematically controlling the lifecycle ofstatel ISy 0@ Q& LJdzof A O NBO2 NRA 0 Golersivrindgyatiod |

to other formats and destruction/transfey.

DISPOSITION
AUTHORITY DESCRIPTION RECORDS DISE;‘;’?‘TTS)NN :CNT'?ON DESIGNATION
NUMBER (DAN
GS 11005 | Destruction of Public Records Retainfor the life of the NONARCHIVAL
Rev.2 Recordslocumentingthe destruction & (G KS | 3Sy Oe& Qa LJdzo t A O | agency. ESSENTIAL
. o (for Disaster Recovery,
Includes, but is not limited to: OFM
9 Destruction logs;
1 Affidavits;
1 Agency authorizations;
9 Certificateshotices of destruction.
5. INFORMATION
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56 RECORDS MANAGEMENT
The activity of systematically controlling the lifecycle ofstatel ISy 0@ Q& LJdzof A O NBO2 NRA 0 Golersivrindgyatiod |
to other formats and destruction/transfey.

DISPOSITION
AUTHORITY DESCRIPTION RECORDS DISE;EII\IT-II—IOONN:CNT?ON DESIGNATION
NUMBER (DAN

GS 11009 | Records Control Retainuntil no longer NONARCHIVAL
Rev.2 wSO02NRa NBfFGAYy3I G2 GKS LIK&aarAOFt. | yR Aneededforagencybusiness NONESFfAENT'AL
Includes, butis not limited to: then

1 Essential records lists: Destroy.

9 Files classification schemes/guidelines;

1 Inventories;

1 Records center transmittals/retrievals;

1 Master indexes, lists, registers, tracking systems, datahaselsother finding aids
used to access public records designated as-Amhival.

Excludes recordsovered by:
1 Destruction of Public Records (DAN GS 11005
1 Transfer ofLegalQustody(DANGS 11001

Note: Master indexes, lists, registers, tracking systems, datajasé®ther finding aids for
public records designated as Archival should be retained with the records and transferreg
Washington State Archives.

5. INFORMATION
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56 RECORDS MANAGEMENT
The activity of systematically controlling the lifecycle ofstatel ISy 0@ Q& LJdzof A O NBO2 NRA 0 Golersivrindgyatiod |
to other formats and destruction/transfey.

DISPOSITION
AUTHORITY DESCRIPTION RECORDS DISE;EII\IT-II—IOONN:CNT?ON DESIGNATION
NUMBER (DAN

GS 11003 | Retention and Disposition Authorization Retainuntil no longer NONARCHIVAL
Rev2 |wSO2NR&a NBfFGAy3d G2 GKS NFoidnygeliwireckapter §0.1¢ needed for agacy business NONESFfAENT'AL
RCW. then
Incluces, butisnot limited to: Destroy.

1 Internal working guides abstracted from approved records retention schedule
1 Records relating to the formeEarly Destruction of Source Documents after
Digitization (DAD) or Electronic Imaging Systems (EIS) applipatimesses
f '3SyoeqQa O2LIASa 2F NBO2NRA NBIOSydGa
Committee in accordance witthapter 40.14 RCW
Excludes the records of the Office of the Secretary of State and the State Records
Committee.

5. INFORMATION
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5.6 RECORDS MANAGEMENT
The activity of systematically controlling the lifecycle ofstatel ISy 0@ Q& LJdzof A O NBO2 NRA 0 Golersivrindgyatiod |
to other formats and destruction/transfey.
DISPOSITION
AUTHORITY DESCRIPTION RECORDS RETENTION AND DESIGNATION
NUMBER (DAN DISPOSITION ACTION
GS 11014 | Source RecordsimagedMigrated (Archival) Retainuntil verification of ARCHIVAL
Rev.l Archival source records which have been imagethigrated providedthe converted successful conversion (AppraisalRequired)
: : : ) NONESSENTIAL
records are retained inccordance with a current approved records retention schedule| then OFM
Includes, but is not limited to: Transferto Washington State
1 Paper records which areanred/digitizedin accordance witiRequirements for | Archives for appraisal and
the Destruction of No#rchival Paper Records After Imaging selective retention.
1 Paper records which areianofilmedin accordance witiWashington State
Standards for the Production and Use of Micrafilm
9 Digital records which are migrated to another digital format;
1 Magnetic records (VHS, cassette tapes, reel to reghék tapes, etc.) which are
migrated to another magnetic or a digital format
Note:Electronic records need to be retained in electronic format in accordance with WAC|
662-040.
5. INFORMATION
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5.6 RECORDS MANAGEMENT

The activity of systematically controlling the lifecycle ofstatel 3 Sy O& Qa

to other formats and destruction/transfey.

Lldzo f AO NBO2NRA

6 GohRersidriingigyation |

DISPOSITION
AUTHORITY DESCRIPTION RECORDS DISE;‘;’?‘TT'OONN :CNT'?ON DESIGNATION
NUMBER (DAN
GS 11012 | Source RecordsimagedMigrated (Non-Archival) Retainuntil verification of NONARCHIVAL
Rev.2 Non-archival source records which have been imagechigrated providedthe converted | successful conversion NONEIS:;ENT'AL
records are retained in accordance with a current approved records retention schedu| then
Includes, but is not limited to: Destroy.
1 Paper records which areanred/digitized in accordance witlRequirementsdr
the Destruction of No#rchival Paper Records After Imaging
1 Paper records which areianofilmed in accordance witiWashington State
Standards for the Production and Use of Micrafilm
9 Digital records which are migrated to another digital format;
1 Magnetc records (VHS, cassette tapes, reel to re¢da8k tapes, etc.) which are
migrated to another magnetic or a digital format
Note: Electronic records need to be retained in electronic format in accordance with WAC(
662-040.
GS 11001 | Transfer of Legal Custody Retainfor the life of the NONARCHIVAL
Rev.2 Recorddlocumentingd KS GNJ yaFSNI 2F GKS | 3SyoOe Qa |agency. ESSENTIAL
. . i (for Disaster Recovery,
one of the following circumstances: OEM
91 Transfer of Archival records to Washington State Archives;
1 Lawful transfer to another government entity (other state agency, local
government agency, etc.).
Note: Records of agencies that cease to existabe transferred to Washington State
Archives in accordance with RCW 40.14.030.
5. INFORMATION



