Washington State Archives Local Government Common Records Retention Schedule (CORE)
Office of the Secretary of State Version 2.0 (January 2010)

This schedule applies to: All Local Government Agencies

Scope of records retention schedule

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

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

Disposition of public records

Public records covered by records series within this records retention schedule must be retained for the minimum retention period as specified in this schedule.
Washington State Archives strongly recommends;the.dispositionsef publiestecordsatsthe endsofitheir minimum retention periedsfor the efficient and effective
management of local resources.

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

Revocation of previously issued records retention schedules

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

Authority
This records retention schedule was approved by the Local Records Committee in accordance with RCW 40.14.070 on January 28, 2010.
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REVISION HISTORY

Date of

Version Extent of Revision
Approval

Consolidation of existing records series common to all local government agencies (from all local government general schedules) into a single records
December 16, | retention schedule. No changes to records series titles, descriptions, retention periods, disposition authority numbers (DANs), or archival
2008 designations. EXCEPTION: All duplicate DANs have been assigned new DANSs.

New series relating to Electronic Imaging Systems (EIS) source documents (DAN 50-09-14).

1.0

Complete revision of Information Management function. New Records Conversion activity created. Library records series transferred from Local
Government General Records Retention Schedule (LGGRRS) Version 5.0 and updated.

Electronic Information Systems activity completely revised and placed in Asset Management function.

January 28, | Néw archival designations introduced in all new and revised\records series.| (Definitions can be found in the Glossary.)

20 2010 RevisiGlnumbers have beensaddéd to all'DispositionsAuthority Numibers (DANS):

A'new section, Records with Minimal Retention Value, covers records previously covered by GS50-02 (which has been discontinued).

Removed “Secondary Copy” and “Remarks" columns in all activities with new and revised records series. Also removed extraneous notes about
revisions and corrections in all records series.

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

recordsmanagement@sos.wa.gov

or contact your Regional Archivist.
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Washington State Archives
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Version 2.0 (January 2010)

1.

AGENCY MANAGEMENT

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

1.1 ADMINISTRATION (GENERAL)
The activity associated with the day-to-day operations of the agency. Includes short-term records that can be disposed of as part of normal
administrative practice.
DISPOSITION
ILIE)M DESCRIPTION OF RECORDS AUTHORITY DI::(;EII\'JI::-(I)ONNAACI'\‘I'%N DESIGNATION
: NUMBER (DAN)

1.1.1 ACCREDITATION, CERTIFICATION, AND LICENSE DOCUMENTATION FOR AGENCY GS50-01-42 | Until superseded or NON-ARCHIVAL
FUNCTIONS AND/©OPERATIONS Rev.0 terminated plus 6 years NON-ESSENTIAL
Includes documentation of any mandatory or voluntary.accreditation, certification OPR
or licenses for any aspect ofian agency's functionsfand/or operations.

1.1.2 | ADMINISTRATIVE WORKING FILES GS50-01-02 | Destroy when obsolete or ARCHIVAL
Subject files containing informational copies of various records organized by issue, Rev. 0 superseded - elected official, | (Appraisal Required)
person, subject, or other areas of interest. executive and department NON'ESFS;NTIAL
Remarks: Contact your Regional Archivist before disposing of elected official, executive heahq fllles are potenil:(lally
or department head files. Records from this series may be selected for transfer to and archival - See remarks
preservation at a Regional Archives branch.

1.1.3 APPOINTMENT CALENDARS GS50-01-36 | Destroy when obsolete or NON-ARCHIVAL

NON-ESSENTIAL
Remarks: Elected officials and department heads may want to retain appointment Rev.0 superseded See remarks OFM
calendars to document activities and appointments for a longer period of time.

1.1.4 CHRONOLOGICAL REFERENCE FILE GS50-01-08 | Destroy when obsolete or NON-ARCHIVAL
Also known as reading or day file. Used as a chronological reference source Rev.0 superseded NON-ESSENTIAL

supplemental to correspondence and subject reference files.

OFM

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

DISPOSITION

IL%M DESCRIPTION OF RECORDS AUTHORITY DI::(;E:\'II::LONNAACI'\I"I[:)N DESIGNATION
NUMBER (DAN)

1.1.5 Communications — Executive GS50-01-12 | Retain for 2 years after ARCHIVAL
Internal and external communications to or from the agency’s elected official(s) Rev. 1 communication received or (Appraisal Required)
and/or executive management, that are made or received in connection with the provided, whichever is later NON'(E)SFSI\ENTIAL
transaction of public business, and that are not covered by a more specific records then
series. Arrange for appraisal by

. Washington State Archives.
Includes all communication types, regardless of format:

e Correspondence, email;
e Web sites/forms/pages,secial networking postsrandicomments,etc.;

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

Excludes non-executive communications covered by DAN GS2010-001.
Excludes public records requests covered by DANs GS50-09-04 and GS2010-014.
Excludes the provision of routine information covered by DAN GS50-02-01.

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

1. AGENCY Page 6 of 188
MANAGEMENT



Washington State Archives Local Government Common Records Retention Schedule (CORE)
Office of the Secretary of State Version 2.0 (January 2010)

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

DISPOSITION
IL%M DESCRIPTION OF RECORDS AUTHORITY DI::(;E:\'IIE)ONNAACI'\:'I[:)N DESIGNATION
: NUMBER (DAN)

1.1.6 Communications — Non-Executive GS2010-001 | Retain for 2 years after NON-ARCHIVAL
Internal and external communications to or from employees (includes contractors Rev. 0 communication received or NON-ESSENTIAL
and volunteers), that are made or received in connection with the transaction of provided, whichever is later OFM
public business, and that are not covered by a more specific records series. then

e Destroy.
Includes all commtinication types, regardless of format: v
e Correspondence, email;
e Web sites/forms/pages, social networking pasts and comments, etc.;
Includes, but is not limited to:
e Requests for and provision of information/advice;
e Agency-initiated information/advice.
Excludes executive communications covered by DAN GS2010-001.
Excludes public records requests covered by DANs GS50-09-04 and GS2010-014.
Excludes the provision of routine information covered by DAN GS50-02-01.
Note: Information/advice published online by the agency continues to be “provided”
until the date it is removed/withdrawn.
1.1.7 INFORMATIONAL REPORTS COMPILED FOR AGENCY USE GS50-06F-03 | Destroy when obsolete or ARCHIVAL
- i (Appraisal Required)
Remarks: Please contact your Regional Archivist before disposing of this record. Rev.0 sup:.rseldecl:l Potential K NON-ESSENTIAL
Records from this series may be selected to be transferred to and preserved at a archival value - See remarks OFM
Regional Archives branch.
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Washington State Archives
Office of the Secretary of State

Local Government Common Records Retention Schedule (CORE)

Version 2.0 (January 2010)

1.1 ADMINISTRATION (GENERAL)
The activity associated with the day-to-day operations of the agency. Includes short-term records that can be disposed of as part of normal
administrative practice.
DISPOSITION
ILIE)M DESCRIPTION OF RECORDS AUTHORITY DI::(;E:\'IIE)ONNAACI'\:'I[:)N DESIGNATION
: NUMBER (DAN)

1.1.8 MINUTES AND FILES OF GENERAL OFFICE MEETINGS GS50-01-43 | Date of document plus 2 NON-ARCHIVAL
Minutes, agenda and meeting files from agency staff meetings, internal Rev.0 years NON-ESSENTIAL
committees, task force committees, and other internal agency meetings which OFM
meet to coordinate activities, work out problems, serve as soundings boards, or as
vehicle for communication.

Remarks: This records series does not include meeting records covered in GS50-01-53
and GS50-05B-04. (Consistent with State Government agencies General Records
Retention SchedulesMINUTES AND FILES OF GENERAL OFFICE MEETINGS, GS09009.)
1.1.9 PROJECT FILES (MISCELLANEOUS) GS50-01-39 | Completion of Project plus 6 ARCHIVAL

- i i (Appraisal Required)
Remarks: Contact your Regional Archivist before disposing of this record. Records from Rev.0 yelars Potential arkchlval NON-ESSENTIAL
this series may be selected to be transferred to and preserved at a Regional Archives value - See remarks OPR
branch.

1.1.10 | PUBLIC DISCLOSURE LOBBYIST REPORTING GS50-01-41 | 6 years NON-ARCHIVAL
Quarterly reports to the Washington State Public Disclosure Commission relating to Rev. 0 NON-ESSENTIAL
lobby activities by the agency. Used to document lobby activities with RCW 42.17. OPR
May include Public Disclosure forms L-5 or their electronic equivalent.

1.1.11 | RESEARCH/PROGRAM REPORTS, STUDIES, SURVEYS, MODELS, AND ANALYSES GS50-01-32 | Destroy when obsolete or ARCHIVAL

Rev. 0 superseded - Potential (Appraisal Required)

Remarks: Contact your Regional Archivist before disposing of this record. Records from
this series may be selected for transfer to and preservation at a Regional Archives
branch.

archival value - See remarks

NON-ESSENTIAL
OFM

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

Local Government Common Records Retention Schedule (CORE)

Version 2.0 (January 2010)

1.2 BOARDS, COUNCILS AND COMMITTEES
The activity of documenting the business of decision-making bodies, and the administrative arrangements and support provided to them.
TEM OPR PRIMARY (SOURCE SECONDARY (ALL DISPOSITION
NO. SERIES TITLE AND DESCRIPTION or DOCUMENT/ORIGINAL) OTHER) RECORD AUTHORITY REMARKS
OFM RECORD COPY COPIES NUMBER
1.2.1 AFFIDAVIT OF MAILING, POSTING, AND OPR | 6years Destroy when GS50-05A-20
PUBLICATION OF PUBLIC NOTICES obsolete or Rev. 0
superseded
1.2.2 | AGENDA PACKETS- ADVISORY OFM | 3 years Potential Destroy when GS50-05B-02 | Please contact your Regional
COUNCILS, COMMISSIONS, archival value See obsolete or Rev.0 Archivist before disposing of this
COMMITTEES, AND'BOARDS remarks superseded record.“Records from this series may
Includes all referenced and attached be selected to be transferred to and
documents. preserved at a Regional Archives
braneh:
1.2.3 AGENDA REQUESTS OFM | 3years Destroy when GS50-05A-02
obsolete or Rev. 0
superseded
1.2.4 | AGENDAS/BRIEFS/PACKETS OFM | 3 years - Potential Destroy when GS50-05A-03 | Contact your Regional Archivist
Council, Commission, or Board Member archival value - See obsolete or Rev. 0 before destroying original record.
Agendas/Briefs/Packets remarks superseded Records from this series may be
selected to be transferred to and
preserved at a Regional Archives
branch.
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Washington State Archives
Office of the Secretary of State

Local Government Common Records Retention Schedule (CORE)

Version 2.0 (January 2010)

1.2 BOARDS, COUNCILS AND COMMITTEES
The activity of documenting the business of decision-making bodies, and the administrative arrangements and support provided to them.
TEM OPR PRIMARY (SOURCE SECONDARY (ALL DISPOSITION
NO. SERIES TITLE AND DESCRIPTION or DOCUMENT/ORIGINAL) OTHER) RECORD AUTHORITY REMARKS
OFM RECORD COPY COPIES NUMBER
1.2.5 | ANNUAL REPORTS ADOPTED OPR | PERMANENT as adopted | Destroy when GS50-05A-04 | Contact your Regional Archivist
May also include annual messages of - 1 copy archival - See obsolete or Rev. 0 before destroying original record.
chief executive officer. remarks superseded Records from this series may be
selected to be transferred to and
preserved at a Regional Archives
branch.
1.2.6 | APPOINTMENTS OF.COUNCIL MEMBERS, | OPR' | PERMANENT (in council,. | Destroy when GS50-05A-05
COMMISSIONERS, BOARD MEMBERS, commission, orboard obsolete or Rev. 0
DEPARTMENT HEABS,-@R OTHER minutes) superseded
AGENCY OFFICIALS
1.2.7 | AUDIO/VIDEO RECORDINGS OF OFFICIAL | OPR | 6years OR 1 year if Destroy when GS50-05A-06 | Due to the limited life span of
PROCEEDINGS transcribed, and obsolete or Rev. 0 magnetic recordings, this records
Magnetic sound or video recording of transcription is approved | superseded series cannot serve as a permanent
governing council, commission, or board See remarks record of the official proceedings.
proceedings which may be used to Verbatim accounts of meetings are
prepare minutes. often required as evidence in court
proceedings involving decisions,
which result in ordinances,
resolutions, or official policy.
1.2.8 | AUDIO/VIDEO TAPE RECORDINGS OF OFM | Keep until approval of Destroy when GS50-05B-05
MEETINGS ADVISORY COUNCILS, written minutes obsolete or Rev. 0
COMMISSIONS, COMMITTEES, AND superseded

BOARDS
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Washington State Archives
Office of the Secretary of State

Local Government Common Records Retention Schedule (CORE)

Version 2.0 (January 2010)

1.2 BOARDS, COUNCILS AND COMMITTEES
The activity of documenting the business of decision-making bodies, and the administrative arrangements and support provided to them.
TEM OPR PRIMARY (SOURCE SECONDARY (ALL DISPOSITION
NO. SERIES TITLE AND DESCRIPTION or DOCUMENT/ORIGINAL) OTHER) RECORD AUTHORITY REMARKS
OFM RECORD COPY COPIES NUMBER
1.2.9 CORRESPONDENCE ADVISORY OFM | 2 years - Potential Destroy when GS50-01-53 Please contact your Regional
COUNCILS, COMMISSIONS, archival value - See obsolete or Rev.0 Archivist before disposing of this
COMMITTEES, AND BOARDS remarks superseded record. Records from this series may
be selected to be transferred to and
preserved at a Regional Archives
branch.
1.2.10 | INDEXES TO MINUTES , ORDINANCES, OFM | PERMANENT - Potential Destroy when GS50-05A-12 | Contact your Regional Archivist
AND RESOLUTIONS archival value -'See obsolete or Rev. 0 before destroying original record.
remarks superseded Recordss;from this series may be

ESSENTIAL RECORD - Needs security
microfilm backup - See remarks.

selected to be transferred to and
preserved at a Regional Archives
branch. The information in this
records series should be protected
from loss or damage by offsite
storage of a security microfilm
backup at State Archives. Security
microfilm must meet Washington
State Archives technical standards.
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Washington State Archives
Office of the Secretary of State

Local Government Common Records Retention Schedule (CORE)

Version 2.0 (January 2010)

1.2 BOARDS, COUNCILS AND COMMITTEES
The activity of documenting the business of decision-making bodies, and the administrative arrangements and support provided to them.
TEM OPR PRIMARY (SOURCE SECONDARY (ALL DISPOSITION
NO. SERIES TITLE AND DESCRIPTION or DOCUMENT/ORIGINAL) OTHER) RECORD AUTHORITY REMARKS
OFM RECORD COPY COPIES NUMBER
1.2.11 | MINUTES - ADVISORY COUNCILS, OPR | 6 years - Potential Destroy when GS50-05B-04 | Please contact your Regional
COMMISSIONS, COMMITTEES, AND archival value - See obsolete or Rev. 0 Archivist before disposing of this
BOARDS remarks superseded record. Records from this series may
Includes all references and attached be selected to be transferred to and
documents. preserved at a Regional Archives
branch.
1.2.12 | MINUTES OF OFFICIAL PROCEEDINGS OPR' | PERMANENT - Potential Destroy when GS50-05A-13 | Contact your Regional Archivist
APPROVED AND SIGNED* Includes all archival value -'See obsolete or Rev. 0 before destroying original record.
referenced and attached documents. remarks superseded Recordss;from this series may be

ESSENTIAL RECORD - Needs security
microfilm backup - See remarks.

selected to be transferred to and
preserved at a Regional Archives
branch. The information in this
records series should be protected
from loss or damage by offsite
storage of a security microfilm
backup at State Archives. Security
microfilm must meet Washington
State Archives technical standards.
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Washington State Archives Local Government Common Records Retention Schedule (CORE)
Office of the Secretary of State Version 2.0 (January 2010)

1.2 BOARDS, COUNCILS AND COMMITTEES

The activity of documenting the business of decision-making bodies, and the administrative arrangements and support provided to them.

TEM OPR PRIMARY (SOURCE SECONDARY (ALL DISPOSITION
NO. SERIES TITLE AND DESCRIPTION or DOCUMENT/ORIGINAL) OTHER) RECORD AUTHORITY REMARKS
OFM RECORD COPY COPIES NUMBER
1.2.13 | OATHS OF OFFICE OPR | End of term of office Destroy when GS50-05A-15 | This records series should be
plus 6 years obsolete or Rev. 0 protected from loss or damage by
ESSENTIAL RECORD - Needs security superseded storage of a security microfilm
microfilm backup - See remarks. backup at the State Archives.
Security microfilm must meet
Washington State Archives technical
standards,

1.2.14 | ORDINANCE AND RESOLUTION OFM |13 years - Potential Destroy when GS50-01-25 | Contact your Regional Archivist
DEVELOPMENT FILES archival value - See obsolete.or Rev. 0 before.disSposing of this record.
Documentation of the analysis and remarks superseded Records from this series may be
development of ordinances and/or selected for transfer to and
resolutions submitted for the approval preservation at a Regional Archives
of the agency’s governing council, branch.
commission, or board.
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Washington State Archives Local Government Common Records Retention Schedule (CORE)
Office of the Secretary of State Version 2.0 (January 2010)

1.2 BOARDS, COUNCILS AND COMMITTEES

The activity of documenting the business of decision-making bodies, and the administrative arrangements and support provided to them.

TEM OPR PRIMARY (SOURCE SECONDARY (ALL DISPOSITION
NO. SERIES TITLE AND DESCRIPTION or DOCUMENT/ORIGINAL) OTHER) RECORD AUTHORITY REMARKS
OFM RECORD COPY COPIES NUMBER
1.2.15 | ORDINANCES AND RESOLUTIONS OPR | PERMANENT - Potential Destroy when GS50-05A-16 | Contact your Regional Archivist
archival value - See obsolete or Rev. 0 before destroying original record.
ESSENTIAL RECORD - Needs security remarks superseded Records from this series may be
microfilm backup - See remarks. selected to be transferred to and
preserved at a Regional Archives
branch. The information in this
records setries should be protected
from loss or damage by offsite
storage of/a security microfilm
backupat State Archives. Security
microfilm must meet Washington
State Archives technical standards.
1.2.16 | PETITIONS TO THE COUNCIL, OPR | 6years Destroy when GS50-05A-17
COMMISSION, OR BOARD obsolete or Rev. 0
superseded

1. AGENCY Page 14 of 188
MANAGEMENT




Washington State Archives
Office of the Secretary of State

Local Government Common Records Retention Schedule (CORE)

Version 2.0 (January 2010)

1.2 BOARDS, COUNCILS AND COMMITTEES
The activity of documenting the business of decision-making bodies, and the administrative arrangements and support provided to them.
TEM OPR PRIMARY (SOURCE SECONDARY (ALL DISPOSITION
NO. SERIES TITLE AND DESCRIPTION or DOCUMENT/ORIGINAL) OTHER) RECORD AUTHORITY REMARKS
OFM RECORD COPY COPIES NUMBER
1.2.17 | RECORDS OF PUBLIC HEARINGS OPR | PERMANENT - Potential Destroy when GS50-05A-18 | Contact your Regional Archivist
May include verbatim agenda, minutes, archival value -See obsolete or Rev. 0 before destroying original record.
transcripts, speaker sign up, written remarks superseded Records from this series may be
testimony, and official notices. selected to be transferred to and
preserved at a Regional Archives
ESSENTIAL RECORD - Needs security branch. The information in this
microfilm backup'- See remarks. records series should be protected
from loss or damage by offsite
storage of/a security microfilm
backupat State Archives. Security
microfilm must meet Washington
State Archives technical standards.
1.2.18 | REPORTS SUBMITTED TO GOVERNING OPR | 6 years - Potential Destroy when GS50-05B-03 | Please contact your Regional
COUNCIL, COMMISSION, COMMITTEE, archival value - See obsolete or Rev. 0 Archivist before disposing of this
BOARD, OR EXECUTIVE BY THE remarks superseded record. Records from this series may
ADVISORY COUNCILS, COMMISSIONS, be selected to be transferred to and
COMMITTEES, AND BOARDS preserved at a Regional Archives
branch.
1.2.19 | SPECIAL PURPOSE DISTRICT OPR | 6years Destroy when GS50-05A-25 | Reference RCW 36.96.090 (1)
INFORMATION STATEMENT — ANNUAL obsolete or Rev. 0
Statement required to be submitted to superseded

the appropriate county auditor by
individual junior taxing districts.
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Washington State Archives
Office of the Secretary of State

Local Government Common Records Retention Schedule (CORE)

Version 2.0 (January 2010)

1.2 BOARDS, COUNCILS AND COMMITTEES
The activity of documenting the business of decision-making bodies, and the administrative arrangements and support provided to them.
TEM OPR PRIMARY (SOURCE SECONDARY (ALL DISPOSITION
NO. SERIES TITLE AND DESCRIPTION or DOCUMENT/ORIGINAL) OTHER) RECORD AUTHORITY REMARKS
OFM RECORD COPY COPIES NUMBER
1.2.20 | SUB-COMMITTEE MINUTES/REPORTS OPR | 6 years - Potential Destroy when GS50-05A-08 | Contact your Regional Archivist
archival value - See obsolete or Rev. 0 before destroying original record.
remarks superseded Records from this series may be
selected to be transferred to and
preserved at a Regional Archives
branch.
1.2.21 | TRANSCRIPTIONS ©OF AUDIO/VIDEO OPR' | 6 years Potential Destroy when GS50-05A-21 | Contact your Regional Archivist
TAPES OF OFFICIAL PROCEEDINGS archival value See obsolete or Rev. 0 before destroying original record.
remarks superseded Recordss;from this series may be

selected to be transferred to and
preserved at a Regional Archives
branch.

