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Dare: January 27, 1981 AbODDS L9449y 7

Enclosed is a revised District & Municipal Court General Records Retention Schedule.
Included are ammendments to Retention Periods for Case Files, Dockets and Search
Warrants in the Criminal, Traffic and Civil sections as well as additions to cover
the retention and disposition Jury records, Probation records and Electronic Record-
ings of court proceedings created for use in appeals to Superior Court.

The ammendments to existing schedules have resulted from concerns_expressed by Court
Administrators regarding the classificdtion and retention of source documents of
court actions and proceedings.  New sections have,been created for,Jury and Prgbation
records. |The provisions for Electkonic Recordings have been added to the existing
@riminal  Traffic and Civil, Sections\

This new general records retention schedule and the revised table of contents should
be inserted in your copy of the DISTRICT & MUNICIPAL COURT GENERAL RECORDS RETENTION
SCHEDULE & RECORDS RETENTION MANUAL.

If T can be of further assistance in this matter, please let me know,
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INTRODUCTION

This manual has been prepared to provide insturctions, guidelines and
ongoing blanket authority for the Disposition of public records in
accord with the provisions of RCW 40:14. The section which contains
general records retention schedules is of primary importance. The
general records retention schedules do not obligate officials or staff
to dispose of any records.

Rather, they indecate the minimum amount of time each type of record
must be kept in order to satisfy legal requirements and administrative
needs. The general schedules also give District and Municipal Courts
blanket authority for the disposition of the records which they list
according to their individual assigned retention periods.

The provisioms of)\these general records retention schedules are based

on |statutory requirements, experiencejand the best information available.
They were prepared through the eeoperatiom) of a concerned group of King
County administrators, including Melanie Gain, Kathy| Johnston, Yvonne Lamptey
and Dick Roth, and the Washington State Archives.

The manual also discusses records management as a solution to the problems
brought on by the "Paperwork Explosion,'" the legal requirements for the
retention and disposition of public records, the use of microfilm and

the establishment of a "Records Retention Program'.

PLEASE READ THE FIRST SECTION VERY CAREFULLY. IT WILL PROVIDE AN ORIEN-
TATION TO THE GENERAL RECORDS RETENTION SCHEDULES AND HOW THEY SHOULD
BE USED.




SECTION A: RECORDS MANAGEMENT AS A SOLUTION TO THE' PAPERWORK EXPLOSION

I. THE PROBLEM

Our ability to control records has not kept pace with the ability

of typewriters, duplicating, copying and data processing machines to
spew them out. The accelerated accumulation of records brought about
by technology has intensified the problems of records maintenance,
retention and disposition. '

FOR EXAMPLE, IN YOUR OWN AGENCY WHO KNOWS:

‘THE VOLUME OF RECORDS IN THE CUSTODY OF THE AGENCY?

WHAT PORTIONS OF THOSE RECORDS ARE ACTIVE, INACTIVE OR OBSOLETE?
HOW RAPIDLY YOUR RECORDS ARE EXPANDING?

HOW MANY FORMS ARE USED?

HOW MUCH TIME IS REQUIRED TO PREPARE EACH ONE?

HOW MUCH TIME DOES IT TAKE TO FILE, REFERENCE AND REFILE RECORDS?

These are vital questions. The conditions they relate to have a great
impact upon the success and efficiency of your agency operations. Their
importance may also be gauged by the magnitude of the investment that
records require. :

II\‘OUR INVESTMENT IN RECORDS

Often the costs/of| records creationy.maintenance and storage are not
apparent. | They are hidden in manhours,)building and equipment costs
which are not always associated with, records.

A .RECORDS CREATION _
Each inch of file cabinet space can contain approximately 160 pieces of

correspondence, reports or forms. Orginal correspondence will cost a
minimum of $2.65 in professional and secretarial time to prepare. A
representative inch of records will cost approximately $409.00 to create.

B.RECORDS MAINTENANCE
The average annual cost of records maintenance (filing and retrieving)

is about $2.64 per file inch based on clerical salary, supervisory
time and other overhead, equal to one clerk per each eleven four-drawer
file cabinets.?

C.RECORDS STORAGE
The cost of records storage in terms of facilities, floor space and

file equipment costs is estimated at $§0.00 annually per cubic foot
of records or over $.80 per file inch.

1. Cost estimates obtained from study by Washington State Department
of Motor Vehicles, 1975, First-line Supervisor letter preparation.
2. National average estimated in 1970 by Management Information Services
. of Detroit. Page 333 of Records Management Handbook -1970.
3. Boeing Aircraft Corporation -1975.

NOTE: Local sources were used where possible in order to reflect local
economic conditions.

1
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II.
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OUR INVESTMENT IN RECORDS (Condt.)

As these cost accounting examples indicate, records costs
and records problems come from several different directions.
The solution to the overall problem, therefore, involves the
control of the myraid of facets pertaining to the creatlon,
maintenance and storage of records.

THE SOLUTION: RECOREDS MANAGEMENT DEFINED

""RECORDS MANAGEMENT" is a general term which encompasses

" a number of activities that contribute toward the common
goal of making records creation, maintenance and storage
less costly and more efficient. The magnitude of the
concept is illustrated below in a diagram prepared by
the Paperwork Management Sub-Committee of the Governor's
Management Improvement Council.

1 |
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RFCORNE CREATICON ... . PECC2C0S DISPCOSITICON

| — T . A

ANBLYSIS. O PROCEDURAL PRODUGTION B \ <RECORD. PREPARATION 01572 3UTION STORAGE -
REQUIRLMENT DEVELOPHENT PROCUREMENT & PROCESSING & FILING RETRIERET DISPOSTTION

l l’ l

DIRECTIVES/MANUALS MANAGEMENT  REPRODUCTION/PROCUREMENT CONTROLS @ CDPIER MANAGEMENT e RETENTION SCHEM'LING
FORMS MANAGEMENT e EOP & OFFICE EQUIPMINT STANDARDS e MAIL MANAGFMENT o ESSEWTIAL RECORDS PROTECTINM
REPOKTS MANAGEMENT @ CORRESPONDENCE MANAGEMENT. ® KICROMILM “2NAGEMENT ® APCHIVAL VANAGEMENT

Any or all of the Records Management functions shown in
the diagram above may be incorporated into a specific
program to meet the needs of a particular agency. The
remainder of this manual deals with the single element
of Records Retention Management. However, the other
elements of the Records Management concept can play
integral parts in a well reounded program. Further

~information on these other functions may be obtained

through the State Archives.



SECTION B: RECORDS RETENTION & DISPOSITION

Obsolete, outdated records are both costly and potentially harmful to
operations of any agency. Not only do they take up valuable working
space and exhaust the capacity of otherwise suitable structures to
house offices and agencies, often they hinder the usefulness of active
records through the crowding and cl:aos they can inflict,

The object of a Records Retention program is to dispose of records
that bear no further legal obligation or administrative usefulness
and to set up a continuous cycle for retaining and disposing of each
type of record kept by an agency. Permanently valuable historical
records should also be identified and transferred to the State
Archives at the end of their legal or administrative lives.

Whether in the public or the private sector, Records Retention
Management is just good business management. However, there are
also legal reasons for implementing a comprensive Records Retention
program. Various laws regulate the operation of a wide variety of
services provided by public agencies and the records which document

those services.

I. LEGAL REQUIREMENTS & ﬁESPONSIBILITIES

In most states, statues regulate the retention and disposition of
public records. In Washington State the Records Act, Revised Code
of Washington (RCW) 40.14, is the primary |statute [in that regard.

. RCW 40.14 and the|Washington Administrative Code include the
fiollowing provisions:

-A.PUBLIC RECORDS DEFINED
"Public Records'' ‘means any paper, correspondence, form, book, film,

magnetic tape, sound recording, map, drawing or other document
regardless of physical form or characteristics, including all copies
thereof, that have been made by any agency or received by it during
the course of public business. (RCW 40.14.010 and WAC 414-12-010)

B.RECORDS AS PUBLIC PROPERTY
All such public records shall be and remain the property of the

agency. They shall be delivered by outgoing officials and employees
to their successors. Furthermore, public records shall be preserved,
stored, transferred, destroyed and otherwise managed, only in

accord with the provisions of RCW 40.14, and as otherwise provided

by law. (WAC 414-12-010)

C.CUSTODY OF PUBLIC RECORDS : :
 Unless otherwise provided by law, public records must remain in the

custody of the agency in which they were originally filed. They
shall not be placed in the custody of any other person or agency,
public or private, or released to individuals except for disposition
pursuant to law, or, as otherwise expressly provided by law.