DSNS

Office of the Secretary of State

Washington State Archives

State Government Gener&tecords Retention Sched(8GGRRS

Version 6.1(June2020

6. RECORDS WITH MINIMAL RETENTION (ARBESITORY RECORDS)

This section covers recordeeated or received by the agency which are typically of stesr, temporary informatioral use

I,DO\ILSJ'IF')Sg:R-’rII'I'OYN DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN DISPOSITION ACTION
GS 50003 | AgencyGenerated Forms and PublicatioqsCopies Retainuntil no longer NONARCHIVAL
Rev. 1 Blank forms and duplicate copiespublications providedthe agency retains the primary| Needed for agency business NONEIS:‘:’AENT'AL
record in accordance with the current approved minimum retention pednd that the then
forms arenot required for awlit or accountability purposes. Destroy.
Includes, but is not limited to:
1 Reports, catalogs, brochures, calendars, posters;
1 Multi-media presentations (videos, CDs, etc.).
Excludesecords covered hy
1 Formsg Accountable (DAN GS 12004)
1 Forns¢ MasterSets (DANES 12008
I State Publications (DAN GS 15008)
GS50006 | Brainstorming and Collaborating Retainuntil no longer NONARCHIVAL
Rev. 0 Records generated as part of the brainstorming/collaboration process. needed for agency business NONEIS:fAENT'AL
Includes, but is not limited to: then
1 Notes written orwhiteboards, flipcharts, largeversizepaper sheets, etg. Destroy.
1 Postit notes.
Excludes records covered byafting and Editing (DAN GS8008.
6. RECORDS WITH
MINIMAL RETENTION Pagel24of 155

VALUE
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DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DISE;E'I\ITTlg)NN :CNT?ON DESIGNATION
NUMBER (DAN
GS50007 | Contact Information Retainuntil no longer NONARCHIVAL
Rev.0 | Records relating to the contact details of external clients/stakeholders the agency haj needed for agency business| NONESSENTIAL
. . . . OFM
gathered/received and the maintenance of such lists/collections. then
Includes, but is not limited to: Destroy.
1 Business cards;
1 Contact details stored in Microsoft Outlook and other contact databases;
1 Mailing lists, email distribution lists, listserv/RSS subscriber dedils,
T wSljdzSaida G2 06S I RRSRk NBY2 Aiddudes NB Y
mail/communications returned as undeliverable)
1 Quality assurance checks;
1 Related correspondenéeommunications
Excludes records covered Bynergency/Disaster PreparednegSontct Information
(DAN G25004.
6. RECORDS WITH
MINIMAL RETENTION Pagel25o0f 155

VALUE
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DISPOSITION
RETENTION AND
AUTHORITY DESCRIPTION OF RECORDS DISPOSITION ACTION

NUMBER (DAN

DESIGNATION

GS50008 | Drafting and Editing Retainuntil no longer
Rev. 0 Records relating to the drafting/editing of correspondengecumentsand publications. | needed for agency business
Includes, but is not limited to: then

1 Preliminary draftsiot covered by a more specific records seriest, needed as Destroy.
evidence of external consultation or as evidence that the agency practiced du
diligence in the drafting process;

9 Edits/suggestions/directions (such as handwritten annotations/nadrask
changes information/comments in Microsoft Wqeetc.);

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

1 Related correspondené@mmunications

Excludes records covered bggal Advice and Issues (DAN GS 18003)

NONARCHIVAL
NONESSENTIAL
OFM

GS50009 | Electronic Documents Used to Cre&mgnedPaper Records Retainuntil no longer

Rev.0 | Electronic documentsreated in order to prinpaper records that get signedrovidedthe | heeded for agency business
signed paper records (@gency copy of same, if signed original is sarg retained in then
accordance with the current approved minimum retention period. Destroy.

Includes, but is not limited to:

T Microsoft Word versions of minutes/letters/correspondence/etased to print
the hard copy thagets signed
Note: Agencies shou#iill create and retain copies of signed letters as evidence of the bus
transaction.

NONARCHIVAL
NONESSENTIAL
OFM

6. RECORDS WITH
MINIMAL RETENTION
VALUE
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?5?33:;'%’\' DESCRIPTION OF RECORDS DIEE;E'I\ITTSDNN :CNT?ON DESIGNATION
NUMBER (DAN
GS 50004 | General Informationg External Retainuntil no longer NONARCHIVAL
Rev. 0 Information received from other agencies, commerféiahs, or private institutions, which needed for agency business NONEIS:fAENT'AL
requires no action and is no longer needed for agency business purposes. then
Includes, but is not limited to: Destroy.
1 Catalogs, reports, muitnedia presentations (videos, CDs, etc.);
1 Informational copies, notices, bulletins, nsketters, announcements;
1 Unsolicited information (junk mail, spam, advertisements, etc.).
6. RECORDS WITH
MINIMAL RETENTION Pagel27of 155
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DISPOSITION
AUTHORITY
NUMBER (DAN

DESCRIPTION OF RECORDS

RETENTION AND
DISPOSITION ACTION

DESIGNATION

GS50001
Rev.2

Informational NotificationsCommunications

Recordcommunicatingoasickoutine shortterm information(regardless of format or
media used}jhat:

1 Donot documentagencydecisionsactions
1 Arenot used as the basis afyency decisions/actionand
1 Arenot covered by a more specific records series.
Includes, but is not limited to:
f .FaAr0 YSaal3dSa adzOK Fa al/,&2Ys IHiytR Wag
(360) 5555555¢ S (1 O
1 Intery  f O02YYdzyAOFGA2ya y20AFeAy3 27F
outtodayé Gal NB A& NHimédkayha appropiiag attendance and
leave records are retained in accordance wititendance and Leave Records (D
GS 03030)
1 Internal communications notifying of staff social events/gatherings (such as
potlucks, birthdaysfun runs,cookies in the break room, et@} of weather/traffic
O2 Yy RA (A 2 yAoid épazdzOKi fAgitbtd dadtelicakd it has started
snowinggé S O0O®V
1 Email delivery/read receipts, w-of-office notices etc.
Excludes records covered by:

1 Attendance and Leave Records (DAN GS 03030)

9 Provision of Advicéssistancegr Information (DAN G&®022)

Retainuntil no longer
needed for agency business

then
Destroy.

NONARCHIVAL
NONESSENTIAL
OFM

6. RECORDS WITH
MINIMAL RETENTION
VALUE
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E,)O\ILSJ'IF')SS:R-’FI[I'OYN DESCRIPTION OF RECORDS DIEE;E'I\ITTENN :CNT?ON DESIGNATION
NUMBER (DAN
GS50010 | Internet Browsing Retainuntil no longer NONARCHIVAL
Rev.0 | Records routinely genered as part of internet browsing. needed for agency business NONEIS:fAENT'AL
Includes, but is not limited to: then
1 Browsing history/saved passwords/web form informatietc.; Destroy.
T Caché&emporary files
1 Cookies.
Excludes internet activity log records coveredugit Trails andbystemdJsage
Monitoring (DAN G34020.
GS50011 | Organizing/Monitoring Work in Progress Retainuntil no longer NONARCHIVAL
Rev. 0 Records relating to the assignimqmjoritizing, tracking/monitoringand status of needed for agency business NONEIS;:’AENT'AL
work/projects in progress. then
Includes, but is not limited to: Destroy.
1 Status logs;
1 Todo lists;
1 Tasks within Microsoft Outlook, etc.;
1 Routing slips;
1 Workflow notifications/escalations.
6. RECORDS WITH
MINIMAL RETENTION Pagel29of 155

VALUE



SNS

Office of the Secretary of State
Washington State Archives

State Government Gener&tecords Retention Sched(8GGRRS

Version 6.1(June2020

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DIEE;E'I\ITTENN :CNT?ON DESIGNATION
NUMBER (DAN
GS50012 | RecordDocumentedas Part ofMore FormalizedRecords Retainuntil verification of NONARCHIVAL
Rev.0 | Records where the evidence of the business transaction has d@@mentedas part of | Successful conversidkeying NONEIS:fAENT'AL
another more formalized recoraf the agency which is retained in accordance with the| /transcription
current approved minimum retention period. then
Includes, but is not limited to: Destroy.
1 Data entry input recads (such as paper forms, handwritten notes, etc.) that hav
been documented as records withagency information systems (such as
databasesprovidedthe original recordform (including any signatures¥ not
required as evidencer authorizationof the transaction;
T Working/rough notes, voicemail messages, text messagesal media poststc.,
that have been memoarializédapturedin another format such as a ncte-file,
email confirming the conversation, speetditext translations, etg.
1 Automaticallygenerated email notifications seout by agency information
systemsprovidedthe transaction is captured as part of an audit trail;
1 Raw data/satisticd survey responsethat have been consolidated/aggregated int
another record.
Excludes
9 Electonicrecords(such as emai)ghat have been printed tpaper;
1 Audio/visual recordings of meetings coveredAgvisoryBody RecorddAN GS
10015, Governing/Executive/PolieyettingBody Record®AN GS 10004y
Meetingsg Staff and Internal CommitteeBDAN GS 09009)
Note: Electronic records need to be retained in electronic format in accordance with WAC(
662-040.
6. RECORDS WITH
MINIMAL RETENTION Pagel300f 155
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DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DISE;ETTTQNN :CNT?ON DESIGNATION
NUMBER (DAN
GS50013 | Reference Materials Retainuntil no longer NONARCHIVAL
Rev. 0 Materials gatheredrom outside sourcefor referencéreadinguse which araot evidence | neededfor agency business NONEIS:fAENT'AL
2F GKS F3SyodeQa odzarySaa (Nlyal OGA2yaq then
Includes, but is not limited to: Destroy.
1 Conference materialgsuch as proceedings, handouts, etc.) from
conferences/seminars not organized by the agency;
1 Copies of published articles, reports, etc.;
1 Internet browser favorites/bookmarks;
T Listserv/RSS feeds.
Excludes records covered Bgcondary (Duplicate) Copies (DAN GS 50005)
GS 50002 | Requests for Basic/Routine Agenkryformation Retainuntil no longer NONARCHIVAL
Rev.1 Internal and external requests for, and provision of, routine information about the needed for agency business NONEIS:;ENHAL
operations of the agency, such as: then
9 Business hours, locations/directisrweb/email addresses; Destroy.
1 Meeting dates/times.
Excludesecords covered hy
9 Public Disclosure/Records Requests (DAN GS 05001)
1 Provision of Advicéssistancegr Information(DAN GS3D22.
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DISPOSITION
AUTHORITY
NUMBER (DAN

DESCRIPTION OF RECORDS

RETENTION AND
DISPOSITION ACTION

DESIGNATION

GS50014
Rev. 0

Scheduling; Appointments/Meetings
Records relating to the schedulingagpointmentsimeetings (such as checking patrticipg

and room availability, rescheduling, accepting/declinimgeting invitations, etc,)
providedthe calendar record of the appointmeineetingis retained in accordance with:

1 Calendarg Elected Officials and Agency Heads (DAN GS 10008)
1 Calendarg Employees@therthan Elected Officialand Agency Head¢$[DAN GS
09023)
Includes, but is not limited to:
1 Meetinginvitations and accepted/declined notifications in Microsoft Outlook ar,
other calendaring/scheduling software/apps;
1 Related correspondence/communications.