1. AGENCY
MANAGEMENT

Page 16 of 188




Washington State Archives
Office of the Secretary of State

Local Government Common Records Retention Schedule (CORE)

Version 2.0 (January 2010)

1.3 COMMUNITY RELATIONS
The activity of the local government agency’s interaction with its community.
TEM OPR PRIMARY (SOURCE SECONDARY (ALL DISPOSITION
NO. SERIES TITLE AND DESCRIPTION or DOCUMENT/ORIGINAL) OTHER) RECORD AUTHORITY REMARKS
OFM RECORD COPY COPIES NUMBER
1.3.1 BIOGRAPHICAL FILES OFM | Destroy when obsolete Destroy when GS50-06F-01 | Please contact your Regional
or superseded - obsolete or Rev. 0 Archivist before disposing of this
Potential archival value - | superseded record. Records from this series may
See remarks be selected to be transferred to and
preserved at a Regional Archives
branchz
1.3.2 CITIZENS’ COMPLAINTS/REQUESTS OFM | Matter closed plus 3 Destroyswhen GS50-01-09mmin The retention of Citizens' Complaints
Communicationsifrom citizens making a years obsolete or Rev.0 and Requests can be delegated to
complaint or request, as well as‘the superseded the'responding agency. The
associated agency response. responding agency will retain the
original request along with the
response.
1.3.3 HISTORICAL FILES OF THE AGENCY OFM | Destroy when obsolete Destroy when GS50-06F-02 | Please contact your Regional
or superseded - obsolete or Rev. 0 Archivist before disposing of this
Potential value - See superseded record. Records from this series may

remarks

be selected to be transferred to and
preserved at a Regional Archives
branch.
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Washington State Archives
Office of the Secretary of State

Local Government Common Records Retention Schedule (CORE)

Version 2.0 (January 2010)

1.3 COMMUNITY RELATIONS
The activity of the local government agency’s interaction with its community.
TEM OPR PRIMARY (SOURCE SECONDARY (ALL DISPOSITION
NO. SERIES TITLE AND DESCRIPTION or DOCUMENT/ORIGINAL) OTHER) RECORD AUTHORITY REMARKS
OFM RECORD COPY COPIES NUMBER
1.3.4 NEWSPAPER CLIPPINGS OFM | Destroy when obsolete Destroy when GS50-06F-05 | Please contact your Regional
or superseded - obsolete or Rev. 0 Archivist before disposing of this
Potential archival value - | superseded record. Records from this series may
See remarks be selected to be transferred to and
preserved at a Regional Archives
branch:z
1.3.5 PHOTOGRAPHS, AUDIO/VISUAL OFM || Destroy whensebsolete Destroyawhen GS50-06F=06mju Please contact your Regional
MATERIAL or superseded - obsolete or Rev. 0 Archivist before disposing of this
Photographic negatiVés and priats may Potential archival value=""superseded recordor to discuss transfer for
be held at Regional Archives for See remarks permanent preservation and
permanent preservation and security security backup.
backup - See remarks.
1.3.6 PRESS RELEASES OFM | Destroy when obsolete Destroy when GS50-06F-07 | Please contact your Regional
or superseded - obsolete or Rev. 0 Archivist before disposing of this
Potential archival value - | superseded record. Records from this series may

See remarks

be selected to be transferred to and
preserved at a Regional Archives
branch.

1. AGENCY
MANAGEMENT

Page 18 of 188




Washington State Archives
Office of the Secretary of State

Local Government Common Records Retention Schedule (CORE)

Version 2.0 (January 2010)

1.3 COMMUNITY RELATIONS
The activity of the local government agency’s interaction with its community.
TEM OPR PRIMARY (SOURCE SECONDARY (ALL DISPOSITION
NO. SERIES TITLE AND DESCRIPTION or DOCUMENT/ORIGINAL) OTHER) RECORD AUTHORITY REMARKS
OFM RECORD COPY COPIES NUMBER
1.3.7 PUBLIC OPINION POLLS OFM | Destroy when obsolete Destroy when GS50-01-30 | Contact your Regional Archivist
or superseded - obsolete or Rev.0 before disposing of this record.
Potential archival value - | superseded Records from this series may be
See remarks selected for transfer to and
preservation at a Regional Archives
branch:
1.3.8 SCRAPBOOKS AND ALBUMS OFM' || Destroy whensebsolete Destroyawhen GS50-06F=08mmju Please contact your Regional
or superseded - obsolete or Rev. 0 Archivist before disposing of this
Potential archival value=""superseded record. Records from this series may
See remarks be selected to be transferred to and
preserved at a Regional Archives
branch.
1.3.9 SPEECHES OFM | Destroy when obsolete Destroy when GS50-06F-09 | Please contact your Regional
or superseded - obsolete or Rev. 0 Archivist before disposing of this
Potential archival value - | superseded record. Records from this series may

See remarks

be selected to be transferred to and
preserved at a Regional Archives
branch.
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Washington State Archives
Office of the Secretary of State

Local Government Common Records Retention Schedule (CORE)

Version 2.0 (January 2010)

1.4 CONTRACTS / AGREEMENTS
The activity of managing contracts and agreements entered into by the local government agency and processes involved in the development of such
contracts and agreements.
TEM OPR PRIMARY (SOURCE SECONDARY (ALL DISPOSITION
NO. SERIES TITLE AND DESCRIPTION or DOCUMENT/ORIGINAL) OTHER) RECORD AUTHORITY
OFM RECORD COPY COPIES NUMBER
1.4.1 BID AND PROPOSAL FILES (SUCCESSFUL OPR | 6 years after completion | Destroy when GS50-08A-01
BIDS AND PROPOSALS ONLY) of purchase or obsolete or Rev. 0
Case histories of requests for bids and fulfillment of contract superseded
proposals to provide the agency with
goods and services, including
specifications, bid evaluation
documents, the chosen,bid or proposal,
and statements of qualification.
1.4.2 CONSULTANT AND CONTRACTOR OFM | Destroy when Destroy when GS50-08A-02
ROSTERS superseded plus 6 years | obsolete or Rev. 0
superseded
143 CONTRACTS, AGREEMENTS, AND OPR | Termination plus 6 years | Destroy when GS50-01-11
WARRANTIES obsolete or Rev. 0
superseded
1.4.4 PRICE CHECKS AND INFORMAL OFM | Destroy when obsolete Destroy when GS50-08A-06
QUOTATIONS or superseded obsolete or Rev. 0
superseded
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Washington State Archives
Office of the Secretary of State

Local Government Common Records Retention Schedule (CORE)

Version 2.0 (January 2010)

1.4 CONTRACTS / AGREEMENTS
The activity of managing contracts and agreements entered into by the local government agency and processes involved in the development of such
contracts and agreements.
TEM OPR PRIMARY (SOURCE SECONDARY (ALL DISPOSITION
NO. SERIES TITLE AND DESCRIPTION or DOCUMENT/ORIGINAL) OTHER) RECORD AUTHORITY REMARKS
OFM RECORD COPY COPIES NUMBER
1.4.5 PURCHASE ORDER, REQUISITION AND OFM | 3 years Destroy when GS50-08A-07
BID LOGS LISTING obsolete or Rev. 0
Listing of purchase order, requisitions superseded
and/or bids in numerical order, including
date, item, amount, department, and
vendor.
1.4.6 | UNSUCCESSFUL BIDS AND PROPOSALS OFM |[3 years Destroy when GS50-08A-11
Includes statementof.gualification. obsolete or Rev. 0
superseded
1.4.7 | WOMEN AND MINORITY OWNED OPR | 6years Destroy when GS50-08A-13 | Note: Initiative Measure 200 went
BUSINESS ENTERPRISE (WMBE) VENDOR obsolete or Rev.0 into affect 12/98. Disposition of this
COMPLIANCE REPORTS superseded series may begin in 2005.

1. AGENCY
MANAGEMENT

Page 21 of 188




Washington State Archives
Office of the Secretary of State

Local Government Common Records Retention Schedule (CORE)

Version 2.0 (January 2010)

1.5 LEGAL
The activity of managing the agency’s legal affairs, including litigation and legal advice. Includes internal and outside counsel.
TEM OPR PRIMARY (SOURCE SECONDARY (ALL DISPOSITION
NO SERIES TITLE AND DESCRIPTION or | DOCUMENT/ORIGINAL) RECORD | OTHER) RECORD AUTHORITY REMARKS
) OFM copy COPIES NUMBER

1.5.1 ACCIDENT CLAIMS FOR DAMAGES FILED | OPR | Claim closed plus 6 years | Destroy when GS50-06C-12
EITHER AGAINST THE AGENCY BY OTHER obsolete or Rev. 0
PARTIES, OR BY THE AGENCY AGAINST superseded
OTHER PARTIES
Includes vehicle accidents.

1.5.2 | ATTORNEY GENERAL OPINIONS OFM | Attorney General - Destroy when GS53-02-01

PERMANENT obsalete or Rev.0
superseded.

1.5.3 BOND PROJECT FILES LEGAL COUNSEL OPR |'6 years after redemption | Destroy when GS53-02-06
Contract, correspondence and other of project or building obsolete or Rev. 0
legal documents for bond projects bonds superseded
(conduit & non-conduit).

1.5.4 CLAIMS FOR DAMAGES OPR | Settlement plus 6 years Destroy when GS50-01-10
obsolete or Rev. 0
superseded

1.5.5 LEGAL ISSUES/ADVICE FILES OFM | Destroy when obsolete Destroy when GS53-02-05

or superseded obsolete or Rev.0
superseded
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Washington State Archives
Office of the Secretary of State

Local Government Common Records Retention Schedule (CORE)

Version 2.0 (January 2010)

1.5 LEGAL
The activity of managing the agency’s legal affairs, including litigation and legal advice. Includes internal and outside counsel.
TEM OPR PRIMARY (SOURCE SECONDARY (ALL DISPOSITION
NO. SERIES TITLE AND DESCRIPTION or | DOCUMENT/ORIGINAL) RECORD | OTHER) RECORD AUTHORITY REMARKS
OFM copy COPIES NUMBER
1.5.6 LEGAL OPINIONS OPR | PERMANENT - Potential Destroy when GS53-02-03 Contact your Regional Archivist
Official interpretations made by agency archival value - See obsolete or Rev.0 before destroying original record.
attorney regarding questions of legal remarks superseded Records from this series may be
rights or liabilities affecting the agency selected to be transferred to and
or any of its departments and offices. preserved at a Regional Archives
branch.
1.5.7 LITIGATION CASEEFILES OFM | Agency record copy - Destroy when GS53-02-04 Primary capies of official court
Documentation of a civil'suit by the Case closed plus)10 years | obsolete or Rev. 0 documents are held permanently by
agency against anothenfparty or.defense - Potential archivalvalue, (sSuperseded.- the Clerk‘of Superior Court, or 10
of the agency and/or agency employee - See remarks Potential years by the District or Municipal
against suit by another party. archival value - Court Administrator. Contact your
See remarks Regional Archivist before disposing
of this record. Records from this
series may be selected to be
transferred to and preserved at a
Regional Archives branch.
158 RESTITUTION STATEMENT OPR | 6 years Destroy when GS50-06B-17
Source document backup for billing. obsolete or Rev. 0
superseded
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Washington State Archives
Office of the Secretary of State

Local Government Common Records Retention Schedule (CORE)

Version 2.0 (January 2010)

1.6 PLANNING, MISSION, AND CHARTER
The activity of documenting and determining the local government agency’s objectives, and the means for obtaining them.
TEM OPR PRIMARY (SOURCE SECONDARY (ALL DISPOSITION
NO. SERIES TITLE AND DESCRIPTION or | DOCUMENT/ORIGINAL) RECORD | OTHER) RECORD AUTHORITY REMARKS
OFM copy COPIES NUMBER
1.6.1 AGENCY CHARTERS AND BY-LAWS OPR | PERMANENT - Potential Destroy when GS50-05A-01 | Contact your Regional Archivist
Official, adopted charter defining scope archival value - See obsolete or Rev. 0 before destroying original record.
of the agency and its rights, remarks superseded Records from this series may be
responsibilities, and authority. selected to be transferred to and
preserved at a Regional Archives
ESSENTIAL RECORD - Needs security branch. The information in this
microfilm backup'- See remarks. records series should be protected
from loss or damage by offsite
storage of a security microfilm
backupat State Archives. Security
microfilm must meet Washington
State Archives technical standards.
1.6.2 CENSUS RECORDS FROM THE STATE OFM | The State Office of Destroy when GS50-01-37 Contact your Regional Archivist
OFFICE OF FINANCIAL MANAGEMENT Financial Management obsolete or Rev. 0 before disposing of this record.
keeps primary copy superseded - Records from this series may be
PERMANENT Potential selected for transfer to and
archival value - preservation at a Regional Archives
See remarks branch.
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Washington State Archives
Office of the Secretary of State

Local Government Common Records Retention Schedule (CORE)

Version 2.0 (January 2010)

1.6 PLANNING, MISSION, AND CHARTER
The activity of documenting and determining the local government agency’s objectives, and the means for obtaining them.
TEM OPR PRIMARY (SOURCE SECONDARY (ALL DISPOSITION
NO. SERIES TITLE AND DESCRIPTION or | DOCUMENT/ORIGINAL) RECORD | OTHER) RECORD AUTHORITY REMARKS
OFM copy COPIES NUMBER
1.6.3 CHARTER HISTORY FILES OFM | Agency option - Potential | Destroy when GS50-05A-07 | Contact your Regional Archivist
Includes past, current, and proposed archival value - See obsolete or Rev. 0 before destroying original record.
charters which will provide background remarks superseded Records from this series may be
and historical reference for county or selected to be transferred to and
city charter review. preserved at a Regional Archives
1.6.4 FRANCHISES OPR' | Termination or Destroy when GS50-05A-10 | Contact your Regional Archivist
withdrawal plus6 years - | obsolete or Rev.0 before destroying original record.
ESSENTIAL RECORD,-.Needs security Potential archivalivaluey, \«Superseded Recordsfrom this series may be
microfilm backup - See remarks. See remarks selected to be transferred to and
preserved at a Regional Archives
branch. The information in this
records series should be protected
from loss or damage by offsite
storage of a security microfilm
backup at State Archives. Security
microfilm must meet Washington
State Archives technical standards.
1.6.5 GOALS & OBJECTIVES WORKING FILES OFM | 3 years Destroy when GS50-05A-11
obsolete or Rev. 0
superseded
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Washington State Archives Local Government Common Records Retention Schedule (CORE)
Office of the Secretary of State Version 2.0 (January 2010)

1.6 PLANNING, MISSION, AND CHARTER

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

TEM OPR PRIMARY (SOURCE SECONDARY (ALL DISPOSITION
NO SERIES TITLE AND DESCRIPTION or | DOCUMENT/ORIGINAL) RECORD | OTHER) RECORD AUTHORITY REMARKS
) OFM copy COPIES NUMBER

1.6.6 WORK PLANS OFM | Destroy when obsolete Destroy when GS50-01-38
Plan of an agency’s actions for the or superseded obsolete or Rev. 0
coming year. Documents agency, superseded
section, or program timelines and areas
of responsibility to specific actions.
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Washington State Archives
Office of the Secretary of State

Local Government Common Records Retention Schedule (CORE)

Version 2.0 (January 2010)

1.7 POLICIES AND PROCEDURES
The activity of creating systematic approaches to operations and processes.
TEM OPR PRIMARY (SOURCE SECONDARY (ALL DISPOSITION
NO. SERIES TITLE AND DESCRIPTION or | DOCUMENT/ORIGINAL) RECORD | OTHER) RECORD AUTHORITY REMARKS
OFM copPy COPIES NUMBER
1.7.1 ADMINISTRATIVE PROCEDURES AND OFM | Destroy when obsolete Destroy when GS50-01-01
INSTRUCTIONS or superseded obsolete or Rev. 0
Internal procedures and instructions - superseded
Guidance on any routine internal
procedure or protocol required for day
to day operations. Includes work
assignments to staff.
1.7.2 OFFICIAL AGENCY POLICY. AND OPR |[Adoption : Permanent Destroy when GS50-01-24 | Contact your Regional Archivist
PROCEDURE DIRECTIVES, REGULATIONS, obsolete,or Rev. 0 before.déstroying original record.
AND RULES superseded Records from this series may be

Officially adopted policies, procedures
or public rules affecting the entire
agency. Activated through executive or
department head signature, ordinance
or resolution.

selected to be transferred to and
preserved at a Regional Archives
branch.

Essential Record - Needs security
microfilm backup.
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Washington State Archives
Office of the Secretary of State

Local Government Common Records Retention Schedule (CORE)

Version 2.0 (January 2010)

1.8 RISK MANAGEMENT / INSURANCE
The activity of identifying and mitigating risks to the local government agency.
TEM OPR PRIMARY (SOURCE SECONDARY (ALL DISPOSITION
NO. SERIES TITLE AND DESCRIPTION or | DOCUMENT/ORIGINAL) RECORD | OTHER) RECORD AUTHORITY REMARKS
OFM copPy COPIES NUMBER
1.8.1 DISASTER DAMAGE DECLARATION OFM | 3 years - Potential Destroy when GS50-14-02 Please contact your Regional
STATEMENTS archival value - See obsolete or Rev.0 Archivist before disposing of this
remarks superseded record. Records from this series may
be selected to be transferred to and
preserved at a Regional Archives
branch.
1.8.2 DISASTER PREPAREDNESS AND OPR' || Destroy when obsolete Destroy when GS50-14-03 Contact your Regional Archivist
RECOVERY PLANS or superseded plus 6 obsolete or Rev. 0 before destroying original record.
years.~.Potential archival, «Superseded Recordsfrom this series may be

ESSENTIAL RECORD - Needs security
backup - See remarks.

value - See remarks

selected to be transferred to and
preserved at a Regional Archives
branch. The information in this
records series should be protected
from loss or damage by offsite
storage of a security microfilm
backup at State Archives. Security
microfilm must meet Washington
State Archives technical standards.
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Washington State Archives
Office of the Secretary of State

Local Government Common Records Retention Schedule (CORE)

Version 2.0 (January 2010)

1.8 RISK MANAGEMENT / INSURANCE
The activity of identifying and mitigating risks to the local government agency.
TEM OPR PRIMARY (SOURCE SECONDARY (ALL DISPOSITION
NO SERIES TITLE AND DESCRIPTION or | DOCUMENT/ORIGINAL) RECORD | OTHER) RECORD AUTHORITY REMARKS
) OFM copPy COPIES NUMBER
1.8.3 DISASTER/EMERGENCY MANAGEMENT OPR | Destroy when obsolete Destroy when GS50-06C-07 | This records series should be
PLAN or superseded plus 6 obsolete or Rev. 0 protected from loss or damage by
years superseded offsite storage of a security
ESSENTIAL RECORD - Needs security microfilm backup. Security microfilm
microfilm backup - See remarks must meet Washington State
Archives technical standards.
1.8.4 FEDERAL EMERGENCY MANAGEMENT OPR’ | Claim closed plus/® years. | Destroy when GS50-06C-32
AGENCY (FEMA) CLAIMS obsolete or Rev. 0
Federal claims made.fellowingdisasters. superseded
1.8.5 FIDELITY AND SURETY COVERAGE OPR | Termination of policy Destroy when GS50-06C-09
BONDS plus 6 years obsolete or Rev. 0
superseded
1.8.6 HOLD HARMLESS AGREEMENTS OPR | Termination plus 6 years | Destroy when GS50-06C-13
obsolete or Rev. 0
superseded
1.8.7 INSURANCE AUDITS, SURVEYS, REPORTS | OFM | 4 years Destroy when GS50-06C-15
To document and analyze the coverage, obsolete or Rev.0
premium costs, and self-insurance costs. superseded
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1.8 RISK MANAGEMENT / INSURANCE
The activity of identifying and mitigating risks to the local government agency.
TEM OPR PRIMARY (SOURCE SECONDARY (ALL DISPOSITION
NO. SERIES TITLE AND DESCRIPTION or | DOCUMENT/ORIGINAL) RECORD | OTHER) RECORD AUTHORITY REMARKS
OFM copy COPIES NUMBER
1.8.8 INSURANCE POLICIES PURCHASED OPR | Termination of policy Destroy when GS50-06C-16 | The Local Records Committee
Includes accident/injury, sickness, plus 6 years obsolete or Rev. 0 suggests that policies, which allow
automobile, theft, fire liability, life, and superseded claims retroactive to their period of
all other insurance policies purchased by coverage, should be retained
the agency. permanently. Consult your risk
manager. This record should be
ESSENTIAL RECORD - Needs security protected from damage or loss by
backup - See remarksz off-site starage of a security copy, or
by keeping a list that identifies the
locations of other copies inside or
outside the agency.
1.8.9 INSURANCE POLICY CERTIFICATES OPR | PERMANENT Destroy when GS50-06C-04 | This records series should be
obsolete or Rev.0 protected from loss or damage by
ESSENTIAL RECORD-Needs security superseded storage of a security microfilm
microfilm backup. See remarks. backup at the State Archives.
Security microfilm must meet
Washington State Archives technical
standards.
1.8.10 | INSURANCE WAIVERS OPR | 6years Destroy when GS50-06C-17
obsolete or Rev. 0
superseded
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1.8 RISK MANAGEMENT / INSURANCE
The activity of identifying and mitigating risks to the local government agency.
TEM OPR PRIMARY (SOURCE SECONDARY (ALL DISPOSITION
NO. SERIES TITLE AND DESCRIPTION or | DOCUMENT/ORIGINAL) RECORD | OTHER) RECORD AUTHORITY REMARKS
OFM copPy COPIES NUMBER

1.8.11 | MINORS TRAVEL NOTICES OFM | End of participation in Destroy when GS50-06C-34 | Retain for 3 years after the minor's
Notices provided to all parents of minors event or activity plus 1 obsolete or Rev. 0 18th birthday when an incident
who travel to outside facilities or remote year - See Remarks superseded report has been filed affecting the
locations to participate in agency minor.
programs.