(RCW 40.14.070 and WAC 414-12-020)
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D.DISPOSITION OF PUBLIC RECORDS
Public Records may be destroyed or transferred only in accord
with the instructions and approval of the Local Records Committee
unless otherwise provided by law. This process may be accomplished
through the use of a Records Retention Schedule or General Records
Retention Schedule. (RCW 40.14.070)

E.LOCAL RECORDS COMMITTEE
The State Archivist, the Chief Examiner of Municipal Corporations
of the State Auditor's Office and a representative appointed by the
Attorney General constitute the State Local Records Committee. This
Committee has the authority to review and approve the disposition
of records of agencies of local govermnment. (RCW 40.14.070)

F_RECORDS RETENTION SCHEDULE
A local government agency may elect to establish a records control
program based on a recurring Records Retention Schedule recommended
by the agency to the Local Records Committee. The schedules are to
be submitted to the Local Records Committee on forms provided by the
Division of Archives and Records Management. The Committee may either
veto, approve or amend the schedule. Once a schedule is approved,
it shall constitute authority for the local agency to dispose of the
records listed thereon, after the required retention periods have
lapsed, on a recurring basis until it is either amended or revised
by the Committee. (RCW 40.14.070)

GwAUTHORITY TO ADOPT GENERAL RECORDS RETENTION SCHEDULES
The  Local Records Committee may approve and issue Records Retentlon
SchedulesgWwhich shall cemstitute authoritygfor| Likegageneies to
dispose of specific types of records which they hold in common.
General Schedules, like individual Records Retention Schedules,
apply on a recurring basis until such time as they may be amended or
revised. (RCW 40.14.070 and WAC 414-24-050)

H.THE USE OF MICROFILM
Microfilm copies of Public Records whose completeness and clarity
are. officially guaranteed, have the same legal status of the orlglnal
paper copies of those records. (See Appendix E)

I. AUTHORITY TO TRANSFER RECORDS TO THE STATE ARCHIVES
In lieu of permanent reterition by local agencies, records of archival
or historical value may be officially transferred to the State -
Archives or an other depository designated by the State Archivist.
(RCW 40 14 070 and WAC 414-12- 030)

J.METHODS OF RECORDS DESTRUCTION
In regard to those records which are eligible to be destroyed under
the provision of an individual or General Records Retention Schedule,
the primary objeét of destruction shall be to reduce the records to
an illegible condition. Burning, pulping and shredding are considered
to be the most effective means of accomplishing that objective.

An agency may dispose of records by releasing them for recycling .
purposes under the following conditions:
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J.METHODS OF RECORDS DESTRUCTION (Continued)

(1) The prompt destruction of the records shall be insured and the
responsibility of such destruction shall continue to be that of the
agency until the records are actually destroyed.

(2)  The individual or entity purchasing such records shall have in
effect, or provide, a performance bond in a penal sum of $100,000.00
or the face value of the records being sold, whichever is least.

(3) Records shall not be kept in unattended and unprotected storage
while awaiting their destruction.

(4) The agency shall obtain and preserve evidence of the destructlon
.0of such records in the form of a certificate from the person or entity
to whom they were released. (WAC 414-24-070 through WAC 414-24-080)

It is. recommended that agencies keep summary logs and/or compile

certificates recording the details and date of destruction for all
Records Series that have been destroyed.

RECORDS RETENTION SCHEDULING

A.WHAT IS A RECORDS RETENTION SCHEDULE?

A Records Retention Schedule is a device which lists the specific types

of records compiled by an agency and determines the length of time

that each type should be retained. Once a Records Retention Schedule

is approved for a local agency by the Local Records Committee, it serves
as the agency's authority to dispose of those types of records which it
lists (according to the stipulations of en-h listing) on a recurring basis
untilpsughtime @emitimayebenrevigedior dimmded.

B.BASIC ELEMENTS OF A RECORDS RETENTIONWSCHEDULE

1. Records Series
Each"type of"record 1isted on a Records Retention Schedule is"a
separate Records Series. A Records Series may be defined as a
group of records performing a particular function, which are
filed as a unit, used as a unit and are disposed or transferred’

as a unit.

2. Retention Period v
Each Records Series listed on a Records Retention Schedule has
-a corresponding Retention Period. The Retention Period is the
minimum amount of time that records in a particular Records Series
must be retained by an agency to meet its legal respon31b111t1es
and administrative needs.

3. Records Classification
For the purpose of determining Retention Periods, Public Records
are divided into two classifications. Whichever classification
the various Records Series of a public agency may fall under, they
are all Public Records and their disposition must be accounted '
for on a Records Retention Schedule or a destruction request.




a. Official Public Record (OPR)
The classification of Official Public Record applies to any
Records Series which serves as legal or official proof of an
action, transaction or agreement by the agency in question.
OPR records include all original vouchers, and other documents
necessary to isolate and prove the validity of every trans-
action relating to the receipt, use and disposition of all
public property and public income from all sources; all
original contracts and agreements to which the agency is
a party; all original fidelity, surety and performance
bonds; all original claims filed against the agency; all
records or documents required by law to be filed with or
kept by the agency and all other records or documents
determined by the local Records Committee to be Official
Public records. The minimum legal Retention Period for
Official Public Records is 7 years after completlon unless
otherwise stated by law.

b. Office Files and Memoranda (OFM)

""The classification of Office Files and Memoranda applies
to all records, correspondence, exhibits, books, ledgers,
maps, . drawings, forms not classified as Official Public
Records; all secondary copies of Official Public Records;
all documents and reports.made for: the internal adminis-
tration of the lagency t© whiéh khey pevtain bBut not
requiredwbymlaw ;to-be filed,or keptmwith such ageneys and
all other Records Series determined by the Local Records
Committeentonbe Office Files andsMemorandaw® OFM Records
Series have a strictly administrative value. As such,
their Retention Periods are not determined by law, but
rather by the administrative needs of. the agency which
creates and uses them.

Archival Value

Each Records Series which has a permanent hlstorlcal value beyond
the Retention Period listed for the'agency will bear the designations
"Archival," or "Selected Files Potentially Archival." On a General
Records Retention Schedule such Series will be identified with a
"Yes" in the "Archive?" column. All Records Series that bear -
Archival designations should be transferred to the State Archives
once their Retentlon Perlods have expired.

| C.OTHER IMPORTANT INFORMATION

1.

Location of Primary and Secondary Copies

The Primary Copy of a record (especially an Official Public Record)
should usually have a longer Retention Period than do the Secondary
Copies. Therefore, the status of a particular Records Series as a
Primary or Secondary Copy often has a direct effect on the length
of its Retention Period.




2. The Use of Microfilm A
The use of Microfilm may also affect the Retention Periods of certain
Records Series because microfilm copies may be retzined in lieu of the
paper original. The expense of microfilm, in most cases, is justified
only when a Records Series is extremely voluminous,.has a long
Retention Period and a high rate of reference.

3. Disposition Remarks
The Disposition Remarks column does not apply to every Records Series.
When it is used, it contains information that clarifies the provisions
of a Retention Period or explains legal and procedural requirements
which are unique to a particular Records Series.

D.WHAT IS A GENERAL RECORDS RETENTION SCHEDULE?

. A General Records Retention Schedule fulfills all of the functions of a
Records Retention Schedule prepared by and for an individual ‘agency.
However, a General Records Retention Schedule is issued by the Local
‘Records Committee to serve as the authority for the retention and dis-
position of Records Series held in common by all local agencies of a
particular type within the state. It eliminates the necessity for each
agency to submit individual Records Retention Schedules for the Records
Series which it lists. The disposition of Records Series. not covered by
the General Schedule must be authorized separately on an individual
Records Retention Schedule approved by the Local Records Committee.

E.FTHE USE & APPLICATTON"OF |[GENERAL RECORDS RETENTION SCHEDULES
1. Formulation of Internal Working Schedules

A General Records Retention Schedidle may be applied dlrectly to the
disposition of the Records Series/which it lists./ However, it may
contain a number of Ilistings which do not apply to the holdings of
a particular agency. Therefore, it is recommended that the General
Schedule be used as a guideline to formulate an Internal Working
Schedule whlch would relate specifically to the needs of the agency
in question.

2. Distribution ,
The Internal Working Schedule should be broken down into functional

units and be distributed to those persons who will be directly
responsible for the disposition of the various Records Series.

F.THE USE AND APPLICATION OF INDIVIDUAL RECORDS RETENTION SCHEDULES
1. Disposition of Records Series Not Covered by the General Schedule
Those Records Series not covered by the General Records Retention
Schedule should be entered on a GAA-24, "PUBLIC RECORDS RETENTION
SCHEDULE & DESTRUCTION AUTHORIZATION" form and be submitted to the
Local Records Committee for approval.