Retainuntil no longer
needed for agency business

then
Destroy.

NONARCHIVAL
NONESSENTIAL
OFM

GS 50005
Rev.l

Secondary (Duplicate) Copies

Copies of records (created or receivaalpvidedthe agency retaings primary copy of the
record in accordance with the current approved minimum retention period

Includes, but is not limited to:
1 Data extracts and printouts from agency information systems
1 / O0Qa 2 provifledthehafjedicy is retaining its primary copy of the email
1 Convenienckeferencecopies of records
{1 Duplicate and neaduplicate images/photographgrovidedthe selectedd 6 S &
imag&s)documenting the occasion/objed retained.

9EOf dzZRSa NBO2NRa ¢ KA OKthelredgd evek ifit isthaldyy O & (¢

another agency.

Retainuntil nolonger
needed for agency business

then
Destroy.

NONARCHIVAL
NONESSENTIAL
OFM

6. RECORDS WITH
MINIMAL RETENTION
VALUE
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DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DISE;E'I\ITTISDNN :CNT?ON DESIGNATION
NUMBER (DAN
GS50015 | Unsolicited Additional Materials Upon receipt NONARCHIVAL
Rev. 0 Additional materials received by the agency that:are Returnto sender NONEIS:fAENTlAL
i Not requested and or
T Not used by the agency in the course of government business Destroy.
Includes, but is not limited to:
T Superfluous extra materials provided with applicatigirtecluding health/medical
records);
1 Information enteedthrough online applications,-8Borms, etc, but not completed
and not submitted to the agency.
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GLOSSARY

Appraisal
The process of determining the value and disposition of records based on their current administrdégej, 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 WashitaggoArEhives on an individual basis.

Public records will be evaluatesthmpledand weeded according to archival principles by archivists from Washington State Archives (WSA). Records no
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 destr@tatkgovernment agencies must transfer these record
to Washington State Archive@VSA) at the end of the minimum retention pernib
201 gAftf y2i alYLXSEI 6SSRY 2NJ 20KSNBAAS RAaLIZAS 2FTNMNEBYPEWRawSasyiay:
removal of duplicates.

Disposition
Actions taken with records when they are no longerquired 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 scaeauhen they are approved by thBtate Records Committee.
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Essential Records
Public records thastate government agencies must have in order to maintain or resume businessdicoity following a disaster While the retention
requirements foressential records may range from very shdgrm to archival, these records are necessary for an agency to resume itsfoartions
following a disaster.
Security backups of these public records should be created and may be deposited with WashingéontBiatein acedance with Chapter 40.10 RCW.

Non-Archival
Public records which do not possess sufficient historic valge t 6 S RS & A 3y | (i Agéncieésamusth retidXiese@dcdrds dor the minimun
retention period specified by the appropriategurrent records retention schedule.
Agencies should destroy these records after their minimum retention period expires, provided the records are not regigegitfmpublic 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 descichagter 40.10 RCW.

OFM (Office Files and Memoranda)
tdzof AO NBEO2NR&a 6KAOK KI @S @@f‘f}@ Nﬂ?sffd- E)fFFl',Q@JR IIKE dHANIRASACRFSa/ R yﬁa J
RCW 40.14.01€ Definition and classification of public records.
OHU GhFTFFAOS FTAESa YR YSY2NIyRI AyOfdzRS &adzOK NBO2NRa tdndt atbeedinBodahdiysRiffey 43
official public records; duplicate copies of official public records filed with any agency of the state of Washingtonntdoamcheeports made for the internal
ad[nipistratign of the office to ’vvljicAh Ehey’pertain bAut not requitqulgw to be filgd or kept vyith suE:h agency; an other documents or records as determined |
NEO2NRa O2YYAUUSS U2 0S Z2FFAOS FAftSa FYR YSY2NI YyRI o¢
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OPR (Official Public Recojds

tdzof AO NBO2NRa ¢KAOK KI @S 0SS yfor hépurpades bf REVR40114010 h FFAOAL £ t dzof A O w
RCW 40.14.01€ Definition and @ssification of public records.

OMU GhFFAOALFE Llzof A0 NBO2NRa aklftf AyOfdzRS |ff 2 NatENadity of eeylz@nkadrN@EaTing MENS ¢
receipt, use, and disposition of all public property and public income from all sources whatsoever; all agreements asl toowtrech the state of Washington or an'
agency thereof may be a party; all fidelity, surety, and perforoeadronds; all claims filed against the state of Washington or any agency thereof; all records or docL
NEIljdzZANBR o0& flg (G2 0SS FAESR 6AGK 2N {SLIWG o8& ye I 3Syndedbythe rdcdds comiih it §S »
2FFAOALE Lzt A0 NBO2NRAE P&

Public Records
RCW 40.14.016 Definition and chssification of public records.
aGX ¢KS GSNY blLlzofAO NBO2NRAaAb akKlff AyOfdzRS I y& LI LIS NEnd@DNhgSraapXraviRG
machinereadable material, compact disc meeting current industry 1ISO specifications, or other document, regardless of physicahfoauteristics, and
including sqch copies thereof, that have been made by or received by amyyagfethe state of Washington in connection with the transaction of pul
0dzaAySaaxé

Records Series
A group of records, performing a specific function, which is used as a unit, filed as a unit, and may be transferred mydds#is 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 docunsg&ciic function.