1.8.12 | MINORS TRAVEL PERMISSION SLIPS OFM |[End of'pariticipation in Destroy when GS50-06C-35""|"Retainfon3 years after the minor's
Permission slips signed by parents of event or activity plus 1 obsolete or Rev. 0 18th birthday when an incident
minors who travel to outside facilities or year - See Remarks superseded report has been filed affecting the
remote locations'to,participate,in minofrs
agency programs.

1.8.13 | RISK DATA OFM | 4 years Destroy when GS50-06C-25
Information compiled on the costs, obsolete or Rev. 0
liability for risks to which the agency is superseded
exposed, and the allocation of expense
required to support the risk
management program.

1.8.14 | STORM/DISASTER RESPONSE ACTION OPR | 6 years - Potential Destroy when GS50-18-29 Contact your Regional Archivist
FILES archival value - See obsolete or Rev.0 before disposing of this record.
Documentation of agency's activities remarks- superseded Records from this series may be

and locations of work performed on
storms, floods, and other emergencies.

selected to be transferred to and
preserved at a Regional Archives
branch.

2. ASSET
MANAGEMENT

Page 31 of 188




Washington State Archives
Office of the Secretary of State

Local Government Common Records Retention Schedule (CORE)

Version 2.0 (January 2010)

2.

ASSET MANAGEMENT

The function of managing the local government agency’s physical assets (facilities, land, equipment, vehicles, supplies, etc.) Includes asset acquisition,
maintenance, inventory, and disposal.

2.1 AUTHORIZATION
The activity of granting and/or receiving permission or approval in relation to asset management.
TEM OPR PRIMARY (SOURCE SECONDARY (ALL DISPOSITION
NO. SERIES TITLE AND DESCRIPTION or DOCUMENT/ORIGINAL) OTHER) RECORD AUTHORITY REMARKS
OFM RECORD COPY COPIES NUMBER
2.1.1 CONFINED SPACE PERMIT FILES OPR 1year Destroy when GS50-06B-26 | Reference WAC 296-809-5006
Records of internally-issued permits obsolete or Rev. 0 (Retention period specified by WAC.)
(notices) for individual entries into superseded
confined spaces as'previded by WAC
296-809, which should include
documentation thatirequired safety
procedures were followed.
2.1.2 FIRE ALARM APPLICATION OPR | Termination plus 6 years | Destroy when GS50-06C-11
obsolete or Rev. 0
superseded

2. ASSET
MANAGEMENT

Page 32 of 188




Washington State Archives
Office of the Secretary of State

Local Government Common Records Retention Schedule (CORE)

Version 2.0 (January 2010)

2.2 DESIGN AND CONSTRUCTION
The activity of designing, constructing, or remodeling of buildings, structures, infrastructure, etc., owned, leased or otherwise occupied by the local
government agency.
TEM OPR PRIMARY (SOURCE SECONDARY (ALL DISPOSITION
NO. SERIES TITLE AND DESCRIPTION or DOCUMENT/ORIGINAL) OTHER) RECORD AUTHORITY REMARKS
OFM RECORD COPY COPIES NUMBER
2.2.1 AS-BUILT CONSTRUCTION PROJECT OPR Life or sale of facility plus | Destroy when GS50-18-06 Contact your Regional Archivist
PLANS 3 years Potential archival | obsolete or Rev.0 before destroying original record.
Documentation of the actual physical value - See remarks- superseded Records from this series may be
product of each construction project. selected to be transferred to and
Documents both the as-approved design preserved at a Regional Archives
and changes made during construction. branch. The information in this
records series should be protected
ESSENTIAL RECORD- Needs security from loss,or damage by offsite
microfilm backup -'See remarks: storage of a security microfilm
backup at State Archives. Security
microfilm must meet Washington
State Archives technical standards.
2.2.2 AS-DESIGNED DRAWINGS OFM | Completion of project Destroy when GS50-18-07 If as-built is not produced, then the
Documents used to guide the plus 6 years- See obsolete or Rev.0 as-designed becomes primary copy
construction of roads, bridges, buildings, remarks superseded and needs to be kept for life of

and other public facilities. May include
drawings for temporary activities (i.e.,
project traffic, erosion control, etc).
May be posted with changes during
construction and become as-builts (see
DAN GS50-18-06).

structure plus 3 years
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2.2 DESIGN AND CONSTRUCTION

The activity of designing, constructing, or remodeling of buildings, structures, infrastructure, etc., owned, leased or otherwise occupied by the local
government agency.

TEM OPR PRIMARY (SOURCE SECONDARY (ALL DISPOSITION
NO. SERIES TITLE AND DESCRIPTION or DOCUMENT/ORIGINAL) OTHER) RECORD AUTHORITY REMARKS
OFM RECORD COPY COPIES NUMBER
2.2.3 CAPITAL IMPROVEMENT AND/OR LEVY OFM | Completion of project Destroy when GS51-07-04 | Contact your Regional Archivist
PLANNING PROJECT FILE Potential archival value obsolete or Rev. 0 before disposing of this record.
See remarks superseded Records from this series may be
selected to be transferred to and
preserved at a Regional Archives
branch.
2.2.4 | CONSTRUCTION LOG OFM | Completion and Destroy when GS51-07-07
Chronological listing.ofthe progress of acceptance of project obsoleteor Rev. 0
construction projects. plus 6 years superseded
2.2.5 CONSTRUCTION PROJECT FILES OPR | Completion of project Destroy when GS50-18-10
Case file documentation on the progress plus 6 years obsolete or Rev. 0
and completion of each agency public superseded
works or engineering construction
project.
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2.2 DESIGN AND CONSTRUCTION

The activity of designing, constructing, or remodeling of buildings, structures, infrastructure, etc., owned, leased or otherwise occupied by the local
government agency.

TEM OPR PRIMARY (SOURCE SECONDARY (ALL DISPOSITION
NO SERIES TITLE AND DESCRIPTION or DOCUMENT/ORIGINAL) OTHER) RECORD AUTHORITY REMARKS
) OFM RECORD COPY COPIES NUMBER
2.2.6 ENGINEERING AND ARCHITECTURAL OPR Disposal or sale of Destroy when GS50-06B-02 | Contact your Regional Archivist
DRAWINGS AND SPECIFICATIONS property plus 10 years - obsolete or Rev.0 before destroying original record.
Architectural, structural, plumbing, Potential archival value - | superseded Records from this series may be

electrical, etc.

ESSENTIAL RECORD - Needs/security
microfilm backup=See,remarks.

See remarks

selected to be transferred to and
preserved at a Regional Archives
branch. The information in this
records series should be protected
from loss,or damage by offsite
storage of a security microfilm
backup at State Archives. Security
microfilm must meet Washington
State Archives technical standards.

2. ASSET
MANAGEMENT

Page 35 of 188




Washington State Archives
Office of the Secretary of State

Local Government Common Records Retention Schedule (CORE)

Version 2.0 (January 2010)

2.2 DESIGN AND CONSTRUCTION
The activity of designing, constructing, or remodeling of buildings, structures, infrastructure, etc., owned, leased or otherwise occupied by the local
government agency.
TEM OPR PRIMARY (SOURCE SECONDARY (ALL DISPOSITION
NO SERIES TITLE AND DESCRIPTION or DOCUMENT/ORIGINAL) OTHER) RECORD AUTHORITY REMARKS
) OFM RECORD COPY COPIES NUMBER
2.2.7 FACILITIES STANDARDS AND OFM | 10 years after Destroy when GS55-05G-04 | Contact your Regional Archivist
SPECIFICATIONS MANUAL superseded - Potential obsolete or Rev.0 before disposing of this record.
Documentation of standards and archival value - See superseded Records from this series may be

specifications for the construction,
operation and maintenance of agency
facilities.

ESSENTIAL RECORD - Needs'security
backup - See remarks:

remarks-

selected to be transferred to and
preserved at a Regional Archives
branch. The information in this
records series should be protected
from loss,or damage by offsite
storage of a security microfilm
backup at State Archives. Security
microfilm must meet Washington
State Archives technical standards.
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2.2 DESIGN AND CONSTRUCTION
The activity of designing, constructing, or remodeling of buildings, structures, infrastructure, etc., owned, leased or otherwise occupied by the local
government agency.
TEM OPR PRIMARY (SOURCE SECONDARY (ALL DISPOSITION
NO SERIES TITLE AND DESCRIPTION or DOCUMENT/ORIGINAL) OTHER) RECORD AUTHORITY REMARKS
) OFM RECORD COPY COPIES NUMBER
2.2.8 | INSTALLED EQUIPMENT/SYSTEM OPR | 6 years after the Destroy when GS50-06B-22
DOCUMENTATION FACILITY AND equipment or system is obsolete or Rev.0
PROPERTY MANAGEMENT disposed of or replaced superseded

Documentation of major equipment or
operating systems, such as sound or
audio-visual systéms, not integral to the
structure of a facilitypwhich may be
installed and replaced during the life of
the facility. May include systemflayout
descriptions, specifications, operating
manuals, warrantees, installation
drawings and other documentation
integral to the maintenance and
operation of the equipment or system.
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2.3 DISPOSAL
The activity of disposing of the local government agency’s assets through sale or otherwise.
TEM OPR PRIMARY (SOURCE SECONDARY (ALL DISPOSITION
NO SERIES TITLE AND DESCRIPTION or DOCUMENT/ORIGINAL) OTHER) RECORD AUTHORITY REMARKS
) OFM RECORD COPY COPIES NUMBER
2.3.1 ADVANCE NOTIFICATIONS OF AUCTION OFM | 3 years or until Destroy when GS50-08C-01
completion of State obsolete or Rev.0
Auditor’s examination superseded
report
2.3.2 | AUCTION AUTHORIZATION FILES OFM | Clerk of governing Destroy when GS50-08C-02
Copy of resolutiof‘or@rdinance and council, commission, or obsoleteor Rev.D
related documents,authorizing auction board - PERMANENT = superseded
of surplus property. Attach to resolution or
ordinance
2.3.3 | EQUIPMENT AND VEHICLE SALE AND OPR | 6years Destroy when GS50-06E-08
SALVAGE RECORD obsolete or Rev. 0
superseded
2.3.4 SURPLUS PROPERTY INVENTORY OFM | 3 years Destroy when GS50-08C-07
TRANSFER SHEET obsolete or Rev. 0
Transferring specific fixed assets from superseded

departments to Surplus Property.
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2.4 ELECTRONIC INFORMATION SYSTEMS

The activity of developing, implementing, maintaining, and using electronic information systems to store, protect, process, transmit and securely retrieve
information.

See AGENCY MANAGEMENT — Contracts/Agreements for software licenses and service agreements.

See additional activities in ASSET MANAGEMENT for records series relating to the purchase, inventory, maintenance and disposal of information
technology hardware and third-party software.

DISPOSITION
ILEM DESCRIPTION OF RECORDS AUTHORITY DI?:(;EII\"I'E)O NN AACI'\II':i)N DESIGNATION
NUMBER (DAN)

2.4.1 | Access Authorization (Network/System/Data) — Employee GS2010-002 | Retain for 6 years after NON-ARCHIVAL
Records documentifngithe atthorizatioriofiemployeer(includescontractors/and Revg0 termination ofyusers access ESSENTIAL
volunteers) access\to agency systems, networks, applications, records, and. data. or OPR

6 years after system no
Includes, but is net limited to, requests @and approvals for access andypenmissions. longer in use, whicheVer is
sooner
then
Destroy.

2.4.2 | Applications - Planning and Review GS50-06A-01 | Retain for 6 years after NON-ARCHIVAL
Records documenting the planning and post-implementation review of the agency’s Rev. 1 finalization of project NON-ESSENTIAL
computer software applications, databases, and websites (internet and intranet). then OPR

Destroy.
Includes, but is not limited to:
e Requirements and objectives documents/statements;
e Feasibility studies;
e Charter, cost/benefit analyses, investment plans;
e Post-implementation reviews/evaluations/recommendations.
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2.4 ELECTRONIC INFORMATION SYSTEMS
The activity of developing, implementing, maintaining, and using electronic information systems to store, protect, process, transmit and securely retrieve
information.
See AGENCY MANAGEMENT — Contracts/Agreements for software licenses and service agreements.
See additional activities in ASSET MANAGEMENT for records series relating to the purchase, inventory, maintenance and disposal of information
technology hardware and third-party software.
DISPOSITION
ILZM DESCRIPTION OF RECORDS AUTHORITY DI::(;EII\"I::LO NN AACI'\II':i)N DESIGNATION
: NUMBER (DAN)

2.4.3 | Applications — Technical Design and Implementation GS50-06A-03 | Retain until application or NON-ARCHIVAL
Records documentifngithe technicalidesigntancimplementation'ofithe agency’s Revyd versionyis;no longer,needed ESSENTIAL
computer software applications, databases, and websites (internet and intranet). foriagency business OFM

and
Includes, F)ut is nat I|m|tefj to: . all records within the
e Design documentation/detail; application have been
e Database schema and dictionaries; migrated or dispositioned in
* Source code; accordance with a current
e System and program change descriptions/authorizations; approved records retention
e Development plans (for testing, training, conversion, and acceptance); schedule
e Release notes; then
e QOperational and user instructions; Destroy.
e Acceptance testing.

2.4.4 | Audit Trail - Infrastructure GS2010-003 | Retain for 1 year after date NON-ARCHIVAL
Records documenting authorizations for and modifications to the configurations Rev. 0 of activity NON'(E)SFSI\EINTIAL
and settings of the agency’s infrastructure (firewalls, routers, ports, network then
servers, etc.) Destroy.
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2.4 ELECTRONIC INFORMATION SYSTEMS
The activity of developing, implementing, maintaining, and using electronic information systems to store, protect, process, transmit and securely retrieve
information.
See AGENCY MANAGEMENT — Contracts/Agreements for software licenses and service agreements.
See additional activities in ASSET MANAGEMENT for records series relating to the purchase, inventory, maintenance and disposal of information
technology hardware and third-party software.
DISPOSITION
ILEM DESCRIPTION OF RECORDS AUTHORITY DI::(;EII\"IE)O NN AACI'\II':i)N DESIGNATION
: NUMBER (DAN)
2.4.5 | Automated/Scheduled Tasks GS2010-004 | Retain until no longer NON-ARCHIVAL
Records relating torseéheduled, computer=driven tasksincluding;butinot limitedto: Revgl needed.for ageneybusiness NON'(E)SFSI\EINHAL
e Event logs; then
e Run reports and reguests; Destroy.
e Task schedules;
e Successful completion reports.

2.4.6 Backups for Disaster Preparedness/Recovery GS50-06A-02 | Retain until no longer NON-ARCHIVAL
Routine, cyclical backups of the agency’s electronic records created for the purpose Rev.1 needed for agency business ESSENTIAL
of disaster preparedness and recovery. then OFM

Destroy.

2.4.7 Helpdesk Requests GS2010-005 | Retain for 1 year after NON-ARCHIVAL
Records relating to employee (includes contractors and volunteers) requests for Rev. 0 finalization of request NON'(E)SFS'\EINTIAL
advice and assistance in using information systems and applications. then

Destroy.
Note: Maintenance and repair of IT hardware is covered by DAN GS50-06B-13.
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2.4 ELECTRONIC INFORMATION SYSTEMS

The activity of developing, implementing, maintaining, and using electronic information systems to store, protect, process, transmit and securely retrieve
information.

See AGENCY MANAGEMENT — Contracts/Agreements for software licenses and service agreements.

See additional activities in ASSET MANAGEMENT for records series relating to the purchase, inventory, maintenance and disposal of information
technology hardware and third-party software.

DISPOSITION
ILZM DESCRIPTION OF RECORDS AUTHORITY DI::(;EII\"I'TE)O NN AACI'\Il':i)N DESIGNATION
: NUMBER (DAN)

2.4.8 Network — Design and Build GS2010-006 | Retain until no longer NON-ARCHIVAL
Records documentifigithe design and constructionfoftherageney’stinformation Revg0 neededyfor ageney.business ESSENTIAL
technology netwark. then OFM

. - Destroy.
Includes, but is net limited to:
o Network diagrams and build guides;
e Master control list of Internet Protocol (IP) address assignments;
e Uniform Resource Locator (URL) addresses and passwords.

2.4.9 | Online Content Management GS2010-007 | Retain for 1 year after online | NON-ARCHIVAL
Records documenting the publishing of the agency’s online (internet and intranet) Rev. 0 content removed NON'(EJSFSI\ENTIAL
content. then

. . Destroy.

Includes, but is not limited to:

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

e Confirmation of content upload/update/removal;

e Point-in-time record of webpage/site (screenshot, snapshot, site map).
Note: All published content consists of individual records which have their own separate
retention requirements. Each of these records must be retained for the current
approved minimum retention period(s) according to their applicable records series.
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2.4 ELECTRONIC INFORMATION SYSTEMS
The activity of developing, implementing, maintaining, and using electronic information systems to store, protect, process, transmit and securely retrieve
information.
See AGENCY MANAGEMENT — Contracts/Agreements for software licenses and service agreements.
See additional activities in ASSET MANAGEMENT for records series relating to the purchase, inventory, maintenance and disposal of information
technology hardware and third-party software.
DISPOSITION
ILEM DESCRIPTION OF RECORDS AUTHORITY DI::;EII\"I'E)O NN AACI'\Il':i)N DESIGNATION
: NUMBER (DAN)
2.4.10 | Security Monitoring — Incident GS2010-008 | Retain for 1 year after NON-ARCHIVAL
Records relating tersth@routine securitymonitoringoftheragency’sinformation Revg0 investigation finalized NON-ESSENTIAL
h W then OFM
systems where a'security incident has occurred.
: Destroy.
Includes, but is net limited to, intrusion{and event logs.

2.4.11 | Security Monitoring — No Incident GS2010-009 | Retain until determined that NON-ARCHIVAL
Records relating to the routine security monitoring of the agency’s information Rev. 0 no security incident has NON'(EJSFSI\ENTIAL
systems where a security incident has not occurred. occurred

then
Includes, but is not limited to, intrusion and event logs. Destroy.
2.4.12 | System Health Monitoring GS2010-010 | Retain until no longer NON-ARCHIVAL
Rev.0 needed for agency business NON-ESSENTIAL

Records relating to the routine monitoring of the performance of the agency’s
information management systems.

Includes, but is not limited to, benchmarks and real-time performance logs.

then
Destroy.

OFM
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2.4 ELECTRONIC INFORMATION SYSTEMS

The activity of developing, implementing, maintaining, and using electronic information systems to store, protect, process, transmit and securely retrieve
information.

See AGENCY MANAGEMENT - Contracts/Agreements for software licenses and service agreements.

See additional activities in ASSET MANAGEMENT for records series relating to the purchase, inventory, maintenance and disposal of information
technology hardware and third-party software.

DISPOSITION
'L%M DESCRIPTION OF RECORDS AUTHORITY o1 ::(;E:\"r-:-z)oNNAACI‘\I{:i)N DESIGNATION
: NUMBER (DAN)

2.4.13 | Usage — Monitoring GS50-06A-05 | Retain for 1 year after NON-ARCHIVAL
Records relating tertheimonitoring of theragency’ slinformationandicommunication Revgd activity NON'(E)SFSI\EINHAL
systems to ensure\appropriate use. then

Destroy.

Includes, but is net limited to:
e Login records;
e Internet activity logs (sites visited, downloads/uploads, video/audio
streaming, etc.);
e Fax and telephone logs.

Note: The content of records created or received by employees (includes contractors
and volunteers) must be retained for the current approved minimum retention period(s).
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2.5 ENVIRONMENTAL MANAGEMENT
The activity of managing and monitoring the local government agency’s impact on the environment, including air, soil, and water quality. Includes
hazardous waste handling and documentation.
ITEM OPR PRIMARY (SOURCE SECONDARY (ALL DISPOSITION
NO. SERIES TITLE AND DESCRIPTION or DOCUMENT/ORIGINAL) OTHER) RECORD AUTHORITY REMARKS
OFM RECORD COPY COPIES NUMBER
2.5.1 CERTIFICATE OF DISPOSAL AND OPR | 50 years Destroy when GS50-26-01 | The information in this records series
DESTRUCTION OF HAZARDOUS WASTE obsolete or Rev. 0 should be protected from loss or
superseded damage by offsite storage of a
ESSENTIAL RECORD - Needs security security microfilm backup at State
microfilm backup - See Remarks Archives. Security microfilm must
meet Washington State Archives
technical standards.
2.5.2 CRITICAL MATERIALS. LIST OPR | Life,of.approved activity,..[«Destroy.when GS50-11-10..\-The inferMmation in this records series
A list of chemical types and quantities obsolete or Rev. 0 should be protected from loss or
for critical (hazardous) materials stored superseded damage by offsite storage of a
on a site as per regulations. security microfilm backup at State
Archives. Security microfilm must
ESSENTIAL RECORD - - Needs security meet Washington State Archives
microfilm backup - See remarks. technical standards.
2.5.3 ENVIRONMENTAL MONITORING OFM | Disposition of land or 3 years GS51-07-10 Contact your Regional Archivist
REPORTS facility plus 10 years - Rev.0 before disposing of this record.