These forms may be obtained from the State Archives. Once approved,
" the Individual Records Retention Schedule should be incorporated
as a part of the Internal Working Schedule.




- F.THE USE & APPLICATION OF INDIVIDUAL RECORDS RETENTION SCHEDULES (Continued)
2. Reduction of General Schedule Retention Periods

Generally, the Retention Periods of Official Public Records are fixed
by law and cannot be reduced. The Retention Periods of Office Files
and Memoranda Records Series are more flexible. If any agency wishes
to have the Retention Periods of OFM Records Series reduced, it should
enter those Records Series on a GAA-24 form and submit it to the Local
Records Committee for approval.

SUPERSEDED



SUPERSEDED
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III. GENERAL RECORDS RETENTION SCHEDULES

The following General Records Retention Schedules constitute

h Dist r a i
pose of“the various Records Series
sp ied ion Period
ngton State| Local Records/Committee'
R n 3dule a

to Chapter 40.14.070 of the Revised Code of Washington and
Washington Administrative Code 414-24-050.

10



1T

Arehives }(
s Z ]
152 .
— ecaree S

fowvisice o g,

£ Mazagemea: _
T3

-}
e 5 aar |

GENERAL RECORDS RETENTION SCHEDULE

& DESTRUCTION AUTHORIZATION
REFERENCE: RCW 40.14.070 & WAC 414-24.050

DISPOSITION AUTHORITY NUMBER

DMC-1.1

PAGE -‘ OF FPAGES

2

SCHEDULE TITLE

COURT RECORDS/CRIMINAL

SCHEDULE APPLICABLE TO

DISTRICT & MUNICIPAL COURTS

EFFECTIVE DATE

DECEMBER 1380

ITEM

RECORDS SERIES TITLE & DESCRIPTION
NO,

OPR

OFM

RECORDS LOCATION RETENTION

PERIOD

PRIMARY COPY OTHER COPIES

ARCHIVE?

MICRO.

R
rium? DISPOSITION/REMARKS

1.[UNIFORM CITATION, COMPLAINT & COURT
DOCKET/JUSTICE & PRE-UNIFORM DOCKETS
Completed criminal citation form,
which serves as statement of citatio
summons and court docket and officia
documentation of court action.

.| CRIMINAL CASE FILES

Secondary copies of case related
documents kept by court to document
action taken in each case. Includes
the following:

Warrants

Notices of Appedwance

Notices of Failure to Appear(ETA
60 Bay Rule Waiwets

Notices of Appeal

At court option, the
also be included:

following may

Summons
Subpoenas
Subpoenas Duces
Demand for Jury
Order of Change

Tecum

of Venue

.| SEARCH WARRANTS

Secondary copies of authorization
for search of private property by a
local law enforcement agency

AN

—_

Lamdiir=|

OPR

OFM

OFM [

Court Local Law
Enforcement

Agency

7 years
after
closure

Court None 7 years
after

closure

Court iLocal Law [Expira-
Enforcement fion of
Agencies Warrant

t 7 years

-

~

Yes*

No

No

No |#*Bound Justice and Muricipal Crimi-

nal Dockets covering periods prion
to 1940 should be set aside for
appraisal and transfer to the cus- .
of the State Archives.

No

No

FO%\THE ATTORNEX
\\

TzN}nAL

oot L T\

FOR THE ST

E_ARCHIVIST

“GAK-44
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GENERAL RECORDS RETENTION SCHEDULé

& DESTRUCTION AUTHORIZATION
 REFERENCE: RCW 40.14.070 & WAC 414.24.050

DISPOSITION AUTHORITY NUMBER
(_‘Lﬂlngqlmlnt #
£ ]3' PAGE oF . PAGES
R DMC-1.1 2 2
SCHEDULE TITLE SCHEDULE APPLICABLE TO EFFECTIVE DATE
COURT RECORDS/CRIMINAL DISTRICT & MUNICIPAL COURTS DECEMBER, 1980
':;M RECORDS SERJES TITLE & DESCRIPTION Zo::M = A.Yn::::ns Loc::l::k cortEs RE:::L':N ARCHIVET ":,:i'::; DISPOSITION/REMARKS
4.|PETITION & ORDER DEFFERRED PROSECU- | OPR| Court Prosecuter |7 yrs
TION Defense
Counsel
5.| TAPE RECORDINGS OF COURT PROCEEDINGS| oFM
To be used by Superior Courts on
appeals of District and Municipal
Court Actions. Upon completion of =
Superior Court action the tapes are
to be returned togfthe, colirts of
limited jurisdiction where they
originated
a. Cases Appealed OPR bourt Superior Crt| 7 'years
after settlemept
i of appeall
b. Cases Not Appealed OFM Co&tt None Until expiratipn Ref. Court Rules: RALJ 2.5(a)
‘ of appeall RALJ 5.1(a)
period RAP 5.2
F“\ i r\ /ﬁﬁl = 7
FOR IHE ATTORNEYJEENERA FOR THE STATE AUDITOR ... % FOR THE SEATE ARCHIVIST
- o AT
L . - el s 20U Lk,
GRA-4 '

-~
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L: GENERAL RECORDS RETENTION SCHEDULL
= & DESTRUCTION AUTHORIZATION
Alal:{::-i?r:::: : REFERENCE: RCW 40.14,070 & WAC 414.24.050 DISPOSITION AUTHORITY NUMBER
3 N )’:3’ PAGE OF FPAGES
- DMC-1.? 1 1
SCHEOCULE TITLE SCHEDULE APPLICABLE TO EFFECYTIVE DATE
COURT RECORDS/TRAFFIC DISTRICT & MUNICIPAL COURTS DECEMBER, 1980
|:§M RECORDS SERIES TITLE & DESCRIPTION O:’: — R::::Ds LOCAO':I::R — RE:::‘TOI;)N ARCHIVET h:ll(:-l;o; DISPOSITION/REMARKS
1. {UNIFORM CITATION, COMPLAINT & COURT |opr Court Local Law 7 years | No No
DOCKET : Enforcement
Completed criminal citation form, Agency
which serves as statement of citation
summons and court docket and official
documentation of court action.
2. |NOTICE OF FAILURE TO APPEAR OFM Pepartment |Court 5 years | No |[No

FTA data is retained by the Dept.

pf Licensing of Licensing for 5 years,

3. |BREATHALYZER TECHNICIAN CERTIFICATES|orM Washington [Court 3 years | No |No
State Patrol

4.{ TAPE RECORDINGS OF COURT|PROCEEDINGS
To be used by Superior Court on
appeals of Disftict and Municiapal
Court actions. Upen complétion of
Superior Court action, the tapes arg
to be returned to the courts of !
limited jurisdiction where they

originated.
a. Cases Appealed OPR | Court Superior Crt{7 years
after seftlemepnt
of appeal
b. Cases Not Appealed OFM | Court None Until expiratipn Ref. Court Rules: RALJ 2.5(a);
of appeal RALJ 5.1(a);
period RAP 5.2
=, -
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GENERAL RECORDS RETENTION SCHEDULE

o & DESTRUCTION AUTHORIZATION
REFEREMCE: RCW 40.14.070 & WAC 414.24.050

DISPOSITION AUTHORITY NUMBER

DC-1.3

PAGE OoF 2 PAGES

SCHEDULE TITLE

COURT RECORDS/CIVIL

SCHEDULE APPLICABLE TO

DISTRICT & MUNICIPAL COURTS

EFFECTIVE DATE

DECEMBER, 1980

1TEM

no RECORDS SERILS YiTL! & DESCRIPTION
.

OPR

OF M

RECORDS LOCATION

PRIMARY COPY

OTHER COPIES

RETENTION
PERIOD

ARCHIVE?

MICRO-

riLM? DISPOBITION/REMARKS

1. [ CIVIL DOCKET

2. | CIVIL CASE FILES

The case file may contain most or
some of the following forms:

Affidavit of Serwice & Notice of Suf
Motion & Order for Default
Affidavit for Garnishment
Order to Pay into Court/Garnishment

Writ of Attachment

Executions

Abstract of Damages (for motor
vehicle accident)

3. | TAPE RECORDINGS OF COURT PROCEEDINGS

To be used by Superior Court on
appeals of District and Municipal
Court actions. Upon completion of
Superior Court action, the tapes
are to be returned to the courts of
limited jurisdiction where they
were originated.

a. Cases Appealed

Order Discharging Garnished Defendegt

OPR

OPR

OPR

Court

Court

Court

None

None

Superior Crt

10 years
after
closure

10 years
after

closure

7 years
settleme
appeal

Yes*

No

hfter
ht of

No [Bound Civil Dockets covering

No

&

periods before 1940 and every
fifth year thereafter should be
set aside for transfer to the
custody of the State Archives.