StateRecords Committee
The committee established by RCW 40.180t0 review and approve disposition aftate government records.
Its four members include the State Archivist and one representative each from the Office of the Attorney, Géfiezadfthe State Auditarand the Office of
Financial Management.
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AGENCY ADMINISTRATION AND MANAGEMENT

INDEXES
ARCHIVAL RECORRNBEX

Policies and Procedures

Calendars Policies and ProceduresAgency Core Mission............ccccevvvvvvveeevnnvnnnnnnn. 33
Calendarg Elected Officials and Agency Heads.............ccccccvvvveceeieennnn. 11 Reporting and Studies

Community and External Relations Studies (Major}; Final Reports (Unpublished)...............ccoovvvvrviiiiniiinnnnnnn. 37
Advertising and Promotion............eeeiiiiiiiiie i 12 Risk Management and Disaster Preparedness/Response
Celebrations/Ceremonies/EvengsSignifiCant.............cccceeeviiiieeeeniiiieeeenns 14 Emergency/Disaster Response/Recovesignificant..............ccoccvveeeennnnne. 41
Media Releases and COVErAgE.........cuuviieiiiiiieee ettt eiieeee e 17 ASSET MANAGEMENT

Legal Affairs
Litigation Case FilesSignificant...........cccccccvvvvnnee.
Legislation and Rule Making

Acquisition and Disposal

................................... 22 Acquisition and DisposglReal Propdy/Land/Water Rights.....................46

Design and Construction

Legislationg Development and ANalySis...........oovvvvvvvviiiviiiiiiiiiiiiieee e 23 Capital Construction ProjectsSignificant Buildings/Facilities................... 50
Rule Making (Washington Administrative CGA&AQC)............ccoeeeeeeeeeeennn 24 INFORMATION MANAGEMENT

Meetings and Board/Committee Support Publishing
AdVISO BOAY RECOIAS......eeiiiiiiiiiiie ettt 25 State PUDIICALIONS.........oiuiiiiiiii e 116
Governing/Executive/PolieBetting Body Records..........coccevvviieeeeennnnen. 26 Records Management

Planning Conversion/ConservatioQArchival Records............ccccciiiieineieeeeeennn. 117
Establishment/Development History of Agency/Programs..................... 31 Source Recordsimaged/Migrated (Archival)..............cccoovriiiiiiinnnnn. 122
Strategic Plang Final (Unpublished)................ooooe i, 31
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ESSENTIAL RECORIHE=X

AGENCY ADMINISTRATION AND MANAGEMENT
Legal Affairs

Legal AJVICE aNd ISSUES.......ccciiiiiiieiiiiiiee ettt e e 20

Litigation Case Fil@&SROULINE............eiiiiiiiiie e 21

Litigation Case FilesSignifiCant.........cocovveieiiiiiiiiiiiiiee e 22
Meetings and Boal/Committee Support

Governing/Executive/Poliegetting Body Records..........ccccccieiiiienneennn. 26
Planning

Strategic Plang Final (Unpublished)................oo oo, 31
Policies and Procedures

Policies and ProceduresAdministrative FUNCLIONS............ccveeeeeeiiievnnne.n. 32

Policies and ProcedurgsAgency Core MiSSION..........ccccvvvvieieiieiineeninine 33
Risk Maagement and Disaster Preparedness/Response

Emergency/Disaster Preparednes€ontact Information.......................... 39

Emergency/Disaster Preparedness and Recovery Plans...................... 40

ASSET MANAGEMENT
Design and Construction

Facility Systems and Equipmeqinstallation..............ccceeeeiviiienneiiiineeen. 51
Information Services

Applications/Systemg Technical DeSign..........cccooviieieiriiieeee e, 52

Authorizationg¢ Systems/Telecommunications ACCESS............vvvvvevnennnnn. 53

Backups for Disaster Preparedness/ReCOVELY..........ccccveveveveveevvvnvnnnnnnn. 54
Inventory

Inventoriesg Capital ASSELS.........oovvvvieiiiiiiicie e e e, 56
Maintenance

Maintenanceg Major and/or Regulated.........cccccvvveeeeiiiicccciiiiiiieceee e 58
Security

Authorizationg Building/Facility ACCESS........uuueieiiiieiiiiiiiiiiiiieeeeeeeeeen 63
Usage and Operations

Operating ManUALS..........cuiuiiiiieiee e 61

FINANCIAL MANAGEMENT

Authorization/Delegation

Signature Authority/Delegation ReCOrds.........ccccvvvveeeeeeieeeiivccciiiieeeee e, 72
Budgeting

Allotment Management and Budget Development............ccccocvveeeennnnen. 73
Contracts and Purchasing

Contracts and AQreemMENTS.........oooiiiiiiiieiiiiccsrs e e e e e e e e e e e e ee e, 76

Purchase AUthOrity............oooo oo ee e e e e e e eeeeeeeeeennnnn
Grants Management

Grants Issued by the State..........ooovviiieieecce e, 78

Grants Received by State AQENCIES........uviiii i 80

HUMAN RESOURCE MANAGEMENT

Benefits

Retirement Verification...........cccoo vt 86
Labor Relations

Labor Union Contracts and Negotiations..............ccccooevivevviviviviniiiinnn, 38
Misconduct/Discipline/Grievances

Complaints and GHEVANCES.........cooiiiieeiiiiiee et 90
Occupational Health and Safety

Safety Data Sheets (SDS) or Allowed Substitute Record....................... 93
Payroll