Potential archival value -
See remarks

Records from this series may be
selected to be transferred to and
preserved at a Regional Archives
branch.
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2.5 ENVIRONMENTAL MANAGEMENT

The activity of managing and monitoring the local government agency’s impact on the environment, including air, soil, and water quality. Includes
hazardous waste handling and documentation.

ITEM OPR PRIMARY (SOURCE SECONDARY (ALL DISPOSITION
NO. SERIES TITLE AND DESCRIPTION or DOCUMENT/ORIGINAL) OTHER) RECORD AUTHORITY REMARKS
OFM RECORD COPY COPIES NUMBER
2.5.4 ENVIRONMENTAL SITE ASSESSMENT OPR | OPR (for parcels of Destroy when GS50-06B-24 | Contact your Regional Archivist

An analysis of environmental conditions property owned by the obsolete or Rev. 0 before destroying original record.
on individual parcels of real property agency): Until superseded Records from this series may be
either owned or considered for purchase assessment superseded selected to be transferred to and
by the agency, including hazardous or sale of property plus preserved at a Regional Archives
materials and conditions. 10 years - Potential branch.

archival value - See

Remarks.

OFM (for parcels not

acquired by the agency):

Destroy when obsolete

or superseded -

Potential archival value -

see Remarks

2.5.5 GENERATOR ANNUAL DANGEROUS OPR | 50 years Destroy when GS50-19-02 | This records series should be
WASTE REPORT HAZARDOUS MATERIALS obsolete or Rev. 0 protected from loss or damage by
ADMINISTRATION superseded offsite storage of a security microfilm
(To Department of Ecology) summary of backup at State Archives. Security
hazardous waste removal. microfilm must meet Washington
State Archives technical standards.

ESSENTIAL RECORD - Needs security
microfilm backup - See remarks.
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2.5 ENVIRONMENTAL MANAGEMENT

The activity of managing and monitoring the local government agency’s impact on the environment, including air, soil, and water quality. Includes
hazardous waste handling and documentation.

ITEM OPR PRIMARY (SOURCE SECONDARY (ALL DISPOSITION
NO. SERIES TITLE AND DESCRIPTION or DOCUMENT/ORIGINAL) OTHER) RECORD AUTHORITY REMARKS
OFM RECORD COPY COPIES NUMBER

2.5.6 HAZARDOUS MATERIALS ABATEMENT OPR | 50 years Destroy when GS50-19-10 | This records series should be
PROJECT FILE obsolete or Rev. 0 protected from loss or damage by
Includes records of asbestos removal, superseded offsite storage of a security microfilm
underground storage tank removal, and backup at State Archives. Security
other large-scale hazardous material microfilm must meet Washington
removal. State Archives technical standards.

NQTE: There is no limitation of
ESSENTIAL RECORD - Needs'security action on the agency's liability for the
microfilm backup -"'See remarks: exposure of individuals to hazardous
materials.

2.5.7 HAZARDOUS MATERIALS OPR | 50 years Destroy when GS50-19-03 | This records series should be
ACCIDENT/INCIDENT REPORT obsolete or Rev.0 protected from loss or damage by
Description of accident and cleanup. superseded offsite storage of a security microfilm
Includes information on personal backup at State Archives. Security
exposure. microfilm must meet Washington

State Archives technical standards.
ESSENTIAL RECORD - Needs security
microfilm backup -See remarks.
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2.5 ENVIRONMENTAL MANAGEMENT

The activity of managing and monitoring the local government agency’s impact on the environment, including air, soil, and water quality. Includes
hazardous waste handling and documentation.

ITEM OPR PRIMARY (SOURCE SECONDARY (ALL DISPOSITION
NO. SERIES TITLE AND DESCRIPTION or DOCUMENT/ORIGINAL) OTHER) RECORD AUTHORITY REMARKS
OFM RECORD COPY COPIES NUMBER
2.5.8 HAZARDOUS MATERIALS CERTIFICATE OPR | 50 years Destroy when GS50-19-04 | This records series should be
OF DESTRUCTION obsolete or Rev. 0 protected from loss or damage by
superseded offsite storage of a security microfilm
ESSENTIAL RECORD - Needs security backup at State Archives. Security
microfilm backup - See remarks. microfilm must meet Washington
State Archives technical standards.
2.5.9 HAZARDOUS MATERIALS\DISPOSAL OPR | 50 years Destroy when GS50-19-12 | This records series should be
RECORDS AND/OR\CERTIFICATE.OF obsoleteor Rev. 0 protected from loss or damage by
DESTRUCTION superseded offsite storage of a security microfilm
Documentation of hazardous materials backup at State Archives. Security
disposed of by the agency. May include microfilm must meet Washington
used oil, car parts, etc. State Archives technical standards.
NOTE: There is no limitation of
ESSENTIAL RECORD - Needs security action on the agency's liability for the
microfilm backup. See remarks. exposure of individuals to hazardous
materials.
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2.5 ENVIRONMENTAL MANAGEMENT
The activity of managing and monitoring the local government agency’s impact on the environment, including air, soil, and water quality. Includes
hazardous waste handling and documentation.
ITEM OPR PRIMARY (SOURCE SECONDARY (ALL DISPOSITION
NO. SERIES TITLE AND DESCRIPTION or DOCUMENT/ORIGINAL) OTHER) RECORD AUTHORITY REMARKS
OFM RECORD COPY COPIES NUMBER

2.5.10 | HAZARDOUS MATERIALS EMERGENCY OPR | Completion of report Destroy when GS50-19-16 | Contact your Regional Archivist
RESPONSE PLAN plus 6 years Potential obsolete or Rev. 0 before destroying original record.
Annual reports prepared for the State archival value See superseded Records from this series may be
Emergency Response Commission remarks selected to be transferred to and
(SERC), Local Emergency Planning preserved at a Regional Archives
Committees (LEPC), and local fire branch.
departments that'deeument hazardous
materials and their locations. The report
makes emergency plahners aware of
hazardous materials located in their
jurisdiction.

2.5.11 | HAZARDOUS MATERIALS EMPLOYEE OPR | PERMANENT Destroy when GS50-19-05 | This records series should be
RIGHT TO KNOW IMPLEMENTATION obsolete or Rev.0 protected from loss or damage by
PLAN superseded offsite storage of a security microfilm

ESSENTIAL RECORD - Needs security
microfilm backup - See remarks.

backup at State Archives. Security
microfilm must meet Washington
State Archives technical standards.
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2.5 ENVIRONMENTAL MANAGEMENT

The activity of managing and monitoring the local government agency’s impact on the environment, including air, soil, and water quality. Includes
hazardous waste handling and documentation.

ITEM OPR PRIMARY (SOURCE SECONDARY (ALL DISPOSITION
NO. SERIES TITLE AND DESCRIPTION or DOCUMENT/ORIGINAL) OTHER) RECORD AUTHORITY REMARKS
OFM RECORD COPY COPIES NUMBER
2.5.12 | HAZARDOUS MATERIALS INSPECTION OPR | 50 years Destroy when GS50-19-06 | This records series should be
AND TEST REPORTS obsolete or Rev. 0 protected from loss or damage by
superseded offsite storage of a security microfilm

ESSENTIAL RECORD - Needs security backup at State Archives. Security

microfilm backup - See remarks. microfilm must meet Washington
State Archives technical standards.
NQTE: There is no limitation of
action on the agency's liability for the
exposure of individual to hazardous
materials.

2.5.13 | HAZARDOUS MATERIALS INVENTORY OPR | 50 years Destroy when GS50-19-07 | This records series should be

SHEET obsolete or Rev.0 protected from loss or damage by

List of chemicals and other hazardous superseded offsite storage of a security microfilm

materials present in each work area. backup at State Archives. Security
microfilm must meet Washington

ESSENTIAL RECORD - Needs security State Archives technical standards.

microfilm backup - See remarks. NOTE: There is no limitation of
action on the agency's liability for the
exposure of individuals to hazardous
materials.
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2.5 ENVIRONMENTAL MANAGEMENT

The activity of managing and monitoring the local government agency’s impact on the environment, including air, soil, and water quality. Includes
hazardous waste handling and documentation.

ITEM OPR PRIMARY (SOURCE SECONDARY (ALL DISPOSITION
NO. SERIES TITLE AND DESCRIPTION or DOCUMENT/ORIGINAL) OTHER) RECORD AUTHORITY REMARKS
OFM RECORD COPY COPIES NUMBER

2.5.14 | HAZARDOUS MATERIALS MANAGEMENT | OPR | 50 years Destroy when GS50-19-08 | This records series should be

PLAN obsolete or Rev. 0 protected from loss or damage by

superseded offsite storage of a security microfilm

ESSENTIAL RECORD - Needs security backup at State Archives. Security

microfilm backup - See remarks. microfilm must meet Washington
State Archives technical standards.
NQTE: There is no limitation of
action on the agency's liability for the
exposure of individuals to hazardous
materials.

2.5.15 | HAZARDOUS MATERIALS TRAINED OPR | 50 years Destroy when GS50-19-09 | This records series should be
PERSONNEL LIST obsolete or Rev.0 protected from loss or damage by
Includes certifications and lists of superseded offsite storage of a security microfilm
persons trained in handling hazardous backup at State Archives. Security
materials, such as asbestos. Includes microfilm must meet Washington
attendance information and completion State Archives technical standards.
date. NOTE: There is no limitation of action

on the agency's liability for the
ESSENTIAL RECORD - Needs security exposure of individuals to hazardous
microfilm backup - See remarks. materials.
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2.5 ENVIRONMENTAL MANAGEMENT
The activity of managing and monitoring the local government agency’s impact on the environment, including air, soil, and water quality. Includes
hazardous waste handling and documentation.
ITEM OPR PRIMARY (SOURCE SECONDARY (ALL DISPOSITION
NO. SERIES TITLE AND DESCRIPTION or DOCUMENT/ORIGINAL) OTHER) RECORD AUTHORITY REMARKS
OFM RECORD COPY COPIES NUMBER
2.5.16 | HAZARDOUS WASTE DISPOSAL PERMITS | OPR 30 years Destroy when GS55-01M-04 | Reference WAC 173-303-281, and
obsolete or Rev.0 WAC 173-303-806
superseded
2.5.17 | MATERIALS SAFETY DATA SHEET (MSDS). | OPR | 30 years Destroy when GS50-19-11 | Please reference WAC 296-62-05207.
obsoleteor Rev. 0 This records series should be
ESSENTIAL RECORD - Needs security superseded protected from loss or damage by
microfilm backup -See‘remarks. offsite storage of a security microfilm
backup.at State Archives. Security
microfilm must meet Washington
State Archives technical standards.
2.5.18 | NOTIFICATION OF DANGEROUS WASTE OPR Destroy when Destroy when GS50-19-13
ACTIVITY HAZARDOUS MATERIALS superseded or when obsolete or Rev.0
ADMINISTRATION item is no longer on superseded

hand
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2.5 ENVIRONMENTAL MANAGEMENT
The activity of managing and monitoring the local government agency’s impact on the environment, including air, soil, and water quality. Includes
hazardous waste handling and documentation.
ITEM OPR PRIMARY (SOURCE SECONDARY (ALL DISPOSITION
NO. SERIES TITLE AND DESCRIPTION or DOCUMENT/ORIGINAL) OTHER) RECORD AUTHORITY REMARKS
OFM RECORD COPY COPIES NUMBER

2.5.19 | PESTICIDE SPRAY APPLICATION OPR 7 years Destroy when GS50-18-43 Reference RCW 17.21.100 (3)
DOCUMENTATION obsolete or Rev. 0
Includes location and crop or site where superseded
applied, date and time application of
pesticide was applied, product name and
environmental protection agency
registration numberframount and
concentration ofgpesticide applied,
number of acres orother appropriate
measure to which pesticide applied,
licensed applicator's information,
direction/estimated velocity of wind at
time of application, etc.

2.5.20 | PHYSICAL EXAMINATION REPORTS FOR | OPR | 50 years Destroy when GS50-19-01 | This records series should be
EMPLOYEES EXPOSED TO HAZARDOUS obsolete or Rev.0 protected from loss or damage by
MATERIALS superseded offsite storage of a security microfilm

ESSENTIAL RECORD - Needs security
microfilm backup - See remarks.

backup at State Archives. Security
microfilm must meet Washington
State Archives technical standards.
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2.5 ENVIRONMENTAL MANAGEMENT
The activity of managing and monitoring the local government agency’s impact on the environment, including air, soil, and water quality. Includes
hazardous waste handling and documentation.

ITEM OPR PRIMARY (SOURCE SECONDARY (ALL DISPOSITION
NO SERIES TITLE AND DESCRIPTION or DOCUMENT/ORIGINAL) OTHER) RECORD AUTHORITY REMARKS
) OFM RECORD COPY COPIES NUMBER
2.5.21 | POLLUTION AND POLLUTION CONTROL OFM | 5 years - Potential Destroy when GS55-05H-01 | Environmental records for electrical
STUDIES archival value - See obsolete or Rev. 0 utility facilities must be retained for
remarks superseded at least 25 years as provided by

18CFR125.2. Contact your Regional
Archivist before disposing of this
record. Records from this series may
beselected to be transferred to and
preserved/at a Regional Archives
branch:
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2.5 ENVIRONMENTAL MANAGEMENT
The activity of managing and monitoring the local government agency’s impact on the environment, including air, soil, and water quality. Includes
hazardous waste handling and documentation.
ITEM OPR PRIMARY (SOURCE SECONDARY (ALL DISPOSITION
NO SERIES TITLE AND DESCRIPTION or DOCUMENT/ORIGINAL) OTHER) RECORD AUTHORITY REMARKS
) OFM RECORD COPY COPIES NUMBER
2.5.22 | REMEDIAL SITE FILES - SUPERFUND OPR | Submission of final Destroy when GS50-19-14 | This records series should be
SITE-SPECIFIC financial status report obsolete or Rev. 0 protected from loss or damage by
Contains all documents relating to: plus 10 years Potential superseded offsite storage of a security microfilm

chemical analysis services performed to
support Superfund remedial and
removal, site-speCific records relating to
removal activities andpactivities
conducted at remedial sites, Examples:
Correspondence, quality assurance
plans, endangerment assessment, risk
assessment, health and safety plans,
potentially responsible party searches
and investigations, projects operations
plans, remedial investigation reports,
feasibility studies, Comprehensive
Environmental Response, Compensation,
and Liability Information System
(CIRCLIS) Superfund removal records,
removal response files.

ESSENTIAL RECORD - Needs security
backup - see Remarks

archival value See
remarks

backup at State Archives. Security
microfilm must meet Washington
State Archives technical standards.
Contact your Regional Archivist
before destroying original record.
Records from this series may be
selected to be transferred to and
preserved at a Regional Archives
branch. Reference 40CFR35.6705.
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2.5 ENVIRONMENTAL MANAGEMENT
The activity of managing and monitoring the local government agency’s impact on the environment, including air, soil, and water quality. Includes
hazardous waste handling and documentation.
ITEM OPR PRIMARY (SOURCE SECONDARY (ALL DISPOSITION
NO SERIES TITLE AND DESCRIPTION or DOCUMENT/ORIGINAL) OTHER) RECORD AUTHORITY REMARKS
) OFM RECORD COPY COPIES NUMBER
2.5.23 | STATE ENVIRONMENTAL POLICY ACT OPR | Disposal or sale of Destroy when GS55-05H-02 | Environmental records for electrical
(SEPA) DETERMINATION OF property plus 10 years - | obsolete or Rev. 0 utility facilities must be retained for
SIGNIFICANCE OR NON-SIGNIFICANCE See remarks superseded at least 25 years as provided by
18CFR125.2.
2.5.24 | STATE ENVIRONMENTAL POLICY AGE OPR | Disposal or sale of Destroyswhen GS55-05H=03minEnvirenmental records for electrical
(SEPA) ENVIRONMENTAL CHECKLISTS property plus 10 years- | obsalete or Rev. 0 utility facilities must be retained for
See remarks superseded at least 25 years as provided by
18CFR125.2.
2.5.25 | STATE ENVIRONMENTAL POLICY ACT OFM | Issuance of permit Destroy when GS51-07-26
(SEPA) ENVIRONMENTAL IMPACT obsolete or Rev.0
STATEMENT WORK FILES superseded
2.5.26 | STATE ENVIRONMENTAL POLICY ACT OPR | Disposal or sale of Destroy when GS55-05H-04 | Reference WAC 197-11.
(SEPA) ENVIRONMENTAL IMPACT property plus 10 years - | obsolete or Rev.0 Environmental records for electrical
STATEMENTS Potential archival value - | superseded utility facilities must be retained for

Submitted for land use code approval of
agency projects.

See remarks

at least 25 years as provided by
18CFR125.2. Contact your Regional

Archivist before disposing of this

record. Records from this series may
be selected to be transferred to and
preserved at a Regional Archives
branch.
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2.5 ENVIRONMENTAL MANAGEMENT

The activity of managing and monitoring the local government agency’s impact on the environment, including air, soil, and water quality. Includes
hazardous waste handling and documentation.

ITEM OPR PRIMARY (SOURCE SECONDARY (ALL DISPOSITION
NO. SERIES TITLE AND DESCRIPTION or DOCUMENT/ORIGINAL) OTHER) RECORD AUTHORITY REMARKS
OFM RECORD COPY COPIES NUMBER
2.5.27 | SUPERFUND TOXIC CHEMICAL RELEASE OPR | Submission of final Destroy when GS50-19-15 | Contact your Regional Archivist

FILES financial status report obsolete or Rev. 0 before destroying original record.
Contains documents relating to plus 10 years Potential superseded Records from this series may be
requirement for submission of archival value See selected to be transferred to and
information relating to the release of remarks preserved at a Regional Archives
toxic chemicals under Section 313 SARA branch. Reference 40CFR35.6705.

Title Il EmergencyPlanning and
Community Right=to-Know Act (EPCRA).
Information collectedfis intendédto
inform the general public and the
communities surrounding covered
facilities about releases of toxic
chemicals. Includes EPA forms,
inspection reports, consent agreements,
and other information for listed toxic
chemicals.
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Washington State Archives
Office of the Secretary of State

ENVIRONMENTAL MANAGEMENT
The activity of managing and monitoring the local government agency’s impact on the environment, including air, soil, and water quality. Includes
hazardous waste handling and documentation.

2.5

ITEM
NO.

SERIES TITLE AND DESCRIPTION

OPR
or
OFM

PRIMARY (SOURCE
DOCUMENT/ORIGINAL)
RECORD COPY

SECONDARY (ALL
OTHER) RECORD
COPIES

DISPOSITION
AUTHORITY
NUMBER

REMARKS

2.5.28

UNDERGROUND STORAGE TANKS -
ROUTINE OPERATION AND
MAINTENANCE RECORDS

Series is used to document routine
testing, inspection and monijtoring of
agency-owned underground storage
tanks containing regulated substances.
May include correspondence, inspection
and testing reportsrélated to equipment
integrity, corrosion, tightness
calibration, etc. Also includes repair and
modification documentation and
additional records used to demonstrate
that tanks are operated in compliance
and State and Federal regulations.

OPR

End of Calendar Year
plus 10 years.

Destroy when
obsolete or
superseded.

GS50-19-18
Rev. 0

CFR Citation: 400CFR 28.045
WAC Citation: WAC 173-360-355

2.5.29

WASTE MATERIALS ANALYSIS REPORTS
Documentation of analysis of waste
materials, such as used oil, which are
used to determine if the materials
should be disposed of or recycled as
non-hazardous or hazardous waste.