7 s ﬂr ARCHIVIS P
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m : GENERAL RECORDS RETENTION SCHEDULE
v_/“‘ : & DESTRUCTION AUTHORIZATION
l::ﬁm‘mj REFERENCE: RCW 40.14.070 & WAC 414.24.050 ' DISPOSITION AUTHORITY NUMBER
‘g,_,_:_:‘?j’ PAGE oF PAGES
_ DC-1.3 2 2
SCHEDULE TITLE SCHEDULE APPLICABLE TO EFFECTIVE DATE
COURT RECORDS/CIVIL DISTRICT & MUNICIPAL COURTS DECEMBER, 1980
I::;M NSRS EERIKK RITLL K, aXkSRinfion }E':M nnmnvn::::” Loc::::u copics RE:::I;‘DON ancwvert BTN SHEPEALTIENARENANKS
3.|TAPE RECORDINGS OF COURT PROCEEDINGS
(con't.):
b. Cases Not Appealed OFM | Court None Until Ref. Court Rules: RALJ 2.5(a);
expiratipn RALJ 5.1(a);
of appeall RAP 5.2

period
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N ~ GENERAL RECORDS RETENTION SCHEDULL
= & DESTRUCTION AUTHORIZATION
: h‘:f,:: 4 REFERENCE: RCW 40.14,070 & WAC 414.24.050 DISPOSITION AUTHORITY NUMBER
K_L“:;i?'m}%? PAGE ‘l OoF 'l FPAGES
= A DC-1.4
SCHEDWLE Y'TLE_- SCHEDULE APPLICABLE TO EFFECTIVE DATE
COURT RECORDS/SMALL CLAIMS DISTRICT & MUNICIPAL COURTS DECEMBER 198U
':;r‘ RECORDS SERIES TITLE & DESCRIPTION Z{;M "'MAIYR::::Ds Loc::r::n py— RE:::'L':" ARCHIVE? “:,"i':‘o; DiSPOSITION/REMARXS
1.{SMALL CL.AIMS DOCKET (0ften included |OPR | Court None 10 years| Yes#* | No *If Small Claims Dockets are main-—
in Civil Docket) after tained separately from Civil Doc-
closure kets, those covering periods
before 1940 and every fifth year
thereafter should be set aside
for transfer to the custody of
the State Archives.
2. |SMALL CLAIMS CASE FILES (Often filed'oPR |court None 10 years|No No
as part of CivilFile records gsenied) after
Includes: closure
Notice of Claim
Affidavit/Proof ofmSetrvice
Abstract of Damages (for motor
vehicle accidents)
FOR .wy/v[’s; ) FOR THE sTAT?'ﬂ%VIT?F,-’._‘;‘
X | —~— \_:/T' % ,;—W‘ —
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=~ g | GENERAL RECORDS RETENTION SCHEDULE
Q‘ j & DESTRUCTION AUTHORIZATION
1 i REFERENCE: RCW 40.14,070 & WAC 414.24.050 ' DISPOSITION AUTHORITY NUMBER
‘ PAGE 1 OF 1 PAGES
DMC-1.5
DU .,m_; SCHEDULE APPLICABLE TO EFFECTIVE DATE
JURY DISTRICT & MUNICIPAL COURTS DECEMBER 1980
':zr‘ RECORDS SERIES TITLE & DESCRIPTION O:?M PR'MA"R::::DS Loc::::l Po— RE:::;':" ARCHIVE? ‘:'Ii':f; DISPOSITION/REMARKS
1.1 JURY LISTS OFM | Court None Expira- | No No
Master list of voters selected to tion of
serve as jurors for a specific term term
2.| WAIVER FROM JURY DUTY OFM | Court None Expira- | No No
Statements by Court excusing persons tion of
liable for jury duty from having to term
serve. '
3. [ JURY COST BILLS OPR | Court None 7 years | No No
Individual claims listing expenses
incurred by each juror to be reim-
bursed by the cofirt.
|
FOR l:Y'HE ATTORNEY GENERAL FOR THE STATE AUDITOR FOR THE STATE ARCHIVIST
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7ay ! GENERAL RECORDS RETENTION SCHEDULE
@- i & DESTRUCTION AUTHORIZATION
Tua ::m : REFERENCE: RCW 40.14.070 & WAC 414.24.050 DISPOSITION AUTHORITY NUMBER
[4_ ‘a _{’/ DMC-1.6 PAGE 1 oF 1 PAGES
SCHEDULE T'TLE— . SCHEDULE APPLICABLE TO EFFECTIVE DATE
COURT RECORDS/GENERAL DISTRICT & MUNICIPAL COURTS DECEMBER 1980
'::r‘ RECORDS SERIES TITLE & DESCRIPTION ‘E;M PMMA"R::::DS LOCAO:I::" P ":::L':" Arcrverf MR DISPOSITION/REMARKS
1.1 JUDGES' COURT CALENDAR OFM | Court None 1 year | No No
2.{L0OG BOOKS OFM | Court None Until - | No No
after
audit
3. {MINUTE BOOKS, CLERKS OFM | Court None 1 year | No No
4.|REPORT TO THE ADMINISTRATOR OF THE |OFM | AdministradCourt 1 year | No No
COURTS tor of the
Courts
5. | INSTRUCTIONAL ORgPROCEDURAL MATERIAL|OFM | AdministradCotrt Until No No
e.g. Court Manual tor of the super—
Courts seded
6.| CRIMININAL & TRAFFIC INDEXES {orM | court None 7 years | No No
' after
disposi-
tion of
last item
on indeﬁ
7.1CIVIL INDEXES OFM | Court None 10 years | No No
after
disposi-—
tion of
last item
on index
N i
FOR! 'I'HE ATTORNEY ce\E\L FOR THE sTATECﬁMToR /»»7 Fon:77'rrrs ARCHIVIST
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Uc‘ ’ & DESTRUCTION AUTHORIZATION
LKIE::;:;?:A"; REFERENCE: RCW 40.14,070 & WAC 414-24.050 DISPOSITION AUTHORITY NUMBER
Y PAGE oF FAGES
e A
__ DMC-2 1 3
SCHEDULE TITLE SCHEDULE APPLICABLE TO EFFECTIVE DATE
ADMINISTRATION . ) DISTRICT & MUNICIPAL COURTS DECEMBER 1980
1TEM R E DESCRIPTI op: st i RETENTION } o cnive?| MICRO- DISPOSITION/REMARKS
No. RECORDS SERIES TITLE & o oFM PRIMARY COPY OTHER COPIES RERIOD Fliime 5
1.1 ACCOUNTING RECORDS
a. Transmittal remittance to the OFM |County Court 1 year | No No
County Auditor/City Finance Dir. Treasurer after
audit
b. Cash Book & Reconciliation of OPR |Court County 7 years | No No |Copy of reconciliation to County
Records Journal or Ledger of Treasurer Treasurer
Disbursements & Receipts
c. Cash Register Tapes or Daily OFM |Court or County 7 years | No No
Transmittal detail of receipts County Treasurer | after
Treasureryylor,Court audist
d. Receipts - Bail, Cash Register OFM ({Court None 1 year No No, ||Cash register receipt - not signed,
after duplilcated by cash register tape
i audit
©
e. Transaction Journal OPR |Court or Court 7 years | No No
Payer
f. Receipts - Treasurers OFM [County/Muni {Court 1 year | No No
Treasurer after
audit
g. Trust Fund Books OPR [Court None 7 years | No No (Data on cash register tape or peg
board, also on docket, Trust Fund
bank statement, other records
h. Witness/Juror Cost Bill OFM [County/Muni {Court 1 year | No No |Copy to County Treasurer if court
Treasurer/9 after pays (when defendant found not
City Finance audit guilty). If guilty, witness fees
Officer are paid by defendant and are
posted to check book and docket
i, Time Payment Agreement OPR |Court iNone 7 years No No
\ IR
FO* THE ATTORNE G NT(A}J FOR THE ST'ATE AUQ}T'OR o FOR THE STAT ’ RCHIVIST
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L GENERAL RECORDS RETENTION SCHEDULE '
ol & DESTRUCTION AUTHORIZATION
Taduuts REFERENCE: RCW 40.14.070 & WAC 414.24.050 DISPOSITION AUTHORITY NUMBER
‘i_i__j B PAGE oF PAGES
_ DMC-2 2 3
SCHEDULE YTITLE SCHEDULE APPLICABLE TO EFFECTIVE DATE
ADMINISTRATION DISTRICT & MUNICIPAL COURTS DECEMRER 1980
ITEM OPR RECORDS LOCATION RETENTION MICRO-
wo. RECORDS SERIES TITLE & DESCRIPTION ::M T - oTHER comres PERIOD ARCHIVET FILMT DISPOSITION/REMARKS
2. 1BANKING RECORDS: STATEMENTS, CHECKS,|OPR | Court Bank 7 years | No No
DEPOSIT SLIPS
3.| PAYROLL REPORTS OFM [County/Muni JCourt Until No No |Informational copies of payroll
Monthly reports on employee earnings Auditor or after register
and deductions. bther paying audit
County Offide
4.{PURCHASING RECORDS: INFORMATIONAL |oFM County/Muni Court 1 year |[No No
COPIES OF PURCHASE_REQUISITIONS, J [Purchasing after
VOUCHERS, INVOICES OR'OTHER DOCUMENTS Office, audit
” REQUESTING MATERTALS. & AUTHORIZING Auditor, etd.
< PAYMENT
5.|BUDGET OFM |County Court Until No No
Court's copy of official plan of Commissionets superseddd
expenditures. Also includes prelim- or City by new
-inary budget and working papers. Council budget
6.] FINANCIAL REPORTS OFM [County Court Until No No
Periodic report to or by the court Auditor or after
regarding its expenditures and the City Financ audit
status of its budgeted funds. Officer
7.| PERSONNEL FILES OFM |County or | Court unt 11 No | No
Court's copy of official documenta- City Person- termina-
tion of employment history for each nel * tion of
employee, including applications, lemp loy—
positions held, transfers, promotionk, ment
etc.
FOR|MHE ATTORNEY Eﬂay FOR THE STA AUOlij FOR THE ST /-r RCHIVIST P
N ) _ e :
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(’“*;"1 GENERAL RECORDS RETENTION SCHEDULE