Payroll Fileg Employee Pay HiStory...........cocoeeeieiiiiiieeeeee e a5

Payroll REQISIEE.......coiieieeeeee e a7
Personnel History

Personnek; Employment History Files.............ooovviiiiiiiciiiiiiie e, 100

INFORMATION MANAGEMENT

Forms Management

FOrMSG MASLEN Sel.....ciiiiiiiiiie e e e e e e e 110
Library Services

(07 1 7= 100 NPT 111

Collection CONLIOL.......uueiici e 112

Records Management

INDEX TO:
ESSENTIAL RECORD
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Destruction of Public RECOIAS..........cccoviiiiiiiieeee e 119 Transfer of Legal CUStOAY.........ccuvviiiieeeii e 123
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DISPOSITION AUTHORITY NUMBERS (ININSX

GS 01001.......cciriiiiiiiiieeeee, 68 GS 0304Q.......cccvvviiiiieis 107 GS 06002.........ccccvviriiiiiiieeee, 77 GS 10016.......ccccirririiiiiiieeeee, 37
GS 01003........ccciririiiiiiieeee, 67 GS 03042.......cccvviveiiiieieis 100 GS 06004..........ccciviviiiiiiieeee, 74 GS 11001.......ccciiiiiiiieiieeee 123
GS 01013.....eeiiiiiiiees 66 GS 03045.......cccrieeieieeeee 87 GS 06007......ccooiiririeeieineeeeeenn 75 GS 11003.......ccccirreeeieieeeeeeee 121
GS 01019.....coiiiiiiiiiieiees 70 GS 03046.......cccevvreeieeeieeeeeeeee 83 GS 07001......ccoiiiiireeeereeeeeenn 81 GS 11005.......ccciivreeeeeieeeeeeee 119
GS 0104Q........ccccrrrieiieeieeeeeeen 73 GS 03047 83 GS 07003......ccooiirireeeer e, 62 GS 11009........cccvrriiiieiieeeeeee 120
GS 0105Q........cccciririiiiiiieeeee, 76 GS 03048.......cccvvreeiiieieee 84 GS 09001.......cooviiiriiiiiiieeeee, 34 GS11011.....cciiiiiieieeee 117
GS 0106Q.........cccvririiiiiiieeeee, 97 GS 03049........cccvvieiiiiiee, 87 GS 09006.........cccvririiiiiiieeeee, 38 GS 11012......cccciiiiiiieiieee, 123
GS 01066........cccvvrrriiiiiiieeeee, 71 GS 0305Q.......ccccvvriiiiiiieeeeee 94 GS 09008.........ccccvvrriiiieiieeee, 30 GS 11013.......cciiieeeeee 118
GS 01068........ccciviriiiiiiieeeee, 67 GS 03051.....ccciiiiiiiiiiieee 94 GS 09009.........ccccvirriiiiiiieee, 29 GS 11014......cccciiiieieieee 122
GS 01069.......cccoiiiiieiiiiiieees 70 GS 03052.....cccciiiriiieieieeeeeeeee 95 GS 09012......coiiiiiriieieeneeeeee, 34 GSI1200L......ccccciiirieeeeeeeee e 109
GS 01070Q......ccoiiiiiiieeiiiiieees 69 GS 03053......cccrieeereeeeee e 99 GS 09014......coiiiiiieeein e, 88 GS 12003.......ccccirreeeeeieeeeeeee 109
GS 01071, 71 GS 03054......cccvvveeeiiiieeeeees 101 GS 09015.....cciiiirieeereeeeeen 88 GS 12004........cccvivveeieeeieeeeeee 109
GS 01072, 72 GS 03055......cccirieiieeieeeees 102 GS 09016......ccoviiiiriiieeer e, 16 GS 12005.......ccccvrreieieiieeeeeee 110
GS 03002........ccciriiiiiiiiieeeeee, 98 GS 03056.......cvvvvveiiiieeeeeiis 106 GS 09017.....coiiiiiiiiiiiieiieeee, 93 GS 13003........cccivriieieiieeeee 113
GS 03003........cccririiiiieieeeeeen 90 GS 03057....ccccvirieiieiieeeees 107 GS 09021......cooiiiiieeineeee, 15 GS 14001.......cccciiiiiiiieieeeee, 52
GS 03006........cccvririeiiiiieeeeeee, 89 GS 04001......cccoiiiiiiiieeei s 9 GS 09022.......cccciiriiiiiieee 5 GS 1401Q.......cccciiiiiiiiiieeeen 40
GS 03010......ccoiiiiiiieeieeee, 103 GS 04004.......cccviieieeeeieeeeeeeee 10 GS 09023......cooiireeer e 11 GS 14011.....coiiieeeeieeeeeeen 54
GS 03012......coiiiiiieeee, 105 GS 04006........cceuveeeeeireeeeeiiinns 7 GS 09024.......cooiieeeneeeeee, 27 GS 14012......ccoiieeeeieeeeeen 53
GS 03013.....ooiiiiiiiieeeeeee 87 GS 04007.....ccciireeeeeiiee e 6 GS 09025......coiiiiriieeereeeeee 28 GS 14015......cooieeeeeeee e 54
GS 03015.....ooiiiiieieeeeee e 92 GS 04008........cceveeeeeeieeeeeeiens 7 GS 09026.......ccvviirrieeeeireeeeeenn 28 GS 14020Q.......cccciririieeieieeeeeen 53
GS 03016......cccciririieiiiieeeeee, 93 GS 04009.......cccovvviiiieeeis 8 GS 09027.....coiiiiiiiiiiieieeeeee, 31 GS 14029........cccciiiiiiiin 54
GS 03019.......ccciviiiieiiiieee, 103 GS 0401Q......cccoiiiiiiireee s 8 GS 09028........co o, 32 GS 14031......ccciiiiiiiiiiieee, 55
GS 03022.......cccvvirieiiiiieeee, 104 GS 04011.....ccciiiiie s 9 GS 09029........cooirie, 35 GS 14037.....coiiiiiiiiiiiiieeee, 52
GS03024........ccciiiiiiiee, 98 GS 04012.......ccciiiiiieieee, 10 GS 09030........ccvciririiiiiireeeen 37 GS 15008.........ccovvveeeieiieeeeee 116
GS 03030......eeeeiirieeeeeieeeeeee 82 GS 05001.....ccoiiiiiieeeiieeeeeee 114 GS 10001....ciiieiiiieee e 31 GS 15009.......ccoooiiiiieieeeen 115
GS 03031L....oiiiiiiiieee e 95 GS 05003......cccoiiieeeeeeeee 17 GS 10002......ocoeeiiiieeeieeeeeee 33 GS 15010Q.....coiiiiiiiieeeeeenn 115
GS 03032....coiiieiiieeee e 86 GS 05006.......cccivrrreeeiriereeee 12 GS 10004.......cooeiiiiieeeeieeeeee 26 GS 15011.....coiiiiiiiiieeeeeeeeee 116
GS 03033......coririeeeeee e, 96 GS 05008........cccvvveeeiieieeeeieie 13 GS 10008.........cccccvvvriieeeiieeeeeen 11 GS 15021......cccciiiriiiiiiieee 111
GS 03036......cccvvvvrieiiiiieeeeeen 104 GS 050009........cccovvieiiiieeeeiie 14 GS 10009..........ccccviriieieireeeen 24 GS 15022.......cccciiiiiiiieiieeeie 111
GS 03037, 85 GS05010.......cccciririiiiiiieeeeeeee 18 GS 10013.......cooiiieeireeeeeen 31 GS 15023.......ccccieiieineee 112
GS 03039.......cciiriiieiieeieeeen 91 GS 06001.......cccviriieiiiieeeeeeie 77 GS 10015.......cooiiriieeieeeen 25 GS 16004........cccvririiiieeieeeeeen 56
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GS 16005........cccvvriiiiiiiiieeeeen 61
GS 16008.........ccevviriiiiiiieeee, 56
GS 16010Q.......coeiiiiiiieiiiiieees 61
GS 16011......coiiiiiieiiieieeeeeeen 61
GS 18003.......ccoiiiiiieiieieees 20
GS 18004.......ccciiiiiiiiiiiiiieees 21
GS 18006........ccccvririiiiiiieeeee, 19
GS 18007.......cciiririiiiiiieeeee, 39
GS 18008........ccccvvvriiiiiiieeeee, 39
GS 18009.......ccciiiiiiieiiiiieees 22
GS 19001.....coiiiiiiiiieiiieieeee 23
GS 19002......ccoiiiiiiiiiiiiiieees 23
GS 19004.......cociiiiiiiiiiiiiieees 36
GS 21001.......coiiriiiiiiiiieeeee, 45
GS 21002.......cccciririiiiiiieeeee, 59