OPR

Completion of analysis
plus 6 years

Destroy when
obsolete or
superseded

GS50-06B-23
Rev. 0
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2.6 INVENTORY
The activity of detailing or itemizing goods, materials and resources on a periodic basis.
TEM OPR PRIMARY (SOURCE SECONDARY (ALL DISPOSITION
NO SERIES TITLE AND DESCRIPTION or DOCUMENT/ORIGINAL) OTHER) RECORD AUTHORITY REMARKS
) OFM RECORD COPY COPIES NUMBER
2.6.1 FIXED ASSET INVENTORIES OFM | Destroy when obsolete Destroy when GS50-06B-04
or superseded plus 3 obsolete or Rev. 0
years superseded
2.6.2 INVENTORY OF FIXED ASSETS OFM | 3 years or until Destroy when GS50-03A-18
Includes fixed asset inventory (year- completion of State obsolete or Rev.0
end) as well as doéumentation of Auditor’s examination superseded
current status andupdates and report
adjustments to the fixed asset
inventory.
2.6.3 INVENTORY OF MATERIALS/ OFM | 3 years Destroy when GS50-08B-02
EQUIPMENT, CHANGES AND TRANSFERS obsolete or Rev. 0
superseded
2.6.4 INVENTORY/YEAR-END REPORT OFM | 3 years Destroy when GS50-08B-03
obsolete or Rev. 0
superseded
2.6.5 PARTS CONTROL FILES - Record of OFM | 3 years Destroy when GS50-06E-12
vehicle/equipment parts in stock. obsolete or Rev. 0
superseded
2.6.6 PARTS INVENTORY OFM | 3 years after obsolete or | Destroy when GS50-06E-17
superseded obsolete or Rev.0
superseded
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2.6 INVENTORY
The activity of detailing or itemizing goods, materials and resources on a periodic basis.
TEM OPR PRIMARY (SOURCE SECONDARY (ALL DISPOSITION
NO SERIES TITLE AND DESCRIPTION or DOCUMENT/ORIGINAL) OTHER) RECORD AUTHORITY REMARKS
) OFM RECORD COPY COPIES NUMBER
2.6.7 PARTS MASTER LISTING REPORTS OFM | 3 years after obsolete or | Destroy when GS50-06E-18
superseded obsolete or Rev.0
superseded
2.6.8 RECORD OF SUPPLIES DRAWN FROM OFM | 3years Destroy when GS50-03A-22
CENTRAL STORES obsolete or Rev. 0
superseded
2.6.9 SURPLUS PROPERTYINVVENTORY OPR 6 years Destroy when GS50-08C-06
obsolete or Rev. 0
superseded
2.6.10 | TREE INVENTORY OFM | Until obsolete or Destroy when GS50-06B-25 | Contact your Regional Archivist
Documents the number, type, age, and superseded plus 3 years | obsolete or Rev. 0 before destroying original record.
estimated height of trees on agency- - Potential archival value | superseded Records from this series may be

owned property under an agency-
adopted inventory policy, e.g. historical
or ornamental trees.

- See Remarks

selected to be transferred to and
preserved at a Regional Archives

branch.
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2.7 LEASING / USAGE
The activity of the local government agency either acquiring or granting temporary authority to use goods, materials and resources.
TEM OPR PRIMARY (SOURCE SECONDARY (ALL DISPOSITION
NO SERIES TITLE AND DESCRIPTION or DOCUMENT/ORIGINAL) OTHER) RECORD AUTHORITY REMARKS
) OFM RECORD COPY COPIES NUMBER
2.7.1 BILLING TO OTHER AGENCIES FOR USE OPR 6 years Destroy when GS50-06E-01
OF VEHICLES AND EQUIPMENT obsolete or Rev. 0
superseded
2.7.2 EQUIPMENT AND VEHICLE CHECKOUT OFM | 3years Destroy when GS50-06E-03
LOG obsolete or Rev. 0
superseded
2.7.3 EQUIPMENT AND VEHICLE DATA AND OFM | 3 years Destroy when GS50-06E-04
STATISTICAL REPORTS obsolete or Rev. 0
superseded
2.7.4 EQUIPMENT AND VEHICLE LEASES OPR | Termination of lease plus | Destroy when GS50-06E-05
6 years obsolete or Rev. 0
superseded
2.7.5 EQUIPMENT AND VEHICLE USE REQUEST | OFM | 3 years Destroy when GS50-06E-09
obsolete or Rev.0
superseded
2.7.6 EVICTION RECORDS OPR | 6 years after judgment Destroy when GS55-05A-09
Eviction records, legal eviction files. or final decision obsolete or Rev.0
superseded
2.7.7 FACILITY RENTAL/USE SCHEDULE OFM | 3years Destroy when GS51-07-11
obsolete or Rev.0
superseded
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2.7 LEASING / USAGE

The activity of the local government agency either acquiring or granting temporary authority to use goods, materials and resources.

TEM OPR PRIMARY (SOURCE SECONDARY (ALL DISPOSITION
NO. SERIES TITLE AND DESCRIPTION or DOCUMENT/ORIGINAL) OTHER) RECORD AUTHORITY REMARKS
OFM RECORD COPY COPIES NUMBER
2.7.8 FACILITY USE AUTHORIZATION PERMIT OPR 6 years Destroy when GS51-07-12
obsolete or Rev. 0
superseded
2.7.9 LEASES OPR | Termination plus 6 years | Destroy when GS55-05A-07
Official documentation of leases for obsolete or Rev. 0
property leased by'andifrom other superseded
parties and agency,property leased to
the public.
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2.8 MAINTENANCE
The activity of repairing or servicing the assets of the local government agency. Includes buildings, vehicles, and equipment.
TEM OPR PRIMARY (SOURCE SECONDARY (ALL DISPOSITION
NO SERIES TITLE AND DESCRIPTION or DOCUMENT/ORIGINAL) OTHER) RECORD AUTHORITY REMARKS
) OFM RECORD COPY COPIES NUMBER
2.8.1 | ACCIDENT/TRAFFIC COLLISION LOGS OFM | 6 years after last entry Destroy when GS50-06E-13
obsolete or Rev. 0
superseded
2.8.2 ACCIDENT/TRAFFIC COLLISION REPORTS | OPR Washington State Patrol | Agency - GS51-05F-01
Agency reference copies of reports on retains for 6 years retain for 6 Rev. 0
accidents occurring on‘toads and streets years
within the agency's,jurisdiction for following date
traffic monitoring purposes. of report
2.8.3 BOILER VESSEL REPORTS OFM | Destroy when obsolete Destroy when GS50-06B-01
A. Report of boiler inspection by or superseded obsolete or Rev. 0
custodian. B. Report of boiler or hot superseded
water tanks by insurance company or
Department of Labor and Industries.
2.8.4 EQUIPMENT AND VEHICLE OFM | Until disposal or sale of Destroy when GS50-06E-06
MAINTENANCE AND HISTORY FILES equipment or vehicle obsolete or Rev. 0
Includes original defect and inspection superseded
report.
2.8.5 EQUIPMENT AND VEHICLE OFM | 3years Destroy when GS50-06E-20
MAINTENANCE REPORTS obsolete or Rev. 0
superseded
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2.8 MAINTENANCE
The activity of repairing or servicing the assets of the local government agency. Includes buildings, vehicles, and equipment.
TEM OPR PRIMARY (SOURCE SECONDARY (ALL DISPOSITION
NO SERIES TITLE AND DESCRIPTION or DOCUMENT/ORIGINAL) OTHER) RECORD AUTHORITY REMARKS
) OFM RECORD COPY COPIES NUMBER
2.8.6 EQUIPMENT AND VEHICLE SAFETY OFM | Destroy when obsolete Destroy when GS50-06E-14
ANALYSIS AND INVESTIGATION FILES or superseded obsolete or Rev.0
superseded
2.8.7 FACILITY SAFETY INSPECTION HISTORY OFM | Disposition of facility Destroy when GS50-06C-08
RECORDS obsolete or Rev. 0
Cumulative record’showing inspection superseded
citations, corrections, and other
information relating to the continuing
safety of each agenecy.facility.
2.8.8 FIRE EXTINGUISHER INSPECTION TAGS OFM | Destroy when obsolete Destroy when GS50-06B-03
Prepared by fire departments or private or superseded obsolete or Rev. 0
firms. superseded
2.8.9 INSPECTION DOCUMENTATION OPR 6 years Destroy when GS50-06B-27
Inspections of various systems (e.g. obsolete or Rev.0
HVAC, fire system) and the superseded

documentation created during the
inspection or to comply with
inspections. May include routine
maintenance checks, operational
maintenance logs, and certificates.
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2.8 MAINTENANCE
The activity of repairing or servicing the assets of the local government agency. Includes buildings, vehicles, and equipment.
TEM OPR PRIMARY (SOURCE SECONDARY (ALL DISPOSITION
NO SERIES TITLE AND DESCRIPTION or DOCUMENT/ORIGINAL) OTHER) RECORD AUTHORITY REMARKS
) OFM RECORD COPY COPIES NUMBER
2.8.10 | INSURANCE, SAFETY AND FIRE OFM | Violation corrected plus Destroy when GS50-06C-18
INSPECTION REPORTS 6 years obsolete or Rev.0
superseded
2.8.11 | MAINTENANCE HISTORY OFM | Life or sale of the facility | Destroy when GS50-06B-06
DOCUMENTATION obsolete or Rev. 0
Maintenance history foreach building, superseded
which may include:'Maintenance
performed, workforders, purchase
orders, copies of state'and/or insurance
companies’ inspection reports.
2.8.12 | MAINTENANCE LOGS OFM | Destroy when Destroy when GS50-06B-07
superseded plus 3 years | obsolete or Rev. 0
superseded
2.8.13 | MAINTENANCE REPORTS OFM | 1year Destroy when GS50-06B-08
obsolete or Rev. 0
superseded
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Washington State Archives
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2.8 MAINTENANCE

The activity of repairing or servicing the assets of the local government agency. Includes buildings, vehicles, and equipment.

TEM OPR PRIMARY (SOURCE SECONDARY (ALL DISPOSITION
NO. SERIES TITLE AND DESCRIPTION or DOCUMENT/ORIGINAL) OTHER) RECORD AUTHORITY REMARKS
OFM RECORD COPY COPIES NUMBER
2.8.14 | OPERATING MANUALS OFM | Disposition or sale of Destroy when GS50-06B-09 | This record should be protected
Prepared by contractors for use of the facility or equipment obsolete or Rev.0 from damage or loss by off-site
agency in maintaining equipment superseded storage of a security copy, or by
installed in buildings. keeping a list that identifies the
locations of other copies inside or
ESSENTIAL RECORD - Needs security outside the agency.
backup - See remarks.
2.8.15 | OPERATING PERMITS OFM | Destroy whenebsolete Destroy when GS50-06B-10
For boilers and elevators. or superseded obsolete or Rev. 0
superseded
2.8.16 | TIRE MAINTENANCE REPORTS OFM | 5years Destroy when GS50-06E-19
obsolete or Rev. 0
superseded
2.8.17 | WORK ORDERS OFM | 3years Destroy when GS50-06B-13
Request for performance of obsolete or Rev.0
maintenance work, may show location, superseded
date of request, work to be performed,
etc. May include request for survey
services.
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2.9 OPERATIONS
The activity of managing the day-to-day usage of the local government agency’s buildings, vehicles and equipment.
TEM OPR PRIMARY (SOURCE SECONDARY (ALL DISPOSITION
NO SERIES TITLE AND DESCRIPTION or DOCUMENT/ORIGINAL) OTHER) RECORD AUTHORITY REMARKS
) OFM RECORD COPY COPIES NUMBER
29.1 ENERGY USAGE MEASUREMENT OFM | 5years Destroy when GS51-07-09
REPORTS AND DATA obsolete or Rev. 0
superseded
2.9.2 FUEL PUMP/TANK AUDIT REPORTS OFM | 2 years Destroy when GS50-06E-15
obsolete or Rev. 0
superseded
2.9.3 FUEL/OIL USAGE REPORTS OFM | 3 years Destroy when GS50-06E-10
obsolete or Rev. 0
superseded
294 FUEL STORAGE FACILITY RECORDS OFM | 3 years Selected Destroy when GS50-06E-16
Regulatory and operating records; documents kept for life obsolete or Rev. 0
receiving, dispersal, and inventory of facility superseded

documentation including maintenance
of facility.
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2.10 PLANNING
The activity of formulating strategies to achieve an objective or outcome relating to the local government agency’s facilities or other assets.
TEM OPR PRIMARY (SOURCE SECONDARY (ALL DISPOSITION
NO. SERIES TITLE AND DESCRIPTION or DOCUMENT/ORIGINAL) OTHER) RECORD AUTHORITY REMARKS
OFM RECORD COPY COPIES NUMBER
2.10.1 | LONG-RANGE FACILITIES PLAN OPR PERMANENT Potential Destroy when GS51-07-15 Contact your Regional Archivist
archival value See obsolete or Rev.0 before disposing of this record.
remarks superseded Records from this series may be
selected to be transferred to and
preserved at a Regional Archives
branch.
2.10.2 | LONG-RANGE FACILITIES PLAN OPR | Clerk of the Government_| Destroy when GS50-05A-22 | Contact your Regional Archivist
ADOPTED Council, Gammission, or | obsolete or Rev. 0 before destroying original record.
Board -PERMANENT superseded Recordssfrom this series may be

1 copy potentially
archival See remarks

selected to be transferred to and
preserved at a Regional Archives
branch.
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2.11 PURCHASING / ACQUISITIONS

The activity of acquiring assets through purchase or donation. Includes records documenting ownership of assets.

TEM OPR PRIMARY (SOURCE SECONDARY (ALL DISPOSITION
NO SERIES TITLE AND DESCRIPTION or DOCUMENT/ORIGINAL) OTHER) RECORD AUTHORITY REMARKS
) OFM RECORD COPY COPIES NUMBER
2.11.1 | CERTIFICATES OF VEHICLE TITLE OPR Destroy after disposition | Destroy when GS50-06E-02
of vehicle and obsolete or Rev. 0
completion of audit superseded
2.11.2 | DEEDS/TITLES OPR | County Auditor or Sale or GS55-05A-02 | Additional copies may be disposed of
Legal documents of ownership. recorder retains disposal of Rev.0 when obsolete or superseded.
PERMANENT land plus10
years - See
remarks
2.11.3 | DELIVERY RECEIPT-INTERNAL OFM [ 3'years Destroy when GS50-08A-05
PURCHASING obsolete or Rev. 0
superseded
2.11.4 | EASEMENTS OPR | County Auditor or Reassignment GS55-05A-03 | Additional copies may be disposed of
Granted by and to agency. recorder keeps or vacation of Rev.0 when obsolete or superseded.

PERMANENT

easement plus
10 years - See
remarks
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2.11 PURCHASING / ACQUISITIONS
The activity of acquiring assets through purchase or donation. Includes records documenting ownership of assets.
TEM OPR PRIMARY (SOURCE SECONDARY (ALL DISPOSITION
NO. SERIES TITLE AND DESCRIPTION or DOCUMENT/ORIGINAL) OTHER) RECORD AUTHORITY REMARKS
OFM RECORD COPY COPIES NUMBER
2.11.5 | EMERGENCY PURCHASE OFM | Date approved plus 3 Destroy when GS50-08A-14
AUTHORIZATION AND EXCEPTION years obsolete or Rev. 0
REQUEST superseded
Request for an exception of the
purchasing process when a department
exceeds the dollar limit when
purchasing an item. Files document the
approval authorization,for emergency
purchases underg@an amount set by the
agency. Includes cofrfeéspondence, copy
of invoice, log of requests, etc.
2.11.6 | ENCROACHMENTS OPR | Closure of dispute plus Destroy when GS55-05A-04 | Reference RCW 4.16.020 for
Documentation of conflicts on land or 10 years - Potential obsolete or Rev.0 retention period. Contact your
water rights and obligations. archival value - See superseded Regional Archivist before disposing

ESSENTIAL RECORD - Needs security
microfilm backup - See remarks.

remarks

of this record. Records from this
series may be selected to be
transferred to and preserved at a
Regional Archives branch. This
records series should be protected
from loss or damage by offsite
storage of a security microfilm
backup at State Archives. Security
microfilm must meet Washington
State Archives technical standards.
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2.11 PURCHASING / ACQUISITIONS
The activity of acquiring assets through purchase or donation. Includes records documenting ownership of assets.
TEM OPR PRIMARY (SOURCE SECONDARY (ALL DISPOSITION
NO. SERIES TITLE AND DESCRIPTION or DOCUMENT/ORIGINAL) OTHER) RECORD AUTHORITY REMARKS
OFM RECORD COPY COPIES NUMBER
2.11.7 | EQUIPMENT/VEHICLE PARTS ORDERS OFM | 3years Destroy when GS50-06E-21
obsolete or Rev. 0
superseded
2.11.8 | LAND INFORMATION FILES OFM | Disposition of land plus Destroy when GS55-05A-06 | Selected records in this series are
General reference files on acquisition of 10 years - Potential obsolete or Rev.0 recorded by the County Auditor.
land; condemnation proceedings, title archival value - See superseded Reference,RCW 4.16.020 for
info: i.e. location, size, value, etc. remarks retention period. Contact your
Regional Archivist before disposing
ESSENTIAL RECORR.- Needs security of this.re€ord. Records from this
microfilm backup - See remarks. series may be selected to be
transferred to and preserved at a
Regional Archives branch. This
records series should be protected
from loss or damage by offsite
storage of a security microfilm
backup at State Archives. Security
microfilm must meet Washington
State Archives technical standards.
2.11.9 | MATERIALS DISBURSEMENT TICKETS OFM | 3years Destroy when GS50-08B-04
obsolete or Rev. 0
superseded
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2.11 PURCHASING / ACQUISITIONS
The activity of acquiring assets through purchase or donation. Includes records documenting ownership of assets.
TEM OPR PRIMARY (SOURCE SECONDARY (ALL DISPOSITION
NO SERIES TITLE AND DESCRIPTION or DOCUMENT/ORIGINAL) OTHER) RECORD AUTHORITY REMARKS
) OFM RECORD COPY COPIES NUMBER
2.11.10| MATERIALS ORDERS/REQUISITIONS OFM | 3years Destroy when GS50-08B-05
obsolete or Rev.0
superseded
2.11.11| MATERIALS RECEIPTS OFM | 3years Destroy when GS50-08B-06
obsolete or Rev.0
superseded
2.11.12| MATERIALS RECEIVINGIAND OFM | 3 years Destroy when GS50-08B-07
DISBURSEMENT REPORTS obsolete or Rev. 0
superseded
2.11.13| PACKING SLIPS OFM | Until confirmation of Destroy when GS50-08B-08
materials received obsolete or Rev. 0
superseded
2.11.14| PROPERTY PURCHASE PROPOSALS OFM | 3years Destroy when GS51-07-21
(INACTIVE) PROPOSALS (INACTIVE) obsolete or Rev. 0
Proposal for the purchase of agency’s superseded
real property made by other parties and
proposals made by district to acquire
real property.
2.11.15| RECEIVING REPORTS OPR 6 years Destroy when GS50-08A-09
Listing of items actually delivered to obsolete or Rev. 0
purchaser used to make sure that the superseded

shipment is correct and complete.
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2.11 PURCHASING / ACQUISITIONS
The activity of acquiring assets through purchase or donation. Includes records documenting ownership of assets.
TEM OPR PRIMARY (SOURCE SECONDARY (ALL DISPOSITION
NO SERIES TITLE AND DESCRIPTION or DOCUMENT/ORIGINAL) OTHER) RECORD AUTHORITY REMARKS
) OFM RECORD COPY COPIES NUMBER
2.11.16| REQUISITIONS OPR | 6years Destroy when GS50-08A-10
Official statement documenting the obsolete or Rev.0
purchase of commodities, goods, or superseded
services subject to bid.
2.11.17| STORES REPORTS AND BACKUP OFM | End of calendar year plus | Destroy when GS50-08A-15
DOCUMENTATION 3 years obsoleteor Rev. 0
Reports documentall transactions, used superseded
to determine cost allocation.
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2.12 SECURITY
The activity of protecting the local government agency’s physical goods and resources against danger, loss or threat.
TEM OPR PRIMARY (SOURCE SECONDARY (ALL DISPOSITION
NO. SERIES TITLE AND DESCRIPTION or DOCUMENT/ORIGINAL) OTHER) RECORD AUTHORITY REMARKS
OFM RECORD COPY COPIES NUMBER
2.12.1 | IDENTIFICATION BADGE RECORDS FOR OFM | 1year Destroy when GS50-04B-21
CONTRACT AND TEMPORARY obsolete or Rev. 0
EMPLOYEES superseded
Photo ID badges and supporting
paperwork to track badges issued to
contract and temporary employees.
2.12.2 | INTRUSION ALARMLREPORTS OFM' | 1 year Destroy when GS50-06B-14
obsolete or Rev. 0
superseded
2.12.3 | KEY/CARD KEY INVENTORY OFM | Destroy when obsolete Destroy when GS50-06B-05 | This record should be protected
Documentation of facility keys and/or or superseded obsolete or Rev. 0 from damage or loss by off-site
card keys assigned to agency personnel. superseded storage of a security copy, or by
keeping a list that identifies the
ESSENTIAL RECORD - Needs security locations of other copies inside or
backup - See remarks. outside the agency.
2.12.4 | SECURITY ANNUAL REPORT OFM | 1vyear Destroy when GS50-06B-15
obsolete or Rev. 0
superseded
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2.12 SECURITY
The activity of protecting the local government agency’s physical goods and resources against danger, loss or threat.
TEM OPR PRIMARY (SOURCE SECONDARY (ALL DISPOSITION
NO SERIES TITLE AND DESCRIPTION or DOCUMENT/ORIGINAL) OTHER) RECORD AUTHORITY REMARKS
) OFM RECORD COPY COPIES NUMBER
2.12.5 | SECURITY ID BADGE APPLICATION AND OPR Termination or Destroy when GS50-06B-21
ISSUANCE DOCUMENTATION revocation plus 6 years obsolete or Rev.0
Documents security badges issued to superseded
employees and contractors working in
the agency.
2.12.6 | SECURITY PATROKLOG OFM | 1vyear Destroy when GS50-06B-16
obsalete or Rev.0
superseded
2.12.7 | STAFF ACCESS/ENTRY LOGS OFM [ 3'years Destroy when GS50-06B-20
obsolete or Rev.0
superseded
2.12.8 | SURVEILLANCE VIDEOS OFM | Destroy when obsolete Destroy when GS50-06B-18 | Videos of incidents resulting in legal
or superseded obsolete or Rev.0 action should be retained with other
superseded documentation pertaining to that
incident and are subject to those
retention schedules.
2.12.9 | VANDALISM REPORTS OFM | 3 years Destroy when GS50-06B-11
obsolete or Rev. 0
superseded
2.12.10| VISITOR LOGS OFM | 3years Destroy when GS50-06B-12
obsolete or Rev. 0
superseded
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2.12 SECURITY
The activity of protecting the local government agency’s physical goods and resources against danger, loss or threat.
TEM OPR PRIMARY (SOURCE SECONDARY (ALL DISPOSITION
NO SERIES TITLE AND DESCRIPTION or DOCUMENT/ORIGINAL) OTHER) RECORD AUTHORITY REMARKS
) OFM RECORD COPY COPIES NUMBER
2.12.11| WEAPONS CONFISCATION LOG OPR | 6years Destroy when GS50-06B-19
obsolete or Rev. 0
superseded
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2.13 VALUATION
The activity of valuing land, property, or other assets belonging to the local government agency.
TEM OPR PRIMARY (SOURCE SECONDARY (ALL DISPOSITION
NO SERIES TITLE AND DESCRIPTION or DOCUMENT/ORIGINAL) OTHER) RECORD AUTHORITY REMARKS
) OFM RECORD COPY COPIES NUMBER
2.13.1 | APPRAISALS OPR Disposition of land or Destroy when GS55-05A-01 | Contact your Regional Archivist
Statement of land and facility values, facility plus 10 years - obsolete or Rev.0 before disposing of this record.
provided by independent appraisers Potential archival value - | superseded Records from this series may be

under contract to the agency.