) & DESTRUCTION AUTHORIZATION
la :n:qL' 3 REFERENCE: RCW 40.14.070 & WAC 414.24.050 DISPOSITION AUTHORITY NUMBER
P 5’ PAGE OoF FAGES
] DMC-2 3 3
SCHEDUAE TITLE SCHEDULE APPLICABLE TO EFFECTIVE DATE
ADMINISTRATION DISTRICT & MUNICIPAL COURTS DECEMBER 1980
'::‘ RECORDS SERIES TITLE & DESCRIPTION :::'l::‘ “'MA"R::::DS Loc::'::n p— ":::;ro':“ ARCHIVE? Mrlli':f?- DISPOSITION/REMARKS
8.1 JOB DESCRIPTIONS OFM | County or | Court Until No No
Statements of duties and require- City Person- supersedpd
ments for court positions. nel
9.| EMPLOYMENT APPLICATIONS OFM { Court None 90 days
Applications submitted for job opent
ings by people who were not hired.
FOR THE ST ITOR FOR THE S TE ARCHIVIST
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GENERALRECORDSRETENHONSCHEDULE(
& DESTRUCTION AUTHORIZATION

B AA

rwaie REFERENCE: RCW 40.14.070 & WAC 414.24.050 DISPOSITION AUTHORITY NUMBER
Lhr - i’_j" PAGE OF FAGES
_ DMC-3 1
SCHEDULE TITLE SCHEDULE APPLICABLE TO EFFECTIVE DATE
CORRESPONDENCE/SUBJECT FILES DISTRICT & MUNICIPAL COURTS DECEMBER 1980
em OPR RECORDS LOCATION ETENTION ” .
':0. RECORDS SERIES TITLE & DESCRIPTION ::M T — STHEN EoSIEA R ::'11;': ARCHIVE? :‘CLRMO' DiSPOSITION/REMARKS
1.] TRANSITORY CORRESPONDENCE/RECORDS OFM | Varies Varies 90 days | No No |{See Attachment A for definition
2.| READING OR DAY FILES OFM | Court Varies 90 days | No No |See Attachment A for definition
3.{ GENERAL CORRESPONDENCE
a. Policy Correspondence OFM | Varies Varies Perm., & No |*Policy correspondence, unless
or until filed with the Administrator for
super- the Courts, should be preserved
seded pexmanentdy or transferred to the
State Archives after it is super-
seded
b. Routine &.NomsPolicy Cerrespon- | OFM| Varies Varies 1 ye No No ExamplessmeClerk's correspondence
dence with vendors, county offices, el-
eemosynary organizations or drived
i - - .
FOR|\THE ATTORNEY GfNERA ) FOR THE STATE AUDITRN, FOR THE/STATE ARCHIVIST
Lo 1L t*é” Pl 5 ﬁ:j_vﬁ@dz
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GENERALRECORDSRETENHONSCHEDULE(
& DESTRUCTION AUTHORIZATION

REFERENCE: RCW 40.14,070 & WAC 414.24.050 DISPOSITION AUTHORITY NUMBER
DMC-4 PAGE 1 oF 5 PAGES
SCHEOULE TITLE SCHEDULE APPLICABLE TO EFFECTIVE DATE
NON-RECORD MATERIALS DISTRICT & MUNICIPAL COURTS DECEMBER 1980
oPR RECORDS LOCATION RETENTION TCR G ‘
1TEM RECORDS SiﬁlE! TITLE & DESCRIPTION oR PERIOD ARCHIVE? FiLm? DISPO!ITION/REMARKS

NO, orm

PRIMARY COPY OTHER COPIES

THE FOLLOWING SPECIFIC TYPES OF
MATERIALS ARE DESIGNATED AS NON-
RECORD MATERIALS:

1.| Catalogs, trade journals and other
printed or published materials re-
ceived from other offices, commer-
cial firms or private institutions
which require no action and are not
needed for documentary purposes.

2. | Electrostatic, photocopy or other
copy device copy©6f Corréspondénce,
completed forms, bulletins, et¢.
prepared for reference, and 1nforma-
tional distribution.

3. | Letters of transmittal which do not
add any information to the trans-—
mitted material.

4. | Miscellaneous notices or memoranda
which do not relate to the functiondl
responsibility of the agency, e.g.,
notices of community affairs, em-
ployee meetings, holidays, etc.

5. | Preliminary drafts of letters, memo-
randa, reports, worksheets and in-
formational notes which do not

represent significant basic steps

in the preparation of record documents.

/—_

No

No

*May be disposed of after serving
administrative purpose.

FOR Hﬁ ATTORNEY GE,Néh
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GENERAL RECORDS RETENTiON SCHEDULE(
& DESTRUCTION AUTHORIZATION

REFEREMNCE: RCW 40.14,070 & WAC 414.24.050 DISPOSITION AUTHORITY NUMBER
(_j-_liti,l z1y DMC 4 . 2 or 2 neee
- y -
SCHEDULE TITLE“ SCHEDULE APPLICABLE TO EFFECTIVE DATE
NON-RECORD MATERIALS DISTRICT & MUNICIPAL COQURTS DECEMBER 1980
ITER RECORDS SERIES TITLE & DESCRIPTION R oA ":::IL':"' ARCHIVE? ”’"i':"‘ DISPOBITION/REMARKS

OF M PRIMARY COPY OTHER COPIES

6. [Reproduction material, such as sten-
cils, hectograph masters and offset
plates.

7.|Routing slips used to direct the
distribution of documents.

8. |Shorthand notes, stenotype tapes and
mechanical recordings which have bee

transcribed into typewritten or T

printed forms.

9. |Stocks-of publications, forms and
printed documents, preserved for

supply purposes, which are super-
seded, outdated or otherwise valueles
10. |Telephone messages, '"While You Were
Out" slips, check slips or similar

forms used to convey non-policy in-
formational messages.