GS 21008......cooiiiiiiiiieeee, 58 GS 23001.....iiiiiiiiiiiieeeeeeiiee e 78 GS 50001.....cccciiiiiiiiiiiiieeieenen, 128
GS 21010Q...ciiiiiiiieiici 49 GS 23002.....cciiiiiiiiiiieeeeies 78 GS 50002.....ccciiiviiiiiiiiieeieeiinnn, 131
GS 21011, 50 GS 23003, 79 GS 50003......cciiiviiiiiie e, 124
GS 21012....eiiiiiiiiiee e, 46 GS 23004......ccoeiiiiie e 80 GS 50004......c.cccevviiiieeeeee, 127
GS 21013, 47 GS 23006......ccceviiviiieeeiiiiiieeeees 80 GS 50005.....cccciiviiiiie e, 132
GS 21014, 48 GS 24004.......covviieiieeeiiieeeees 46 GS 50006......cccccvvviiiiiieeeeeinnan, 124
GS 21015, 51 GS 25001, 63 GS 50007....ciiiiiiiiiiiiiniieieeiiinn, 125
GS 21016, 57 GS 25002.....ccciiiiiiiiiieiiiiiiie e 41 GS 50008......ccccevviiiiiiiieiieeininn, 126
GS 21017 i, 57 GS 25003 65 GS 50009........cccvvvviiiiiieeieeininn, 126
GS 21018....eeiieiiiie e, 60 GS 25004......ccoiiiiiieieeeiieeeees 39 GS 5001Q.....ccciiiiiiiiiiie e, 129
GS 22001....ciiiiiiiiie e, 42 GS 250050 40 GS50011...cccciiiiiiiiie e, 129
GS 22003.....iiiieeei e, 108 GS25006......cccceviiiiiieieeeiiiiiiieeeeens 41 GS 50012.....cciiiiviiiiiee e, 130
GS 22006......cccieeiiiiiiiieeeeeiiie, 42 GS 25007....iiiiiiiiiiee e 63 GS 50013.....iiiiiiee e, 131
GS 22007 43 GS 25008......ccciviiiiiieiiiiiiiees 64 GS 50014.....ccovivviiiiiiiiiiieeiin, 132
GS 22008......coviiiiiiiiiiieeii, 44 GS 25009......ccciiiiiiiiiei e 64 GS 50015....cciiiiiiiiiii e, 133