See remarks

selected to be transferred to and
preserved at a Regional Archives
branch.
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3. FINANCIAL MANAGEMENT

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

3.1 ACCOUNTING

The activity relating to the creation of financial records of agency business transactions and the preparation of statements concerning the assets,
liabilities, and performance of the local government agency.
TEM OPR PRIMARY (SOURCE SECONDARY (ALL DISPOSITION
NO. SERIES TITLE AND DESCRIPTION or DOCUMENT/ORIGINAL) OTHER) RECORD AUTHORITY REMARKS
OFM RECORD COPY COPIES NUMBER

3.1.1 ACCOUNTS PAYABLE AND RECEIVABLE OFM | 3years Destroy when GS50-03A-02
SUPPORTING DOCUMENTS AND obsaleteror Rev.|0
REPORTS superseded
Specialized reports and'background files
documenting the status/of or
adjustments to accounts.

3.1.2 ACCOUNTS PAYABLE CONTROL OFM | 1 month Destroy when GS51-02-01
WORKSHEET obsolete or Rev. 0
Lists invoice totals and taxes. Used to superseded
balance against computer generated
warrant register.

3.1.3 ANNUAL REPORT OF CHIEF FISCAL OFM | Clerk of governing Destroy when GS50-03D-02 | Contact your Regional Archivist - one
OFFICER TO COMMISSIONERS/COUNCIL council, commission or obsolete or Rev. 0 copy of each available report should
Includes annual financial reports board - PERMANENT -1 | superseded be assembled for transfer to

compiled by all units of local
government as per statute, charter, and
agency policy.

copy archival - See
remarks

Regional Archives.
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3.1 ACCOUNTING
The activity relating to the creation of financial records of agency business transactions and the preparation of statements concerning the assets,
liabilities, and performance of the local government agency.
TEM OPR PRIMARY (SOURCE SECONDARY (ALL DISPOSITION
NO SERIES TITLE AND DESCRIPTION or DOCUMENT/ORIGINAL) OTHER) RECORD AUTHORITY REMARKS
) OFM RECORD COPY COPIES NUMBER
3.14 APPLICATION FOR DUPLICATE OPR 6 years Destroy when GS50-03B-10
INSTRUMENT, AFFIDAVIT, AND BOND obsolete or Rev. 0
Authority to issue duplicated check or superseded
warrant in case of loss or destruction.
Notarized oath that original was lost or
destroyed and request for replacement.

3.15 BILLS OF SALE OPR | 6years Destroy when GS50-03A-04
obsolete,or Rev. 0
superseded

3.1.6 | CASH RECEIPTS TRANSMITTALS OPR | 6years Destroy when GS50-03A-07

Forms transmitting money to and from obsolete or Rev. 0
the agency. superseded

3.1.7 CASH RECEIPTS TRANSMITTALS - OFM | 3 years Destroy when GS50-03A-08

INTERNAL obsolete or Rev. 0
Forms transmitting money within the superseded
agency.

3.1.8 CHECK STUBS OR DUPLICATE COPIES OFM | 3years Destroy when GS50-03B-06
obsolete or Rev. 0
superseded
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3.1 ACCOUNTING
The activity relating to the creation of financial records of agency business transactions and the preparation of statements concerning the assets,
liabilities, and performance of the local government agency.
TEM OPR PRIMARY (SOURCE SECONDARY (ALL DISPOSITION
NO. SERIES TITLE AND DESCRIPTION or DOCUMENT/ORIGINAL) OTHER) RECORD AUTHORITY REMARKS
OFM RECORD COPY COPIES NUMBER
3.1.9 COLLECTION FILES OPR | Account closed plus 6 Destroy when GS50-03B-14
Documents efforts to collect payment years obsolete or Rev. 0
on outstanding invoices, or on checks superseded
returned because of insufficient funds.
May include past due statements,
penalty calculations, copies|of invoices,
correspondence, logsiof collections
actions, write-offilists, and supporting
documentation.
3.1.10 | CREDIT/DEBIT PURCHASE CHARGE OFM | 3 years Destroy when GS50-08A-04
RECEIPTS PURCHASER’S COPY obsolete or Rev. 0
superseded
3.1.11 | CUSTOMER BILLING DISPUTE CASES OPR Resolution plus 6 years Destroy when GS55-05B-30
Files document cases regarding billing obsolete or Rev. 0
disputes which cannot be resolved by superseded

utility administration. Resolution
determined by settlement or by formal
decision maker such as hearing
examiner, etc. Case files include name
of customer, disputed issue, dispute
discussion notes, billing and account
information.
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3.1 ACCOUNTING
The activity relating to the creation of financial records of agency business transactions and the preparation of statements concerning the assets,
liabilities, and performance of the local government agency.
TEM OPR PRIMARY (SOURCE SECONDARY (ALL DISPOSITION
NO SERIES TITLE AND DESCRIPTION or DOCUMENT/ORIGINAL) OTHER) RECORD AUTHORITY REMARKS
) OFM RECORD COPY COPIES NUMBER
3.1.12 | DAILY CASH REPORT OR SUMMARY OPR | 6years Destroy when GS50-03A-09
obsolete or Rev. 0
superseded
3.1.13 | DAMAGE AND LOSS CLAIMS OFM | Keep until completion of | Destroy when GS50-08A-03
PURCHASING State Auditor’s obsoleteor Rev.0
examination, plus 6 superseded
years if there isia
monetary settlement
3.1.14 | DISTRIBUTION OF EXPENDITURES OFM | 3 years Destroy when GS50-03A-10
obsolete or Rev. 0
superseded
3.1.15 | EXPENDITURE TRANSACTION REPORTS OPR | 6years Destroy when GS50-03A-11
Adjustments to coding of expenditures obsolete or Rev. 0
and correcting errors. superseded
3.1.16 | FINANCIAL STATEMENTS OPR | 6years Destroy when GS50-03D-09
obsolete or Rev. 0
superseded
3.1.17 | FISCAL, PURCHASE AND RECEIVING OFM | Finance or Purchasing Destroy when GS50-01-17
DOCUMENTS Office keeps primary obsolete or Rev.0
copies 6 years superseded
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3.1 ACCOUNTING
The activity relating to the creation of financial records of agency business transactions and the preparation of statements concerning the assets,
liabilities, and performance of the local government agency.
TEM OPR PRIMARY (SOURCE SECONDARY (ALL DISPOSITION
NO SERIES TITLE AND DESCRIPTION or DOCUMENT/ORIGINAL) OTHER) RECORD AUTHORITY
) OFM RECORD COPY COPIES NUMBER
3.1.18 | FUND ACCOUNTS SUPPORTING OFM | 3 years Destroy when GS50-03A-13
DOCUMENTS AND REPORTS obsolete or Rev. 0
Documentation of status and superseded
adjustments to individual funds.
3.1.19 | GENERAL AND SUBSIDIARY JOURNALS OPR | 6years Destroy'when GS50-03A-14
All journals for allfunds and functions, obsolete or Rev.0
including but not limitedto: cash superseded

disbursements andycash receipts.
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3.1 ACCOUNTING
The activity relating to the creation of financial records of agency business transactions and the preparation of statements concerning the assets,
liabilities, and performance of the local government agency.
TEM OPR PRIMARY (SOURCE SECONDARY (ALL DISPOSITION
NO. SERIES TITLE AND DESCRIPTION or DOCUMENT/ORIGINAL) OTHER) RECORD AUTHORITY REMARKS
OFM RECORD COPY COPIES NUMBER
3.1.20 | GENERAL LEDGER OPR | 6years. Pre-1900 Destroy when GS50-03A-15 | Contact your Regional Archivist
general ledgers have obsolete or Rev.0 before disposing of this record.
ESSENTIAL RECORD - Needs security potential archival value - | superseded Records from this series may be
backup - See remarks. See remarks selected to be transferred to and
preserved at a Regional Archives
branch. Aeccounting system
documentation should be protected
from damage or loss by off site
storage of backup tapes. In non-
automated systems, security copies
of the general ledger and other
official accounting documents should
be stored off site, or a list that
identifies the locations of other
copies inside and outside the agency
3.1.21 | NON-SUFFICIENT FUNDS (NSF) CHECKS/ | OPR | Settlement or closure Destroy when GS50-03B-12
WARRANTS plus 6 years obsolete or Rev.0
superseded
3.1.22 | PETTY CASH RECORD OPR | 6years Destroy when GS50-03A-20
obsolete or Rev. 0
superseded
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3.1 ACCOUNTING
The activity relating to the creation of financial records of agency business transactions and the preparation of statements concerning the assets,
liabilities, and performance of the local government agency.
TEM OPR PRIMARY (SOURCE SECONDARY (ALL DISPOSITION
NO SERIES TITLE AND DESCRIPTION or DOCUMENT/ORIGINAL) OTHER) RECORD AUTHORITY REMARKS
) OFM RECORD COPY COPIES NUMBER
3.1.23 | PURCHASE/FIELD ORDERS OPR | 6years Destroy when GS50-08A-08
Official statement documenting the obsolete or Rev. 0
purchase of commodities, goods or superseded
services on contract or not subject to
bid.
3.1.24 | RECEIPTS OPR' | 6years Destroy when GS50-03A-21
obsolete or Rev. 0
superseded
3.1.25 | RECEIPTS FOR CASH RECEIVED OFFICE OFM | Finance office keeps Office GS50-03A-34
REFERENCE COPIES primary copy 6 years references Rev. 0
copies - Keep
3 years
3.1.26 | REGISTER FOR FUNDS REMITTED TO OPR | 6years Destroy when GS50-03A-23
FISCAL OFFICER obsolete or Rev. 0
superseded
3.1.27 | REMITTANCE ADVICES OPR | 6years Destroy when GS50-03A-24
obsolete or Rev. 0
superseded
3.1.28 | REVENUE BOND AND COUPON OPR | 6years Destroy when GS50-03A-05
REGISTER obsolete or Rev. 0
superseded
Page 84 of 188
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3.1 ACCOUNTING
The activity relating to the creation of financial records of agency business transactions and the preparation of statements concerning the assets,
liabilities, and performance of the local government agency.
TEM OPR PRIMARY (SOURCE SECONDARY (ALL DISPOSITION
NO. SERIES TITLE AND DESCRIPTION or DOCUMENT/ORIGINAL) OTHER) RECORD AUTHORITY REMARKS
OFM RECORD COPY COPIES NUMBER
3.1.29 | REVENUE BONDS AND COUPONS OPR 6 years after Destroy when GS50-03A-25
Includes general obligation bonds. redemption. obsolete or Rev. 0
superseded
3.1.30 | STATEMENTS OF BOND OR OTHER OFM | 3years Destroy when GS50-03B-09
COLLATERAL SECURITY:POSTED BY BANK obsoleteor Rev. 0
(or other depositary) superseded
3.1.31 | STOP PAYMENT REPORTS OPR | Calendar year plus 6 Destroy when GS50-03B-13
Report submitted to stop the payment years obsolete or Rev. 0
on a particular check. Usually for lost or superseded
stolen salary or pension checks.
Includes form granting stop payment
from individual, supporting
documentation, etc.
3.1.32 | SUBSIDIARY LEDGERS OPR 6 years Destroy when GS50-03A-01
All ledgers dedicated to individual funds obsolete or Rev. 0
or functions, including but not limited superseded

to: accounts payable, accounts
receivable, apprOPRiations, bonded
debt, equipment operation cost,
expenditures, investments, properties,
and revenue.
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3.1 ACCOUNTING
The activity relating to the creation of financial records of agency business transactions and the preparation of statements concerning the assets,
liabilities, and performance of the local government agency.
TEM OPR PRIMARY (SOURCE SECONDARY (ALL DISPOSITION
NO SERIES TITLE AND DESCRIPTION or DOCUMENT/ORIGINAL) OTHER) RECORD AUTHORITY REMARKS
) OFM RECORD COPY COPIES NUMBER
3.1.33 | TREASURER/FINANCE OFFICER OPR | 6years Destroy when GS50-03A-27
FINANCIAL REPORTS obsolete or Rev. 0
superseded
3.1.34 | TRIAL BALANCES OFM | 3years Destroy when GS50-03A-28
obsoleteor Rev.0
superseded
3.1.35 | UNCLAIMED PROPRERTY REPORT - FILED | OPR | 6 years after report filed | Destroy when GS55-05B-31 | Reference RCW 63.29.170
WITH DEPARTMENT OF REVENUE obsolete or Rev.0
Report filed with the Dept of Rev ( that superseded

identifies Unclaimed Property for
agency.
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3.1

ACCOUNTING

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

ITEM
NO.

SERIES TITLE AND DESCRIPTION

OPR
or
OFM

PRIMARY (SOURCE
DOCUMENT/ORIGINAL)
RECORD COPY

SECONDARY (ALL
OTHER) RECORD
COPIES

DISPOSITION
AUTHORITY
NUMBER

REMARKS

3.1.36

UNCLAIMED PROPERTY
RESEARCH/INVESTIGATIVE FILES -
FUNDS HELD BY THE AGENCY
Research and investigation records
documenting unclaimed property
retained by the agency until it is
returned to its owneérpincluding
property returned to itslowner prior to
the completion of thé"abandonment
period and property transferred to
agency Gen Fund after termination of
the abandonment period. May include
correspondence, registered mail
receipts, last known address, copy of
check and amount, etc.

OPR

6 years after property
claimed

Destroy when
obsolete or
superseded

GS55-05B-32
Rev. 0
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3.1 ACCOUNTING
The activity relating to the creation of financial records of agency business transactions and the preparation of statements concerning the assets,
liabilities, and performance of the local government agency.
TEM OPR PRIMARY (SOURCE SECONDARY (ALL DISPOSITION
NO. SERIES TITLE AND DESCRIPTION or DOCUMENT/ORIGINAL) OTHER) RECORD AUTHORITY REMARKS
OFM RECORD COPY COPIES NUMBER
3.1.37 | UNCLAIMED PROPERTY RESEARCH OPR 6 years after property Destroy when GS55-05B-33 | Reference RCW 63.29.310
J/INVESTIGATIVE FILES - FUNDS deemed abandoned and | obsolete or Rev. 0
REMITTED TO DEPARTMENT OF funds remitted to Dept superseded
REVENUE of Rev.
Research and investigative records
created to track attempts to contact
individuals of unclaimed property for
funds remitted teithe Dept of Rev. May
include correspondence, registérmail
receipts, last known address, copy of
check and amount, etc.
3.1.38 | VOUCHER REGISTER OPR | 6years Destroy when GS50-03A-29
obsolete or Rev. 0
superseded
3.1.39 | VOUCHERS OPR | 6years Destroy when GS50-03A-30
All invoices for all funds and purposes obsolete or Rev. 0
with attached supporting superseded
documentation. Includes Travel
Vouchers/Authorizations.
3.1.40 | WARRANT/CHECK REGISTERS OPR 6 years Destroy when GS50-03A-31
obsolete or Rev. 0
superseded

3. FINANCIAL
MANAGEMENT
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3.1 ACCOUNTING
The activity relating to the creation of financial records of agency business transactions and the preparation of statements concerning the assets,
liabilities, and performance of the local government agency.
TEM OPR PRIMARY (SOURCE SECONDARY (ALL DISPOSITION
NO SERIES TITLE AND DESCRIPTION or DOCUMENT/ORIGINAL) OTHER) RECORD AUTHORITY REMARKS
) OFM RECORD COPY COPIES NUMBER
3.1.41 | WITHDRAWAL/CANCELLATION/ OPR | 6years Destroy when GS50-08A-12
CHANGE OF PURCHASE ORDERS obsolete or Rev. 0
superseded
Page 89 of 188
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3.2 AUDITING
The activity of verifying the accuracy of the local government agency’s financial accounts.
TEM OPR PRIMARY (SOURCE SECONDARY (ALL DISPOSITION
NO SERIES TITLE AND DESCRIPTION or DOCUMENT/ORIGINAL) OTHER) RECORD AUTHORITY REMARKS
) OFM RECORD COPY COPIES NUMBER
3.2.1 AUDIT SUBJECT/REFERENCE FILES OFM | Destroy when obsolete Destroy when GS50-03F-01
Cumulative data on departments and or superseded obsolete or Rev.0
audit issues. superseded
3.2.2 FISCAL AND PERFORMANCE AUDIT OPR | 6 years - Potential Destroy when GS50-03F-02 | Contact your Regional Archivist
REPORTS archival value - See obsolete or Rev. 0 before disposing of this record.
Final report of audit findings remarks superseded Records'from this series may be
selected to be transferred to and
preserved at a Regional Archives
branehs
3.2.3 | STATE AUDITOR’S EXAMINATION OFM | State Auditor’s office - Destroy when GS50-03A-26
REPORT PERMANENT obsolete or Rev. 0
superseded
3.2.4 | TECHNICAL REFERENCE MATERIALS OFM | Destroy when obsolete Destroy when GS50-03F-03
INTERNAL AUDIT or superseded obsolete or Rev.0
Audit related publications and superseded

documents gathered for reference.
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3.3 AUTHORIZATION
The activity of granting and/or receiving permission or approval in relation to financial management.
TEM OPR PRIMARY (SOURCE SECONDARY (ALL DISPOSITION
NO SERIES TITLE AND DESCRIPTION or DOCUMENT/ORIGINAL) OTHER) RECORD AUTHORITY REMARKS
) OFM RECORD COPY COPIES NUMBER
3.3.1 DELEGATION OF AUTHORITY AND OPR | Destroy when Destroy when GS50-03B-11
SIGNATURE RECORDS (FORMERLY superseded plus 6 years | obsolete or Rev.0
"SIGNATURE RECORDS") superseded

Includes written delegation of authority
to specific individuals to sign documents
and financial instruments, and to make
decisions acting i lieu of a superior
officer. Records wilkinelude samples of
signatures.
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3.4 BANKING
The activity of transacting monetary exchanges with a financial institution.
TEM OPR PRIMARY (SOURCE SECONDARY (ALL DISPOSITION
NO SERIES TITLE AND DESCRIPTION or DOCUMENT/ORIGINAL) OTHER) RECORD AUTHORITY REMARKS
) OFM RECORD COPY COPIES NUMBER

34.1 BANK ACCOUNT RECONCILIATIONS OFM | 3years Destroy when GS50-03B-01
obsolete or Rev.0
superseded

3.4.2 BANK DEPOSIT RECORDS OPR 6 years Destroy when GS50-03B-02

Includes passbooks and deposit slips for obsolete or Rev.0
both checking andisavifgs accounts in superseded
all locations.
3.4.3 BANK STATEMENTS OPR 6 years Destroy when GS50-03B-03
obsolete or Rev. 0
superseded
3.4.4 CANCELLED/SUBSTITUTE CHECKS/ OPR 6 years Destroy when GS50-03B-04 | Reference UCC Section 4-406(b).
WARRANTS obsolete or Rev. 0
Per the Check Clearing for the 21st superseded
Century Act, substitute checks will
replace the hard copy of cancelled
check/warrant.