R

e
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GENERAL RECORDS RETENTION SCHEDULE

& DESTRUCTION AUTHORIZATION
REFERENCE: RCW 40.14.070 & WAC 414.24.050

DISPOSITION AUTHORITY NUMBER

- Mazagemenr
Homes _{Bj DMC-5 PAGE 1 ofF 2 PAGES
SCHEDULE flTLE—. SCHEDULE APPLICABLE TO EFFECTIVE DATE
PROBATION OFFICE DISTRICT & MUNICIPAL COURTS DECEMBER 1980
ITEM RECORDS SERIES TITLE & DESCRIPTION “on bbbl “:::12':" ARCHIVE? M,':::’,' DISPOSITION/REMARKS
NO. orm PRIMARY COPY OTHER COPIES
1.] PROBATION CASE FILES OFM [0fficial Probation |3 years No No
Reports and correspondence regarding documanta- after
the progress and status of indivi- tion of prot completign
duals on probation. Also includes bation kept or termi-
copies of the Court's orders related by Court nation of
to probation. probatiod
2.| GENERAL CORRESPONDENCE OFM [Probation |None 1 year No No
Office
3.1 BUDGET OFM [County Probation [Until No No
Probation office's copy of official Commissionets superseddd
plan of expidutrés. ‘Also includes by new
preliminary budget, and working paperf. budget
4.{ FINANCIAL REPORTS OFM |County Probation Until No No
Periodic reports to or by Probation Commissionens after
Office regarding its expenditures audit
and the status of its budgeted funds}
5.|FISCAL, PURCHASE & RECEIVING DOCU- |oFM County Probation Until No No
MENTS lAuditor or after
Documentation of purchase and pro- Controller audit
curement, including copies of Purchafe
Orders, Requisitions, Vouchers,
Invoices and Work Orders.
6.}PAYROLL REPORTS OFM Count{ Probation Until No No
Monthly reports on employee earnings| : PaYFO 1 after
and deductions. pfflce audit

FOR THE ATTORNEY GENERAL

FOR THE STATE AUDITOR

FOR THE STATE ARCHIVIST

GAA-44




9Z

Archives 77
=
gl )‘

ané 1
T Recore: 2

o )
boBinges z [f

Managemaat |

GENERAL RECORDS RETENTION SCHEDULE

& DESTRUCTION AUTHORIZATION
REFERENCE: RCW 40.14.070 & WAC 414-24.050

DISPOSITION AUTHORITY NUMBER

e~ _;/} DMC-5 PAGE o oF 9 PAGES
SCHEDULE T'TLE—- SCHEDULE APPLICABLE TO EFFECTIVE DATE
PROBATION OFFICE DISTRICT & MUNICIPAL COURT DECEMBER 1980
':s:“ RECORDS SERIES TITLE & DESCRIPTION ‘::::a: “mnvn::::“ Loc::::. p— ":::'To';’" ARCHIVET "‘:f‘_’::; DISCIOSITION/R!‘MARKS
7.1 PERSONNEL FILES OFM [County Probation [Until No No
Probation office's copy of official Personnel termina-]
documentation of employment history tion of
for each employee, including appli- employment
cations, positions held, transfers,
promotions, etc.
8. JOB DESCRIPTIONS:< OFM |County Probation [Until l No | No
Statements of duties and require- Personnel supersedqd
ments for Probatdion office positions|.
9. EMPLOYMENT APPLICATIONS OFM |Probation | |Nome 90 days No No
Applications submitted for, job open-
ings by people who were not hired.
N [ SN - -
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SECTION C: IMPLEMENTING A RECORDS RETENTION PROGRAM

Just as it is impossible to create Records Retention Schedules
which are comprehensive and equally useful to all agencies,

so it is impossible to provide instructions for implementing a
Records Retention Program which works equally well for all
offices. The following outline is designed to show how a Records
Retention Program may be implemented on a step by step basis.

‘The outline could be applied to the implementation of any

Records Management Program and any of its steps may be
modified to meet the specific needs of a local agency.

They are not required by law, but are recommended management
practices.

I.. ESTABLISHING THE PROGRAM - STEP BY STEP

A.SUPPORT FROM THE TOP
The .success of any program is dependent on top management
support. If a Records Retention Program is to be a success
in any agency, the official in charge must be aware of and
support the program and its objectives.

B.APPOINTMENT OF A RECORDS OFFICER )
A member of the administrative staff should be appointed as a
"Records Officer" to oversee and account for the establish-
‘ment and maintenance of the program.

C.NOTIFY STAFF OF PROGRAM INAUGURATION
Alprogram annjounceémentsshould be issued showing management
support, announcing the appointment of a Records Officer
and requesting staff cooperation. The example below has
proven to be successful in _many instanges,

T0: ALl Departments -ALl Personnel
SUBJECT: Records Retention Program

It is the policy of this agency (or office) to encourage
efficient records management practices. This policy will
be manifested by compliance with the state law relative
to the retention, disposal and protection of aZZ agency
(office) records.

It is believed that a formal Records Fztention Program will
help us in several ways. It developes effective guideliness
for the timely disposal of obsolete records. It will reduce
the need for additional file equipment, release present
equipment and space for other uses, save time in records
handling, and insure the preservation of essential and
permanently valuable records.

To initiate and maintain an effective program, (Mr. Ms.)
XXxxx has been appointed as Records Officer and has my
full support in this effort. It is requested that

(he, she) be given your complete cooperation.

Agency Head or Offictal

22



D.APPOINT A RECORDS RETENTION .COMMITTEE (optional)
In: large agencies, a Records Retention Committee, consisting of
high level administrators from key departments, can provide
program direction to the Records Officer and give the program
a sense of cooperative effort and authority that might be hard
to achieve by the Records Officer alone.

E.ESTABLISH A RECORDS RETENTION MANAGEMENT FILE
A file containing the General Records Retention Schedules,
Internal Working Schedules, GAA~24, "PUBLIC RETENTION SCHEDULE
& DESTRUCTION AUTHORIZATION" forms, State Records Management

- Handbooks, disposition affidavits, other forms and supplies
incidental to a Records Retention Program should be maintained
by the Records Officer and others who are responsible for records
disposition. : )

F.ESTABLISH CONTACTS IN FUNCTIONAL AREAS
Records Coordinators should be designated in key functional
areas. (This step applies especially to large agencies.)
These people may be supervisors or secretarial personnel with
substantial knowledge of the operation and records of their
particular areas.

G.ESTABLISH FORMAL RECORDS RETENTION POLICIES & PROCEDURES
These policies| and procedures should)state the purpose of the
program, who is affected by it, and ageney policy regarding the
program. They should define terms unique tothe program, out-
line the responsibilities of each person or department affected,
and explain the procedures for ‘Implementation. (See Appendix A)

H.PROCEED WITH INITIAL PROJECTS AND ESTABLISH CONTROLS FOR THE
PROGRAM
1. Conduct orientation meetings with functional or depart-
mental Records Coordinators, managers or other concerned
persons.

2. The General Schedule should be broken down into sections
relating to functional areas and be distributed to those
~areas for the use of the Records Coordinators.

3. :The Records Coordinators, under the supervision c¢i the
Records Officer, should transfer the applicable listings
from the General Schedule to Internal Working Schedules

:which should be applied directly to the actual disposition
of agency records.

4. -Apply the Internal Working Schedules to the disposition
of obsolete records in the various functional areas,
account for the volume of records disposed of, and
establish a regularized procedure for records disposition
'so that the schedule is applied on a yearly basis. The
initial disposition project should also be used to identify
those Records Series which are not covered by the General
Schedule. Those Records Series should be entered on a
GAA-24 "PUBLIC RECORDS RETENTION SCHEDULE & DESTRUCTION
AUTHORIZATION" form and be submitted to the Local Records

“Committee for approval.

23



5. 1If possible, establish a non-current records storage area
which is separated from the active office usage area. The
active reference life of most Records Series is usually not

- more than one or two years. Expensive office space and
active files should not be burdened and obstructed by older
records which do not require a high rate of reference.

For the purpose of facilitating the flow of inactive records

to non-current storage, the Retention Period of each Records
Series should be divided into active and non-current storage
phases. Yearly file cutoffs should be established so that
current storage to their ultimate disposition in mass quanities.
The shift from active usage to non-current storage

should take place on the same yearly basis as the records
disposition process so that the flow of records into the
non-current storage area is roughly equivalent to the flow

of records leaving for their ultimate disposition.

I1. PROGRAM MAINTENANCE

A .MONITOR IMPLEMENTATION
The Records Officer should see that the Records Retention
Schedule is implemented and that inactive records are being
transferred to non-current storage on an annual basis. A
yearly records transfer and disposition report may be a
useful device in this regard.

B.UPDATE RECORDS RETENTION)SCHEDULES
The yInternal™Working"Sehedules '8hould"be"audited annually
to determine whether they should be updated to include new
Records Series"or whether thei¥fprovisions should be 'amended
to relate to new administrative needs and legal requirements.

III. COMPILE & REPORT PROGRAM RESULTS

A.STATISTICAL RESULTS

1. Amount of records storage equipment emptied for reuse
through the program. K

Volume of records on hand at beginning of report period.

Voluie of records created.

. Volume of obsolete records disposed of.

. Net holdings at end of year.

newnN

B.COST SAVINGS

1. Cost of records storage equipment released for reuse.
2. Cost of floor space converted or released for reuse.
3. Clerical time saved by eliminating handling of inactive records.



SUBJECT:

I.

LI,

I1I.

IV.

APPENDIX A

POLICY & PROCEDURE .
(Suggested Format and Content)

RECORDS DISPOSITION MANAGEMENT
Purpose:

To establish the policy and procedure for the identification and
systematic retirement and/or disposal of obsolete, inactive, semi-
active and archival records from costly office space and equipment
in accord with the provisions of RCW 40.14.