ISNS

Office of the Secretary of State
Washington State Archives

State Government Gener&tecords Retention Sched(8GGRRS

Version 6.1(June2020

1
1098, 1099, 5498 IRS fOrms...........oeevevvvvvennnnn. 70
A
acceptance testing (computer applications)......52
access (security)
buildings/facilities............ccccccvviiiiiiniiiienens 63
information systems/data.............cccccceevinnen 53
accession/discard (libraries)..........cccccevviivnneen. 112
accidents
employee health exposures.............eeeeeee. a1
INJUIY ClaiMS.....ccoeeeeec 92
Y€ INJUIIES...cvviiieiiiiieee e ee e e e e e e eeeeeeaans 93
no claim filed.........ccccovveeiiiiiiee e 39
vehicles/VesSels........ccvvvvevieiei e 61
accommodations
reasonable..........ccccoceieiee i 101
travel (employee).........coovvvvvvvviiviviiiiiiieeeenn, 81
accountable forms.........cooo i, 109
accreditations (employment related)................. 83
acquisition/purchasing
ASSBLS. . et A5
real property/land/water rights................... 46
AUthONtIES...ccvve e L T
CONEFACTS ..ttt e e 16
real property/land/water rights................... 46

SUBJEANDEX
equipment/supplies (requests).........ccccocee. L7 appeals
addresses/passwords (URL)........ccccceeeeveiinnnes 55 litigation case files (agency copy)
adjustments (to aCCOUNES).....ccvvvereeererviirrrinnnnne. 68 o]0 (] [ T URERRR 21
=0 1YY 1 T RSN 12 significant..........ccccc 22
advice (requests/provisSion)........ccccceeveeeeeeeeeeeeeenn, 5 misconduct/discipline/grievances
[€0A1. ... 20 EXONErated.....cccvvuieeieeiiiiee e 89
advices (rentance).........cccceevviieeeeinniieeee s, 68 UPhENd. .o 20
advisory COMmMILLEES.........ceeevriiveeeeeiiiieeee e, 25 public records requestS...........cccevvvveeeernnnne 114
ArranNgeMEeNtS.......cuvveeeeiiieee e 27 applications (forms)...search by function/content of
scheduling.....ccoeeeeeeiiii e, 132 the record
travel ..., 81 applications (information systems/software)
AYRAGARdzZE £ YSYAa.SNE.Q.202 LIA S audy téails/Bsage monitoring.............cccue...... 53
affirmative action DACKUPS.....eeeiiiiiiii b4
complaints/discrimination design/implementation..............ccccoovvieeeennns 52
exonerated.........ccccvieiiiiiiie e 89 records within...search by function/content of the
UPhEld.. ... 90 record
=T 0 o] 1] o T 106 user access (authorization)............cccccvvvveeed 53
workforce planning...............ccccooiviveiiiinnnn, 30 appointments (calendars).........cccceeeeeeeeieieeennnnn. 11
agendas/packets scheduling...........oovvviiiiiicccc e, 132
advisory meetings..........cccceeevvveveveeeeeviiii, 25 appontments (to positions)

governing/executive/policysetting meetings... 26

boards/committees/etc.

AYRAGARIzZEf YSYQSNEQ.202 LIA S & agVBAIYS A ......coooveeeeeecceeeeee, 25
internal/staff meetings...........ccocceivnieieinnnnn. 29 governing/executive/policsetting.............. 26
=T 0 [0S £ 27 noteworthy (celebrations/ceremonies)........... 14
AQrEEMENES......ceveiiieeeeeeeieie e e e e e 76 recruitment/hiring..........cccccceceeeiiiiiiiieee e, 105
alarms (security) APPrOPrALE USE.....ueeeiiiiiieeieaaeeeieeeiiiieeeeeeae et 53
installation............ccceviiiii e 51 architectural drawings
[0gS/TEPOITS. ... 64, 65 construction/remodels
allotments (revenue/expenditure)...................... 73 project administration/process................... 48
anniversaries (celebrations/cemonies).............. 14 routine buildings/facilities.............ccccccoe..... 49
annual reports (publications)............cccccvveennn. 116 significant buildings/facilities..................... 50
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secondary/reference copies........cccccevveeeennn. 132
archival records (transfer).......cccccceveeeeiiiiiinnns 123
arrangements

MEETINGS ... et 27

TraiNINGS.....eveeeeeieeee e 42

TrAVEL . 81
assistance (requests/provision)...........cccceeeevevvnns )
attendancCe..........cccueiiiiii 82
Attorney General

adVvice/opiNIONS........uvveeiiiiieeee e 20

litigation case files (agency copy)

L0101 01T PR 21
SiIgNIficant........ocoveeeiiii 22
audio/visual recordings
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migration (of data/records)
archival records

CONVEISION PrOCESS....cccvvvvvverrverirnnnneenns 117
SOUICE rECOIS.....ovvveiiiieiieeirieiee e 122
non-archival records
CONVEISION PrOCESS.....uvvveeeeiiiiieeeeriveeeee 118
SOUICEreCOrdS.....uuvvieiiiiiieeeiiiieee e 123
minutes (meetings)
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drafting/editing ............cccceeeeeiiiiiiiiiiiiieeeen 126
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TranSTer.. ..o 123
publications.............ccoevvveiiii e, 116
additional COPIES........covvvvveiiiiiiiiiieeniiieeennn 124
development.........cocuveeiiiiiiiie e 115
from outside SOUrCeS.........ccccoevvevvviiieennnnnn. 127
purchasing
AQrEEMENTS. ... .uuuiiiiiiiiee e e e e e e e e eeeeeeeeeeeeeees 16
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revenue CONVErSION PrOCESS......ccevvveveeeeeeeveevennnnnns 118
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billing (financial transactions)......................... 68
bookings/reservations...........ccccceeeiiiiieennenns 62
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vendors
DONAS.....viiiiiiiiiee 76
PAYMENTS...coiviiiiiiiii e 1
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additional Copies.........cevvvevriiieieriiiiienen, 124 ClaIMS oo 67
agencycreated...........coveeeiiiiiee e, 116 WashingtonAdministrative Code (WAC)
external/reference material........................ 131 development/enactment...............coeeeeeeeeen, 24
video recordings monitoring other agencies............ccccevvvvvvnnnee. 23
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