3.4.5 CASH ACCOUNTS SUPPORTING OFM | 3 years Destroy when GS50-03A-06
DOCUMENTS AND REPORTS obsolete or Rev. 0
Documentation of status and superseded

adjustments to cash accounts.
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3.4 BANKING
The activity of transacting monetary exchanges with a financial institution.
TEM OPR PRIMARY (SOURCE SECONDARY (ALL DISPOSITION
NO SERIES TITLE AND DESCRIPTION or DOCUMENT/ORIGINAL) OTHER) RECORD AUTHORITY REMARKS
) OFM RECORD COPY COPIES NUMBER
3.4.6 CASH BOOK OFM | 6 years Destroy when GS50-03B-05
obsolete or Rev. 0
superseded
3.4.7 DESIGNATION OF BANK OR OTHER OFM | 6 years after withdrawal | Destroy when GS50-03B-07
DEPOSITORY FOR AGENCY FUNDS of designation obsolete or Rev.0
superseded
3.4.8 INVESTMENT ACCOUNTS SUPPORTING OFM | 3 years Destroy when GS50-03A-19
DOCUMENTS AND,REPORTS obsolete or Rev. 0
Documentation of status and superseded

adjustments to investment accounts.
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3.5 BUDGET
The activity of determining estimates of the local government agency’s future revenue and expenditures.
TEM OPR PRIMARY (SOURCE SECONDARY (ALL DISPOSITION
NO SERIES TITLE AND DESCRIPTION or DOCUMENT/ORIGINAL) OTHER) RECORD AUTHORITY REMARKS
) OFM RECORD COPY COPIES NUMBER
3.5.1 ANNUAL ESTIMATE OF REVENUE AND OFM | 2 years Destroy when GS50-03D-01
EXPENDITURES obsolete or Rev.0
superseded
3.5.2 BUDGET DEVELOPMENT OR WORKING OFM | Destroy when obsolete Destroy when GS50-03D-03
FILES or superseded. obsolete or Rev.0
Background information,and draft superseded
documents compiled in the course of
budget preparation.
3.5.3 BUDGET FORECAST REPORTS OFM | 1year Destroy when GS50-03D-04
obsolete or Rev. 0
superseded
3.54 BUDGET OFFICER'S MONTHLY REPORT OPR | 6years Destroy when GS50-03D-05
TO GOVERNING COUNCIL, obsolete or Rev. 0
COMMISSION, OR BOARD superseded

3.55 BUDGET STATUS REPORT OFM | 3 years or until Destroy when GS50-03D-06
Includes all types of periodic budget completion of State obsolete or Rev. 0
status reports compiled by all units of Auditor’s examination superseded
local government as per statute, charter, report
or agency policy.

3.5.6 DEPARTMENTAL BUDGET REQUESTS OFM | 2 years Destroy when GS50-03D-07
obsolete or Rev. 0
superseded
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3.5 BUDGET
The activity of determining estimates of the local government agency’s future revenue and expenditures.
TEM OPR PRIMARY (SOURCE SECONDARY (ALL DISPOSITION
NO SERIES TITLE AND DESCRIPTION or DOCUMENT/ORIGINAL) OTHER) RECORD AUTHORITY REMARKS
) OFM RECORD COPY COPIES NUMBER
3.5.7 FINAL BUDGET OFM | Clerk of governing Destroy when GS50-03D-08 | Contact your Regional Archivist - one
council, commission or obsolete or Rev.0 copy of each available report should
board - PERMANENT -1 | superseded be assembled for transfer to
copy archival - See Regional Archives.
remarks
3.5.8 | PRELIMINARY BUDGETS OFM | 2 years Destroy'when GS50-03D-10
obsalete or Rev.0
superseded
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3.6 GRANTS
The activity of the local government agency either giving or receiving grant funds.
TEM OPR PRIMARY (SOURCE SECONDARY (ALL DISPOSITION
NO. SERIES TITLE AND DESCRIPTION or DOCUMENT/ORIGINAL) OTHER) RECORD AUTHORITY REMARKS
OFM RECORD COPY COPIES NUMBER
3.6.1 ANNUAL FINANCIAL STATUS REPORTS - OFM | 3 years or retain for Destroy when GS50-03C-01 | For federal grants, reference 24 CFR
GRANTS period required by grant | obsolete or Rev. 0 84. 85(c) (2) If any litigation, claim, or
Annual report submitted for continuing or program - See superseded audit is started before the expiration
grants containing summaries and remarks of the 3-year period, the records
breakdowns of expenditures for the past shall be retained until all litigation,
year. claims or audit findings involving the
records have been resolved and final
action taken.
3.6.2 FINAL GRANT EXPENDITURE 'REPORT OFM | 3.years from the'date of, |«Destroy.when GS50-03C-02..[-For federal grants, reference 24 CFR
End of a project report accounting for submission of final obsolete or Rev. 0 84. 85(c) (2) If any litigation, claim, or
the expenditure of grant funds report or retain for superseded audit is started before the expiration

submitted for non-continuing grants.

period required by grant
or program Potential
archival value - See
remarks

of the 3-year period, the records
shall be retained until all litigation,
claims or audit findings involving the
records have been resolved and final
action taken. Contact your Regional
Archivist before disposing of this
record. Records from this series may
be selected to be transferred to and
preserved at a Regional Archives
branch.
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3.6 GRANTS
The activity of the local government agency either giving or receiving grant funds.
TEM OPR PRIMARY (SOURCE SECONDARY (ALL DISPOSITION
NO. SERIES TITLE AND DESCRIPTION or DOCUMENT/ORIGINAL) OTHER) RECORD AUTHORITY REMARKS
OFM RECORD COPY COPIES NUMBER
3.6.3 FINANCIAL SUPPORT DOCUMENTS - OFM | 3 years or retain for Destroy when GS50-03C-03 | For federal grants, reference 24 CFR
CONTINUING GRANTS period required by grant | obsolete or Rev. 0 84. 85(c) (2) If any litigation, claim, or
Working papers, such as summaries, or program - See superseded audit is started before the expiration
spread sheets and other data reflecting remarks of the 3-year period, the records
the expenditures of grant fund. shall be retained until all litigation,
claims or audit findings involving the
records have been resolved and final
action taken.
3.6.4 FINANCIAL SUPPORT.DOCUMENTS - OFM | 3.years from the'date of, |«Destroy.when GS50-03C-04...[-For federal grants, reference 24 CFR
NON-CONTINUING GRANTS submission of the final obsolete or Rev.0 84. 85(c) (2) If any litigation, claim, or
Working papers, such as summaries, expenditure report or superseded audit is started before the expiration

spreadsheets, and other data reflecting
the expenditure of grant funds.

retain for period
required by grant or
program - See remarks

of the 3-year period, the records
shall be retained until all litigation,
claims or audit findings involving the
records have been resolved and final
action taken.
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3.6 GRANTS
The activity of the local government agency either giving or receiving grant funds.
TEM OPR PRIMARY (SOURCE SECONDARY (ALL DISPOSITION
NO. SERIES TITLE AND DESCRIPTION or DOCUMENT/ORIGINAL) OTHER) RECORD AUTHORITY REMARKS
OFM RECORD COPY COPIES NUMBER
3.6.5 GRANT AGREEMENT OPR | 3 years from the date of | Destroy when GS50-03C-05 | For federal grants, reference 24 CFR
Official statement of the terms and submission of the final obsolete or Rev. 0 84. 85(c) (2) If any litigation, claim, or
conditions of the grant agreed upon and expenditure report or superseded audit is started before the expiration
signed by the grantor and the grantee. retain for period of the 3-year period, the records
required by grant or shall be retained until all litigation,
program - See remarks claims or audit findings involving the
records have been resolved and final
action taken.
3.6.6 | GRANT APPLICATIONS# NOTAPPROVED | OFM | l.year Destroy,when GS50-03C-07
obsolete or Rev.0
superseded
3.6.7 | GRANT APPLICATIONS - APPROVED OPR | 3 years from the date of | Destroy when GS50-03C-06 | For federal grants, reference 24 CFR
Includes narrative explanation of the submission of the final obsolete or Rev.0 84. 85(c) (2) If any litigation, claim, or
nature and purpose of the proposed expenditure report or superseded audit is started before the expiration

project, amount of funds requested,
matching funds, in-kind contributions,
and plan of work.

retain for period
required by grant or
program - See remarks

of the 3-year period, the records
shall be retained until all litigation,
claims or audit findings involving the
records have been resolved and final
action taken.
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3.6 GRANTS
The activity of the local government agency either giving or receiving grant funds.
TEM OPR PRIMARY (SOURCE SECONDARY (ALL DISPOSITION
NO. SERIES TITLE AND DESCRIPTION or DOCUMENT/ORIGINAL) OTHER) RECORD AUTHORITY REMARKS
OFM RECORD COPY COPIES NUMBER
3.6.8 GRANT PROJECT REPORTS OPR | 3 years from the date of | Destroy when GS50-03C-09 | For federal grants, reference 24 CFR
Statement on progress, problems, and submission of the final obsolete or Rev.0 84. 85(c) (2) If any litigation, claim, or
success in the completion of the grant expenditure report or superseded audit is started before the expiration
project, including periodic, annual, retain for period of the 3-year period, the records
special, and final reports. required by grant or shall be retained until all litigation,
program Potential claims or audit findings involving the
archival value - See records have been resolved and final
remarks action taken. Contact your Regional
Archivist before disposing of this
record. Records from this series may
be selected to be transferred to and
preserved at a Regional Archives
branch.
3.6.9 GRANT PROJECT WARRANTS, CHECKS, OPR 6 years or until Destroy when GS50-03C-08
AND VOUCHERS satisfaction of grant obsolete or Rev.0
audit requirements, superseded

whichever is longer
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3.6 GRANTS
The activity of the local government agency either giving or receiving grant funds.
TEM OPR PRIMARY (SOURCE SECONDARY (ALL DISPOSITION
NO. SERIES TITLE AND DESCRIPTION or DOCUMENT/ORIGINAL) OTHER) RECORD AUTHORITY REMARKS
OFM RECORD COPY COPIES NUMBER
3.6.10 | GRANTS - STATISTICAL OFM | 3 years from the date of | Destroy when GS50-03C-10 | For federal grants, reference 24 CFR
DOCUMENTATION submission of the final obsolete or Rev. 0 84. 85(c) (2) If any litigation, claim, or
expenditure report or superseded audit is started before the expiration
retain for period of the 3-year period, the records
required by grant or shall be retained until all litigation,
program - Potential claims or audit findings involving the
archival value - See records have been resolved and final
remarks action taken. Contact your Regional
Archivist before disposing of this
record. Records from this series may
be selected to be transferred to and
preserved at a Regional Archives
branch.
3.6.11 | WARRANT, CHECK, OR VOUCHER OPR 6 years or until Destroy when GS50-03C-11
REGISTERS GRANT FUNDS satisfaction of grant obsolete or Rev.0
Numerical listing of checks, warrants, audit requirements, superseded

and vouchers from transactions
involving grant funds.

whichever is longer
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3.7 TAXES
The activity of paying or collecting taxes.
TEM OPR PRIMARY (SOURCE SECONDARY (ALL DISPOSITION
NO SERIES TITLE AND DESCRIPTION or DOCUMENT/ORIGINAL) OTHER) RECORD AUTHORITY REMARKS
) OFM RECORD COPY COPIES NUMBER
3.7.1 BUSINESS AND OCCUPATION TAX OPR 6 years Destroy when GS50-12D-01
ACCOUNT LEDGERS obsolete or Rev. 0
superseded
3.7.2 BUSINESS AND OCCUPATION TAX OFM | 3years Destroy when GS50-12D-02
COMPUTATIONS AND LISTINGS obsolete or Rev. 0
superseded
3.7.3 BUSINESS AND OCCUPATION TAX DEBIT mmOEM | 3'years Destroy when GS50-12D-03
AND CREDIT NOTICES obsolete or Rev. 0
superseded
3.7.4 | BUSINESS AND OCCUPATION TAX OFM | 3years Destroy when GS50-12D-05
TRANSMITTALS obsolete or Rev.0
Documentation of transmittal of tax superseded
revenue to finance officer.
3.7.5 LOCAL IMPROVEMENT DISTRICT OPR Final payment plus 6 Destroy when GS50-12D-07
ASSESSMENT ROLLS AND LEDGERS years obsolete or Rev. 0
superseded
3.7.6 LOCAL IMPROVEMENT DISTRICT TAX OPR Final payment plus 6 Destroy when GS50-12D-08
STATEMENTS AND RECEIPTS years obsolete or Rev.0
superseded

3. FINANCIAL
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3.7 TAXES
The activity of paying or collecting taxes.
TEM OPR PRIMARY (SOURCE SECONDARY (ALL DISPOSITION
NO SERIES TITLE AND DESCRIPTION or DOCUMENT/ORIGINAL) OTHER) RECORD AUTHORITY REMARKS
) OFM RECORD COPY COPIES NUMBER
3.7.7 STATE AND LOCAL TAX RETURNS OPR Filing plus 5 years Destroy when GS50-12D-04 | Reference RCW 82.32.070, and
Returns and reports submitted for taxes obsolete or Rev.0 Department of Revenue Advisory
paid to state and/or local government superseded No. 152.32.199.

agencies. Includes but is not limited to:
Sales Tax, Use Tax, Regional Transit
Authority Tax, Food and Beverage Tax,
Litter Tax, Lodging Tax, State Public
Utility Tax, Tobacco'Preducts Tax,
Petroleum and Hazardous Substances
Tax, Solid Fuel Burning Device Tax, Syrup
Tax, and Enhanced 911 Tax.
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3.8 PAYROLL
The activity relating to the monetary compensation of employees on a periodic basis.
TEM OPR PRIMARY (SOURCE SECONDARY (ALL DISPOSITION
NO SERIES TITLE AND DESCRIPTION or DOCUMENT/ORIGINAL) OTHER) RECORD AUTHORITY REMARKS
) OFM RECORD COPY COPIES NUMBER
3.8.1 AUTHORIZATION FOR PAYROLL OPR Termination of Destroy when GS50-03E-01
DEDUCTIONS authorization plus 6 obsolete or Rev.0
years superseded
3.8.2 BENEFIT DETAIL REPORTS - PAYROLL OFM 3 years Destroy when GS50-03E-02
obsolete or Rev. 0
superseded
3.8.3 DIRECT PAYROLL DEPQSIT @FM | Until'transferred to Destroy when GS50-03E-05
AUTHORIZATION cancellation file obsolete or Rev.0
superseded
3.84 DIRECT PAYROLL DEPOSIT OFM | 4 years Destroy when GS50-03E-06
AUTHORIZATION CANCELLATION obsolete or Rev. 0
superseded
3.8.5 DIRECT PAYROLL DEPOSIT ENROLLEES OFM 1year Destroy when GS50-03E-07
DETAIL DATA obsolete or Rev. 0
superseded
3.8.6 DIRECT PAYROLL DEPOSIT HASH SHEET OFM 1year Destroy when GS50-03E-08
obsolete or Rev. 0
superseded
3.8.7 DIRECT PAYROLL DEPOSIT PRE-NOTE OFM 1year Destroy when GS50-03E-09
DATA obsolete or Rev. 0
superseded
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3.8 PAYROLL
The activity relating to the monetary compensation of employees on a periodic basis.
TEM OPR PRIMARY (SOURCE SECONDARY (ALL DISPOSITION
NO. SERIES TITLE AND DESCRIPTION or DOCUMENT/ORIGINAL) OTHER) RECORD AUTHORITY REMARKS
OFM RECORD COPY COPIES NUMBER
3.8.8 DIRECT PAYROLL DEPOSIT TRANSMITTAL | OFM | 3 years Destroy when GS50-03E-10
LISTINGS obsolete or Rev. 0
superseded
3.8.9 INDIVIDUAL EMPLOYEE PAY HISTORY OPR If used for retirement Destroy when GS50-03E-15 | Either the individual employee pay
May be used for verification of eligibility verification - 60 years. If | obsolete or Rev. 0 history or the payroll register must
for retirement benefits! NOT used forretirement {Isupérseded be keptfor long-term verification of
verification - 3 years - retirement eligibility. The
ESSENTIAL RECORD - if'used for see Remarks. information in this records series
retirement verifications# Needs,security should.bé protected from loss or
microfilm backup - See remarks. damage by offsite storage of a
security microfilm backup at State
Archives. Security microfilm must
meet Washington State Archives
technical standards.
3.8.10 | INTERNAL REVENUE SERVICE (IRS) OFM | 4 years Destroy when GS50-03A-17
FORMS obsolete or Rev. 0
1099 - INT 941 - Employer's Quarterly superseded

Return W-2 - Employer's Copies of
Federal Withholding Tax Statement W-4
- Employees Withholding Exemption
Certificates W-9 - Request for Taxpayer
ID Number and Certification
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3.8 PAYROLL
The activity relating to the monetary compensation of employees on a periodic basis.
TEM OPR PRIMARY (SOURCE SECONDARY (ALL DISPOSITION
NO SERIES TITLE AND DESCRIPTION or DOCUMENT/ORIGINAL) OTHER) RECORD AUTHORITY REMARKS
) OFM RECORD COPY COPIES NUMBER
3.8.11 | LABOR AND INDUSTRIES REPORT ON OFM | 3years Destroy when GS50-03E-16
PAYROLL obsolete or Rev. 0
superseded
3.8.12 | LEAVE BUY-BACK ACCEPTANCE FORMS OPR 6 years Destroy when GS50-03E-17
obsolete or Rev. 0
superseded
3.8.13 | LEAVE SHARING AUTHORIZATION OPR 6 years Destroy when GS50-03E-18
obsolete or Rev. 0
superseded
3.8.14 | LISTINGS OF PAYROLL DEDUCTIONS OFM | 3 years or until Destroy when GS50-03E-19
Includes medical insurance. completion of State obsolete or Rev. 0
Auditor’s examination superseded
report
3.8.15 | MEDICAL INSURANCE REPORTS - OFM | 3 years Destroy when GS50-03E-20
PAYROLL obsolete or Rev. 0
superseded
3.8.16 | OLD AGE SECURITY INSURANCE (OASI) OFM | 3 years Destroy when GS50-03E-21
REPORTS obsolete or Rev. 0
superseded
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3.8 PAYROLL
The activity relating to the monetary compensation of employees on a periodic basis.
TEM OPR PRIMARY (SOURCE SECONDARY (ALL DISPOSITION
NO SERIES TITLE AND DESCRIPTION or DOCUMENT/ORIGINAL) OTHER) RECORD AUTHORITY REMARKS
) OFM RECORD COPY COPIES NUMBER
3.8.17 | PAYROLL OR EXPENSE CHECKS OFM | 3years Destroy when GS50-03A-32
LOG/SHEET obsolete or Rev.0
Log or sheet that is signed by person superseded
picking up payroll or expense checks.
3.8.18 | PAYROLL REGISTER OPR If used for retirement Destroy when GS50-03E-22 | Either the individual employee pay
May be used for vérification of eligibility verification-"60Vyears: obsoleteor Rev.|0 history‘enthe payroll register must
for retirement benefits. If NOT used for superseded be kept for long-term verification of

ESSENTIAL RECORD;if.used for:
retirement verification - Needs security
microfilm backup - See remarks.

retirement verification -
3.years,- see Remarks.

retirement eligibility. The
information in this records series
should be protected from loss or
damage by offsite storage of a
security microfilm backup at State
Archives. Security microfilm must
meet Washington State Archives
technical standards.
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3.8 PAYROLL
The activity relating to the monetary compensation of employees on a periodic basis.
TEM OPR PRIMARY (SOURCE SECONDARY (ALL DISPOSITION
NO. SERIES TITLE AND DESCRIPTION or DOCUMENT/ORIGINAL) OTHER) RECORD AUTHORITY REMARKS
OFM RECORD COPY COPIES NUMBER
3.8.19 | PERSONNEL FUND MONITORING OPR 6 years Destroy when GS50-03A-33
REPORTS obsolete or Rev.0
Reports document financial transactions superseded
on state-monitored personnel funds
including Health Care, Industrial
Insurance, Unemployment, Special
Employment and/Group Term Life.
Reports documentthat.,the fund is being
monitored and used accordingly, and
are required by the'State of
Washington.
3.8.20 | RECORDS OF ATTACHMENTS OR OPR | Satisfaction plus 6 years | Destroy when GS50-03E-23
GARNISHMENTS OF SALARIES OR obsolete or Rev. 0
WAGES superseded
3.8.21 | SALARY SCHEDULE - EMPLOYEE OFM | Destroy when Destroy when GS50-04A-07 | Contact your Regional Archivist
superseded plus 6 years | obsolete or Rev. 0 before disposing of this record.
- Potential archival value | superseded Records from this series may be
- See remarks selected to be transferred to and
preserved at a Regional Archives
branch.
3.8.22 | STATE DEPARTMENT OF RETIREMENT OFM | 3years Destroy when GS50-03E-29
SYSTEMS APPLICATIONS AND REPORTS obsolete or Rev. 0
superseded

4. HUMAN RESOURCE
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3.8 PAYROLL
The activity relating to the monetary compensation of employees on a periodic basis.
TEM OPR PRIMARY (SOURCE SECONDARY (ALL DISPOSITION
NO SERIES TITLE AND DESCRIPTION or DOCUMENT/ORIGINAL) OTHER) RECORD AUTHORITY REMARKS
) OFM RECORD COPY COPIES NUMBER
3.8.23 | STATE EMPLOYEES RETIREMENT OFM | 3years Destroy when GS50-03E-24
TRANSMITTAL obsolete or Rev. 0
superseded
3.8.24 | SUPPORTING DOCUMENTS AND OFM | 3 years or until Destroy when GS50-03E-25
REPORTS — PAYROLL completion of audit obsolete or Rev.0
Documentation offstatus of|and superseded
adjustments to payroll accounts.
3.8.25 | TIME CARDS/TIME SHEETS OPR | If used for retirement Destroy when GS50-03E-04 | Retain for 60 years if employee pay
Daily, weekly, or monthly time verification - 60 years. If | obsolete or Rev. 0 histories or payroll registers are not
accumulation reports. May be used as NOT used for retirement | superseded used for retirement verification. The

retirement verification.