Divisions Affected:
All Divisions.
Policy:

It is the agency policy to promote efficient records management
practices. It is desirable that_all agency records be inventoried
and analyzed for administrative, legal, financial and historical
values to insure that:

1. Only active records are retained in high cost office space.

2. Valuable historical records are adequately preserved.

3. Inactive and semi-activehredbrdshare removed to low cost inactive
records storage. )

4.| Obsolete and valueless records are effectively eliminated in ac-
cord with the provisions)of RCW 40.14, to insure the efficient
use of file equipment, office space and storage facilities.

Definitions:

PUBLIC RECORDS:

As defined by RCW 40.14, the term "public records' shall include any
paper, correspondence, form, book, photograph, film, sound recording,
map drawing or other document, regardless of physical form or charac-
teristics, and including all copies thereof, that have been made by
any agency of the State of Washington or received by it in connection
with the transaction of public business.

RECORDS MANAGEMENT:

The application of administrative management techniques to insure the
adequacy, propriety,essentiality and efficiency of documentation and
records maintenance and disposition.

RECORDS DISPOSITION MANAGEMENT:

A records management technique aimed at the systematic, timely ang
effective disposal or removal of obsolete or inactive records from
expensive office space and the effective, but economical preservation

of records of permanent value.
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RECORDS OFFICER:

An individual appointed by appropriate authority to supervise and
coordinate the District's Records Management Program, to serve as
liaison with the Division of Archives and Records Management and to
represent the agency before the Local Records Committee. -

RECORDS COORDINATOR:

An individual assigned to a division of the agency who coordinates
the Records Management Program between the Records Officer and the
division in question.

Procedures and Responsibilities:

RECORDS OFFICER:

1. Coordinates the agency Records Management Program.

2. Conducts Records Management workshops with Records Coordinator
and other agency personnel.

3. Packages and distributes General Schedules to Records. Coordinators.

4. Serves as records liaison with the Division of Archives and Records
Management.

5. Represents the agency before the Local Records Committee in matters
related to the dlsposal of agency records.

6. Approves records retention schedule revisions and updates submitted
by offices on GAA-24, "Public Records Retention Schedule & Destruc-—
tiongAuthorization" ;forms; consults withsRecordsyCoordinators
regarding records retention dnd transfer recommendatioms for fimal
disposition | ofwrecordssgefstablishes primary Offices of Record jand
the location of official eopies. *

fegt Submits schedulemrevisions \to thesWashington StatelLocaluRecords
Committee and distributes approved revisions returned from the
Committee.

8. Assists with physical disposal of records eligible for destruction.

RECORDS COORDINATOR (OFFICE OF RECORD) :

1. Supervises Records Disposition Management Program within a division.

Maintains Records Management files.

3. Recommends records retention schedule revisions to the District
Records Officer and prepares GAA-24, '"Public Records Retention
Schedule & Destruction Authorization” forms for the Records Officer's
approval. ‘

4. Monitors physical destruction of records eligible for disposal and
sees that records retention schedules are updated and implemented
annually.

N

DIVISION OF ARCHIVES AND RECORDS MANAGEMENT:

1. Provides agency Records Officer with forms, procedural instructions
and materials for agency use.

2. . Presents program orientation and instructions to agency Records
Officer and Records Coordinators upon request of agency Records
Officer.
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APPENDIX B
WASHINGTON STATE RECORDS MANAGEMENT PROGRAM
RCW 40.14 PRESERVATION AND DESTRUCTION OF PUBLIC RECORDS -- STATE. ARCHIVES

40.14.010 DEFINITION AND CLASSIFICATION OF PUBLIC RECORDS

As used in this chapter, the term "public records" shall include any paper, cor-

" respondence, form, book, photograph, film, sound recording, map drawing, or other
document, regardless of physical form or characteristics, and including all copies
thereof, that have been made by or received by any agency of the State of
Washington in connection with the transaction of public business, and legislative
records as described in RCW 40.1L4.100. For the purposes of this chapter, public
records shall be classified as follows:

(1) Official Records (OPR) shall include all original vouchers, receipts and
other documents necessary to isolate and prove the validity of every transaction
relating to the receipt, use and disposition of all public property and public
income from all sources whatsoever, all agreements and contracts to which the
State of Washington or any agency thereof may be a party; all fidelity, surety
and performance bonds; all claims filed against the State of Washington or any
agency thereof; all records or documents required by law to be filed with or kept
by any agency of the State of Washington; all legislative records as defined'in
RCW L40.1L4.100; and all other documents or records determined by the Records
Committee, hereinafter created, to be Official Public Records.

(2) Office Files and Memoranda (OFM) shall include all records, correspondence,
exhibits, books, booklets, drawings, maps, blank forms, or documents not above
defined and classified as Official Public Records; all duplicate copies of Official
Public Records filed with any agency of the State of Washington; all documents and
reports made for the internal administration of the office to which they pertain
but not required by law to be filed or kept with such agency; and all other docu-
ments or records, determined by the Recordg’ Committee, hereinafter created, to be
Office Files and Memoranda. (1971 First Extraordinary Session, Chapter 102,

. Sec®ion [1; 1957 Chapter 246, Sectidndl)

- 40%74 . 020" DIVISION OF ARCHTVES™AND RECORDS MANAGEMENT =“STATE“ARCHIVIST="POWERS
AND DUTIES - DUTIES OF PUBLIC OFFICIALS
All public records shall be and remain the property of the State of Washington.
They shall be delivered by outgoing officials and employees to their successors
and shall be preserved, stored, transferred, destroyed or disposed of, and other-
wise managed, only in accordance with the provisions of this chapter. In order
to insure the proper management and safeguarding of public records, the Division
of Archives of the Department of General Administration is designated as the
Division of Archives and Records Management, and, under the administration of
the State Archivist, who shall have reasonable access to all public records,
wherever kept, for purposes of information, surveying, or cataloguing, shall
un@ertake the following functions, duties and responsibilities:
(1) To manage the Archives of the State of Washington; ,
(2) To centralize the Archives of the State of Washington, to make them avail-
able for reference and scholarship, and to insure their proper preservation;
(3) To inspect, inventory, catalog, and arrange Retention and Transfer Schedules
on all record files of all state departments and other agencies of state government;
(k) To insure the maintenance and security of all state public records and
establish safeguards against unauthorized removal or destruction.
(5). To establish and operate such State Records Centers as may from time to time
be authorized by appropriation, for the purpose of preserving, servicing, screening
and protecting all state public records which must be preserved temporarily or
permanently, but which need not be retained in office space and equipment.
(6) To gather and disseminate to interested agencies information on all phases of
records management and current practices, methods, procedures and devices for ef-
ficent and economical management of records. )
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RCW 40.14 PRESERVATION AND DESTRUCTION OF PUBLIC RECORDS -- STATE ARCHIVES (continued)

(7) To operate a Central Microfilm Bureau which will microfilm, at cost, records
approved for filming by the head of the office of origin and the Archivist, to
approve microfilming projects undertaken by state departments and all other agencies
of state governmment; and to maintain proper standards for this work.

(8) To meintain necessary facilities for the review of records approved for des-
truction and for their economical disposition by sale or burning; directly to
supervise such destruction of public records as shall be authorized by the terms

of this chapter. (1957 Chapter 246, Section 2)

40.14.030 TRANSFER TO STATE ARCHIVES - CERTIFIED COPIES, COST

All public records, not required in the current operation of the office where they
are made or kept, and all records of every agency, commission, committee, or any
other activity of state government which may be abolished or discontinued, shall
be transferred to the State Archives so that the wvaluable historical records of
the state may be centralized, made more widely available, and insured permanent
preservation; PROVIDED, That this section shall have no application to public re-
cords approved for destruction under the subsequent provisions of this chapter.

When so transferred, copies of the public records concerned shall be made and
certified by the Archivist, which certification shall have the same force and
effect as though made by the officer in charge of them. Fees may be charged to
cover the cost of reproduction. In turning over the archives of his office, the
officer in charge thereof, or his successor, therby loses none of his rights of
access to them, without charge, whenever necessary. (1957 Chapter 246, Section 3)

40.140.040 RECORDS OFFICERS - TRANSFER| SCHEDULES .
Faéhy department ongetlier agency of sthelstate governmentmshall designatemamRecords
Officer o supervise its records program amd to represent the office in all con-
tacts withmthe Records Committtee , 'hereinaftermereatedymand thewDivisionwof Archives
and Records Management. The Records Officer shall:

(1) Coordinate all aspects of the Records Management Program.

(2) 1Inventory, or manage the inventory of all public records at least once during
a biennium for disposition scheduling and transfer action, in accordance with pro-
cedures prescribed by the State Archivist and State Records Committee, PROVIDED,
That Essential Records shall be inventoried and processed in accordance with

Chapter 40.10 at least annually.
(3) Consult with any other personnel responsible for maintenance of specific re-

cords within his state organization regarding records retention and transfer
recommendations.

(1) Analyze records inventory data, examine and compare divisional or unit in-
ventories for duplication of records, and recommend to the State Archivist and
State Records Committee minimal retentions for all copies commensurate with legal,
financial and administrative needs. .

(5) Approve all records Inventory and Destruction Requests which are submitted
to the Local Records Committee.

(6) Review established Records Retention Schedules at least annually to insure
that they are complete and current.

(7) Exercise internal control over the acquisition of filming and file equipment.
(8) Report annually all savings resulting from records disposition actions to his
management, the State Archivist and the Office of Program Planning and Fiscal

Management.

If a particular agency or department does not wish to transfer records at a time
previously scheduled therefor, the Records Officer shall, within thirty days,

notify the Archivist and request a change in such previously set schedule, ‘including
his reason therefor. (1973 Chapter 54, Section 3; 1957 Chapter 246, Section U4)
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40.14.050 RECORDS COMMITTEE - COMPOSITION, MEETINGS, POWERS AND DUTIES -
RETENTION SCHEDULES

There is created a committee, to be known as the Records Committee, composed of
the Archivist, an appointee of the State Auditor, and an appointee of the Attorney
General. Committee members shall serve without additional salary, but shall be
entitled to traveling expenses incurred incident to committee records. Such ex-
penses shall be paid from the appropriations made for their respective offices.

The Records Committee shall meet at least once every quarter or oftener as business
dictates. Action by the Committee shall be by majority vote and records shall be
kept of all Committee business.

It shall be the duty of the Records Committee to approve, modify or disapprove B
the recommendations on Retention Schedules of all files of public records and to
act upon requests to destroy any public records, PROVIDED, That any modification
of a request or recommendation must be approved by the agency originating the
request or recommendation.

The Division of Archives and Records Management shall provide forms, approved by
the Records Committee, upon which it shall prepare recommendations to the Committee
in cooperation with the Records Officer of the department or other agency whose
records are involved. (1957 Chapter 246, Section 5)

40.14.060 DESTRUCTION, DISPOSITION OF OFFICIAL PUBLIC RECORDS, OFFICE FILES AND
MEMORANDA o -

Official Public Records shall not be destroyed until they are either photographed,
microphotographed, photostated, or reproduced on film, or until they are seven

-years old, except on a showing of the department of origin, as approved by the

Records Committee, that the retention of such records for a minimum of seven
years, ispboth munnecessarypandiune conomieal ,gParti cularlymwherenlessernfederal
retention periods for records generated bylthe state under federal programs are
Invodkved; PROVIDEDgmThat any lesseriteérm of retention™théan seven years'must
have thel additional approwal of the Director of /the Budget, the State Auditor
andrthe Attorney General , 'eéxcept where recordsfhave federal retentionguide-
lines, the State Records Committee may adjust the retention period accordingly;
PROVIDED, FURTHER, That an automatic reduction of retention periods from ten to
seven years as provided for in this 1973 amendatory section for Official
Public Records shall not be made as to records on existing Records Retention
Schedules but the same shall be reviewed individually by the Local Records
Committee for approval or disapproval of the change to a retention period of
seven years.

Recommendations for the destruction or disposition of Office Files and Memoranda
shall be submitted to the Records Committee upon forms prepared by the Records
Officer of the agency concerned and the Archivist. The Committee shall determine
the period of time that any Office File or Memorandum shall be preserved and

may authorize the Division of Archives and Records Management to arrange for its
destruction or disposition. (1973 Chapter 5k, Section 4; 1957 Chapter 246, Section
6) ' ’

40.14.070 DESTRUCTION OF LOCAL GOVERNMENT RECORDS - PRESERVATION FOR HISTORICAL
INTEREST - LOCAL RECORDS COMMITTEE, DUTIES

County, municipal, and other local government agencies may request authority to
destroy noncurrent public records having no further administrative or legal value
by submitting to the Division of Archives and Records Management, lists of such
records, in triplicate on forms prepared by the Division. The Archivist and the
Chief Examiner of Municipal Corporations of the Office of the State Auditor and
a representative appointed by the Attorney General shall constitute a committee
to be known as the Local Records Committee which shall review such lists, and
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40.14.070 DESTRUCTION OF LOCAL GOVERNMENT RECORDS - PRESERVATION FOR HISTORICAL
INTEREST - LOCAL RECORDS COMMITTEE, DUTIES (continued)

may veto the destruction of any or all items contained therein.

A local government agency, as an alternative to submitting lists, may elect to
establish a records control program based on recurring Disposition Schedules recom-
mended by the agency to the Local Records Committee. The Schedules are to be
submitted on forms provided by the Division of Archives and Records Management

to the Local Records Committee, which may either veto, approve, or amend the
Schedule. Approval of such Schedule or amended Schedule shall be by unanimous vote
of the Local Records Committee. Upon such approval, the Schedule shall constitute
authority for the local government agency to destroy the records listed thereon,
after the required retention pericd, on a recurring basis until the Schedule is
either amended or revised by the Committee.

No public record other than Office Files and Memoranda of any local government
agency shall be destroyed until it is either photographed, microphotographed,
photostated, or reproduced on film, or until it is seven years old, and except
as otherwise provided by law no public record shall be destroyed until approved
for destruction by the Local Records Committee; PROVIDED, That where records
have federal retention guidelines the Local Records Committee may adjust the
retention period accordingly; PROVIDED, FURTHER, That an automatic reduction of
retention periods from ten to seven years as provided for in this 1973 amend-
atory section for Official Public Reccrds shall not be made as to records on.
existing Records Retention Schedules but the same shall be reviewed individually
by the Local Récords Committee for approval or disgpproval of the change to a
retention period of seven years.

The State Archivist may furnish appropriate information, suggestions, and guide-
lines to local government ageneies fowrgtheirlassistancemin the vreparation of
lists and Schedules or any other matter\relating tol the retentionj, preservation,
orgdéstruetion of records| undempthis chapterigyThe LocalmRecords’ Commibbeenmay

~ adopt appropriate reguiations establishing procedures to be followed in such
"matters.

Records of county, municipal, or other local government agencies, designated by
the Archivist as of primarily historical interest, may be transferred to a
recognized depository agency selected by the Archivist, in order to relieve local
offices of the burden of housing them, to insure their preservation, and to make
them available for reference or study{ (1973 Chapter 54, Section 5; 1971 First
Extraordinary Session Chapter 10, Section 1; 1957 Chapter 246, Section T)

40.14.080 CHAPTER NOT TO AFFECT OTHER LAWS

The provisions of this chapter shall not be construed as repealing or modifying
any other acts or parts of acts authorizing the destruction of public records
save for those specifically named in Section 9 of this act; nor shall this
chapter affect the provisions of RCW 40.04.020 requiring the deposit of all state
publications in the State Library. (1957 Chapter 246, Section 8)
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APPENDIX C

LEGAL STATUS OF MICROFILM

The United States Congress has provided for the aceeptability of
microfilm copies of records as primary evidence in Federal Court-
proceedings. This was done in Section 1732 of Public Law 129,
82nd Congress. This provision has been accepted by the Legisla-
ture of the State of Washington and appears in the Revised Code
of Washington as quoted below. ' -

UNIFORM PHOTOGRAPHIC COPIES OF BUSINESS AND PUBLIC RECORDS AS
EVIDENCE (RCW 5.46.010)

If any business, institution, member of a profession or calling

or any department of agency of government, in the regular course
of business or activity has kept or recorded any memorandum, writ-—
ing, entry, print, representation or combination thereof, of any
act, transaction, occurance or event, and in the regular course

of business has caused any or all of the same to be recorded, cop-
ied or reproduced by any photographic, photostatic, microfilm,
microcard, miniature photograhic, or other process which accurately
reproduces or forms a durable medium for so reproducing the origi-
nal, the original may be destroyed in the regular course of busi-
ness unless the same is an asset or.is representative of (the) .
title to an asset held in a custodial or fiduciary capacity or
unless its preservation is required by law. Such reproduction,
when satisfactorily identified, is as admissible in evidence as
the"eFiginJlWitsel fiin"any judicial or administrative [proceediig
whether the original is in existence or not and an|enlargement or
facsimile of such reproduction 18)likewise admissible |in evidence
if the original reproductionis in existence and awvailable for
inspection ‘under the direction of court. The introduction of ‘a
reproduced record, enlargement or facsimile, does not preclude the
admission of the original.
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