ESSENTIAL RECORD - if used for
retirement verification - Needs security
microfilm backup - See remarks.

verification - 4 years -
see Remarks. Time
records subject to
federal audit should be
retained per federal
requirements.

information in this records series
should be protected from loss or
damage by offsite storage of a
security microfilm backup at State
Archives. Security microfilm must
meet Washington State Archives
technical standards.
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4. HUMAN RESOURCE MANAGEMENT
The function of managing the local government agency’s workforce.
4.1 BENEFITS
The activity of compensating employees via means other than salaries and wages.
TEM OPR PRIMARY (SOURCE SECONDARY (ALL DISPOSITION
NO. SERIES TITLE AND DESCRIPTION or DOCUMENT/ORIGINAL) OTHER) RECORD AUTHORITY REMARKS
OFM RECORD COPY COPIES NUMBER
41.1 BENEFITS STUDIES AND SURVEYS OFM | Destroy when obsolete Destroy when GS50-04D-01
or superseded obsolete or Rev.0
superseded
4.1.2 COMMUTE TRIP REDUETION OFM | StaterDepartment of Destroywhen GS59-01-0% Please reference RCW 70.94.527 (7),
ADMINISTRATION, (CTRA) ANNUAL Transportation CIR Task | absolete or Rev. 0 (8). Please contact your Regional
PROGRESS REPORT Force holds primary copy | superseded Archivist before disposing of this
Describes progress in attaining the Potential record. Records from this series may
applicable commute trip reduction goals archival value be selected to be transferred to and
for each commute trip reduction zone, See remarks preserved at a Regional Archives
any problems being encountered in branch.
achieving those goals. Submitted to the
CTR task force annually through July 1,
2006.
4.1.3 COMMUTE TRIP REDUCTION OFM | 3years Destroy when GS59-01-02
PARTICIPANT FILES obsolete or Rev. 0
Includes bonus voucher certification superseded

forms, registration forms, incentives and
parking tracking files for compliance
with Commute Trip Reduction
Administration.
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4.1 BENEFITS
The activity of compensating employees via means other than salaries and wages.
TEM OPR PRIMARY (SOURCE SECONDARY (ALL DISPOSITION
NO SERIES TITLE AND DESCRIPTION or DOCUMENT/ORIGINAL) OTHER) RECORD AUTHORITY REMARKS
) OFM RECORD COPY COPIES NUMBER
4,14 COMMUTE TRIP REDUCTION PROGRAM | OFM | 2 years Destroy when GS59-01-03
ADMINISTRATIVE FILES obsolete or Rev. 0
Program administration documentation. superseded
4.1.5 CONSOLIDATED OMNIBUS BUDGET OPR 6 years Destroy when GS50-03E-03
RECONCILIATION ACT (COBRA) obsolete or Rev. 0
EXTENSION NOTICGE'AND. ELECTION superseded
FORMS
Document extension of‘health care
benefit coverage Upon.termination of
employment or other qualifying event.

4.1.6 | CUMULATIVE LEAVE RECORD OFM | 3 years Destroy when GS50-04B-02
obsolete or Rev. 0
superseded

4.1.7 DISABILITY, HEALTH AND WELFARE OPR | Settlement plus 6 years Destroy when GS50-03E-11

CLAIMS - EMPLOYEE obsolete or Rev. 0
superseded
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4.1 BENEFITS
The activity of compensating employees via means other than salaries and wages.
TEM OPR PRIMARY (SOURCE SECONDARY (ALL DISPOSITION
NO. SERIES TITLE AND DESCRIPTION or DOCUMENT/ORIGINAL) OTHER) RECORD AUTHORITY REMARKS
OFM RECORD COPY COPIES NUMBER

4.1.8 EMPLOYEE ASSISTANCE PROGRAM OPR Termination of Destroy when GS50-04B-28
SUPERVISOR'S REFERRAL employment plus 6 years | obsolete or Rev.0
DOCUMENTATION superseded
Documentation of referrals and
completion of treatment by employees
referred to the Employee Assistance
Program by their(supervisors to resolve
work-related probléms.

4.1.9 EMPLOYEE ASSISTANCECPROGRAM CASE | OPR | 8.years,after last Destroy.when GS50-04A-06...-Reference RCW 4.16.350 (3).
FILES treatment or session obsolete or Rev. 0
Confidential personal records of the superseded
diagnosis of disabling personal problems
and recommended professional
treatment or problem solving plan
together with a history of
implementation of the plan.

4.1.10 | EMPLOYEE ASSISTANCE PROGRAM FILES | OFM | 4 years Destroy when GS50-04B-19
Quarterly reports, contracts, RFPs. obsolete or Rev.0

superseded
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4.1 BENEFITS
The activity of compensating employees via means other than salaries and wages.
TEM OPR PRIMARY (SOURCE SECONDARY (ALL DISPOSITION
NO. SERIES TITLE AND DESCRIPTION or DOCUMENT/ORIGINAL) OTHER) RECORD AUTHORITY REMARKS
OFM RECORD COPY COPIES NUMBER

4.1.11 | EMPLOYEE BENEFIT CONTRACTS/ OPR Until superseded or Destroy when GS50-04D-02 | This record should be protected
POLICIES/PLANS coverage lapses plus 6 obsolete or Rev.0 from damage or loss by off-site
Includes insurance, deferred years superseded storage of a security copy, or by
compensation, health care, etc. keeping a list that identifies the

location of other copies inside and
ESSENTIAL RECORD - Needs security outside the agency.
backup - See remarks.

4.1.12 | EMPLOYEE BENEFIT PARTICIPATION/ OPR | Termination or Destroy when GS50-04D-03 | This record should be protected
ENROLLMENT AGREEMENTS'AND withdrawal plus 6 years obsolete.or Rev. 0 from.damage or loss by off-site
WITHDRAWALS superseded storage of a security copy, or by

keeping a list that identifies the
ESSENTIAL RECORD - Needs security location of other copies inside and
backup - See remarks. outside the agency.

4.1.13 | EMPLOYEE RETIREMENT BENEFIT OPR Termination of Destroy when GS50-04B-40
HISTORY FILES - FOR AGENCIES retirement benefit obsolete or Rev. 0
OPERATING THEIR OWN PENSION eligibility plus 6 years superseded

SYSTEMS

Documentation used to track status and

changes in individual employee
retirement benefits.
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4.1 BENEFITS
The activity of compensating employees via means other than salaries and wages.
TEM OPR PRIMARY (SOURCE SECONDARY (ALL DISPOSITION
NO. SERIES TITLE AND DESCRIPTION or DOCUMENT/ORIGINAL) OTHER) RECORD AUTHORITY REMARKS
OFM RECORD COPY COPIES NUMBER
4.1.14 | EMPLOYEE RETIREMENT BENEFIT OPR Withdrawal plus 60 Destroy when GS50-04B-41
HISTORY FILES FOR EMPLOYEES THAT years obsolete or Rev. 0
HAVE WITHDRAWN FROM THE SYSTEM superseded
- FOR AGENCIES OPERATING THEIR
OWN PENSION SYSTEMS
Documentation used to track status and
changes in individual employee
retirement benefitsfor,employees that
have withdrawnfrom agency's pension
system, but retain rights to re-viest.
4.1.15 | EMPLOYEE RETIREMENT BENEFIT OPR | Termination of Destroy when GS50-04B-42
VERIFICATION FILES - AGENCIES retirement benefit obsolete or Rev. 0
OPERATING THEIR OWN PENSION eligibility plus 6 years superseded

SYSTEMS
Documentation of appropriate dispersal
of employee retirement benefits.
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4.1 BENEFITS
The activity of compensating employees via means other than salaries and wages.
TEM OPR PRIMARY (SOURCE SECONDARY (ALL DISPOSITION
NO. SERIES TITLE AND DESCRIPTION or DOCUMENT/ORIGINAL) OTHER) RECORD AUTHORITY REMARKS
OFM RECORD COPY COPIES NUMBER

4.1.16 | EMPLOYEE RETIREMENT BENEFIT OPR Withdrawal plus 60 Destroy when GS50-04B-43
VERIFICATION FILES FOR EMPLOYEES years obsolete or Rev. 0
THAT HAVE WITHDRAWN FROM THE superseded
SYSTEM - FOR AGENCIES OPERATING
THEIR OWN PENSION SYSTEMS
Documentation of appropriate dispersal
of employee retifement benefits for
employees that havemwithdrawn from
the agency's pension system, but retain
rights to re-vest.

4.1.17 | LISTING OF PARTICIPANTS COVERED BY | OFM | 3 years Destroy when GS50-04D-06
AGENCY HEALTH INSURANCE obsolete or Rev. 0
PROVIDERS EMPLOYEE BENEFITS superseded
Report submitted monthly to the agency
by the provider.

4.1.18 | MONTHLY STATEMENT OF BENEFITS OPR 6 years Destroy when GS50-06C-19
PAID obsolete or Rev. 0

superseded

4.1.19 | MONTHLY STATEMENT OF EMPLOYEE OPR 6 years Destroy when GS50-04D-04
BENEFITS PAID obsolete or Rev. 0

superseded
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4.1 BENEFITS
The activity of compensating employees via means other than salaries and wages.
TEM OPR PRIMARY (SOURCE SECONDARY (ALL DISPOSITION
NO. SERIES TITLE AND DESCRIPTION or DOCUMENT/ORIGINAL) OTHER) RECORD AUTHORITY REMARKS
OFM RECORD COPY COPIES NUMBER
4.1.20 | REQUESTS FOR LEAVE/OVERTIME OFM | 3years Destroy when GS50-04B-09
obsolete or Rev. 0
superseded
4.1.21 | RETIREMENT INVESTMENT PORTFOLIOS | OPR | Closeout of agreement, Destroy when GS50-04B-36
- AGENCIES OPERATING THEIR OWN contract or account plus | obsolete or Rev.0
PENSION SYSTEMS 6 years superseded
Documentation ofiall agency retirement
system investment contracts,
agreements and aceounts, including
domestic and international equities,
domestic fixed income, real estate,
venture and cash equivalents. May also
include broker and partnership
agreements, performance reports,
correspondence, asset review and
additional investment information.
4.1.22 | UNEMPLOYMENT INSURANCE CLAIMS OPR 6 years Destroy when GS50-04D-05
OF INDIVIDUAL EMPLOYEES obsolete or Rev. 0
superseded
4.1.23 | YEARLY SURVEY/QUESTIONNAIRE OF OFM | 3years Destroy when GS59-01-04
EMPLOYEES COMMUTE TRIP obsolete or Rev. 0
REDUCTION superseded
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4.2 EQUITY
The activity of ensuring fairness and equal opportunities for all employees.
TEM OPR PRIMARY (SOURCE SECONDARY (ALL DISPOSITION
NO SERIES TITLE AND DESCRIPTION or DOCUMENT/ORIGINAL) OTHER) RECORD AUTHORITY REMARKS
) OFM RECORD COPY COPIES NUMBER
4.2.1 ADA (AMERICANS WITH DISABILITIES OPR Completion of Destroy when GS50-04C-01
ACT)-REHABILITATION ACT OF 1973, accommodation plus 6 obsolete or Rev.0
SECTION 504 CLAIM AND years superseded
ACCOMMODATION FILES
4.2.2 AFFIRMATIVE ACTION FORECASTS OFM | 2 years Destroy when GS50-04C-02
obsoleteor Rev.0
superseded
4.2.3 | AFFIRMATIVE ACTION PLANS OPR | Keep until superseded Destroy when GS50-04C-03 | Contact your Regional Archivist
plus 6 years - Potential obsolete or Rev. 0 before destroying original record.
ESSENTIAL RECORD - Needs security archival value - See superseded Records from this series may be

backup - See remarks

remarks

selected to be transferred to and
preserved at a Regional Archives
branch. The information in this
records series should be protected
from loss or damage by offsite
storage of a security microfilm
backup at State Archives. Security
microfilm must meet Washington
State Archives technical standards.
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4.2 EQUITY
The activity of ensuring fairness and equal opportunities for all employees.
TEM OPR PRIMARY (SOURCE SECONDARY (ALL DISPOSITION
NO. SERIES TITLE AND DESCRIPTION or DOCUMENT/ORIGINAL) OTHER) RECORD AUTHORITY REMARKS
OFM RECORD COPY COPIES NUMBER
4.2.4 | AFFIRMATIVE ACTION STUDIES AND OFM | 5 years - Potential Destroy when GS50-01-54 | Contact your Regional Archivist
REPORTS archival value - See obsolete or Rev. 0 before disposing of this record.
remarks superseded Records from this series may be
selected to be transferred to and
preserved at a Regional Archives
branch.
4.2.5 EQUAL EMPLOYMENT OPPORTUNITY OPR Resolution plus 6'years,-_ | Destroy when GS50-04C-04 | Contact your Regional Archivist
COMPLAINTS AND CONCILIATIONS Potential archival value - | obsalete or Rev. 0 before disposing of this record.
See.remarks superseded Recordsfrom this series may be
selected to be transferred to and
preserved at a Regional Archives
branch subject to Equal Employment
Opportunity rules and regulations.
4.2.6 EQUAL EMPLOYMENT OPPORTUNITY OFM | 3years Destroy when GS50-04C-05 | Reference 29CFR1602.41.
REPORTS obsolete or Rev. 0
superseded
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4.3 INDUSTRIAL INSURANCE
The activity relating to the coverage of medical expenses and salary compensation for work related injuries and illnesses.
TEM OPR PRIMARY (SOURCE SECONDARY (ALL DISPOSITION
NO. SERIES TITLE AND DESCRIPTION or DOCUMENT/ORIGINAL) OTHER) RECORD AUTHORITY REMARKS
OFM RECORD COPY COPIES NUMBER

4.3.1 | CLAIMS COSTS REPORTS OR OFM | 4 years Destroy when GS50-06C-24
STATEMENTS obsolete or Rev. 0
Compilation of costs of processing superseded
claims against self-insured liabilities.

43.2 EMPLOYER’S QUARTERLY REPORT FOR OFM | Department of Labor Retain 1 copy GS50-06C-06
INDUSTRIAL INSURANCE, (WORKER'S andIndustries rétains for 3 years."All Rev.|0
COMPENSATION) primary copy 6 years other copies,

destroy when
obsolete,or
superseded.

433 INDUSTRIAL INSURANCE CLAIM LOG OFM | 3 years Destroy when GS50-06C-01

obsolete or Rev.0
superseded

4. HUMAN RESOURCE
MANAGEMENT

Page 118 of 188




Washington State Archives
Office of the Secretary of State

Local Government Common Records Retention Schedule (CORE)

Version 2.0 (January 2010)

4.3 INDUSTRIAL INSURANCE
The activity relating to the coverage of medical expenses and salary compensation for work related injuries and illnesses.
TEM OPR PRIMARY (SOURCE SECONDARY (ALL DISPOSITION
NO SERIES TITLE AND DESCRIPTION or DOCUMENT/ORIGINAL) OTHER) RECORD AUTHORITY REMARKS
) OFM RECORD COPY COPIES NUMBER
4.3.4 | REPORT OF INDUSTRIAL INJURY OR OFM | LABOR & INDUSTRIES For 1 copy, GS50-06C-02
OCCUPATIONAL DISEASE RETAINS: For retain as Rev. 0
Accident claim reports for employees of compensable claims - follows: For

agencies either insured by Labor &
Industries or self-insured. For non-
compensable claims, claim closed plus
10 years.

claim closed plus 75
years. For non-
compensable claims -
claim closed plus 20
years.

compensable
claims - claim
closed plus 10
years. For
nons:
compensable
claims™=claim
closed plus 5
years. For all
other copies:
Destroy when
obsolete or
superseded.
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4.3 INDUSTRIAL INSURANCE
The activity relating to the coverage of medical expenses and salary compensation for work related injuries and illnesses.
TEM OPR PRIMARY (SOURCE SECONDARY (ALL DISPOSITION
NO. SERIES TITLE AND DESCRIPTION or DOCUMENT/ORIGINAL) OTHER) RECORD AUTHORITY REMARKS
OFM RECORD COPY COPIES NUMBER
4.3.5 SELF-INSURED AGENCY WORKER'S OPR | Self-Insured employer L&I retains all GS50-06C-27 | *All files of defaulting self-insured
COMPENSATION CLAIMS retains 75 years after claims records Rev.0 employers shall be transferred to
COMPENSABLE close of claim* in its and retained by L&I for 75 years
Includes medical coverage and time loss possession for after close of claims.
and provides documentation of action 75 years.
taken, provides basis for future claim However, L&l
decisions, and allows reseanch related to cannot certify
the claims. completeness
of file.
4.3.6 | SELF-INSURED EMPLOYER OFM | Department of Labor Retain 1 copy GS50-06C-05
CERTIFICATION and Industries retains until Rev.0

primary copy -
Termination plus 6 years

certification
withdrawn or
surrendered
plus 2 years.
For all other
copies,
destroy when
obsolete or
superseded.
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4.3 INDUSTRIAL INSURANCE

The activity relating to the coverage of medical expenses and salary compensation for work related injuries and illnesses.

TEM OPR PRIMARY (SOURCE SECONDARY (ALL DISPOSITION
NO. SERIES TITLE AND DESCRIPTION or DOCUMENT/ORIGINAL) OTHER) RECORD AUTHORITY REMARKS
OFM RECORD COPY COPIES NUMBER
4.3.7 SELF-INSURED AGENCY WORKER’S OFM | Self-Insured employer L&I retains all GS50-06C-31 | Records may be required to allow or
COMPENSATION CLAIMS - NON- retains 10 years after claims records Rev.0 deny reopening applications even
COMPENSABLE close of claim in its after the required 10-year retention
Provides documentation of action taken, possession for period. Consult your risk manager.
provides basis for future claim decisions, 10 years.
and allows research related to the However, L&l
claims. cannot certify
completeness
of file.
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4.4 LABOR RELATIONS
The activity of managing relationships dealing with the negotiation of labor.
TEM OPR PRIMARY (SOURCE SECONDARY (ALL DISPOSITION
NO. SERIES TITLE AND DESCRIPTION or DOCUMENT/ORIGINAL) OTHER) RECORD AUTHORITY REMARKS
OFM RECORD COPY COPIES NUMBER
441 COLLECTIVE BARGAINING CONTRACT OFM | Until approval of Destroy when GS50-04E-04 | Contact your Regional Archivist
AND AGREEMENT NEGOTIATIONS FILES negotiated agreement - obsolete or Rev.0 before disposing of this record.
Potential archival value - | superseded Records from this series may be
See remarks selected to be transferred to and
preserved at a Regional Archives
branch subject to any restrictions
provided'by collective bargaining
contracts and agreements.
4.4.2 COLLECTIVE BARGAINING AGREEMENTS | OPR | Termination plus6 years. {«Destroy.when GS50-01-50.[-Contactsyour Regional Archivist
- Potential archival value | obsolete or Rev. 0 before destroying original record.
ESSENTIAL RECORD - Needs security - See remarks superseded Records from this series may be

backup -- See remarks.

selected to be transferred to and
preserved at a Regional Archives
branch. The information in this
records series should be protected
from loss or damage by offsite
storage of a security microfilm
backup at State Archives. Security
microfilm must meet Washington
State Archives technical standards.
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4.4 LABOR RELATIONS
The activity of managing relationships dealing with the negotiation of labor.
TEM OPR PRIMARY (SOURCE SECONDARY (ALL DISPOSITION
NO SERIES TITLE AND DESCRIPTION or DOCUMENT/ORIGINAL) OTHER) RECORD AUTHORITY REMARKS
) OFM RECORD COPY COPIES NUMBER
4.4.3 UNION ARBITRATION FILES OPR | 6years Destroy when GS50-04E-06
Case histories of disputes between obsolete or Rev.0
agency and union settled through superseded
arbitration.
4.4.4 UNION ORGANIZATION LISTS OFM | Destroy when obsolete Destroy when GS50-04E-05
or superseded obsoleteor Rev.|0
superseded
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4.5 MISCONDUCT / DISCIPLINE / GRIEVANCES
The activity of investigating and responding to employee misconduct, grievances and disciplinary matters.
TEM OPR PRIMARY (SOURCE SECONDARY (ALL DISPOSITION
NO. SERIES TITLE AND DESCRIPTION or DOCUMENT/ORIGINAL) OTHER) RECORD AUTHORITY REMARKS
OFM RECORD COPY COPIES NUMBER

45.1 CIVIL SERVICE CASE FILES - NOT HEARD OFM | Administrative Closure Destroy when GS50-04B-45
Cases may not be heard for the plus 3 years. obsolete or Rev. 0
following reasons: unprepared, superseded.
resolved, referred to another
jurisdiction, ineligible employees or
withdrawn.

45.2 CIVIL SERVICE COMMISSION CASE FILE OPR' | Case resolved or.closed Destroy when GS50-04B-35
Documentation of cases of violations or plus 6 years obsolete or Rev. 0
disciplinary actions;submittedito.the superseded
Civil Service Commission.

45.3 CIVIL SERVICE COMMISSION EXHIBITS - OFM | Petition for review or Destroy when GS50-04B-37
PETITION FOR REVIEW FILED petition for obsolete or Rev. 0
Exhibits from Civil Service Commission reconsideration filed superseded

hearings for which petitions for review
and/or petitions for reconsideration
have been filed, including documents,
affidavits and depositions.

plus 3 years, whichever
is longer.
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4.5 MISCONDUCT / DISCIPLINE / GRIEVANCES
The activity of investigating and responding to employee misconduct, grievances and disciplinary matters.
TEM OPR PRIMARY (SOURCE SECONDARY (ALL DISPOSITION
NO. SERIES TITLE AND DESCRIPTION or DOCUMENT/ORIGINAL) OTHER) RECORD AUTHORITY REMARKS
OFM RECORD COPY COPIES NUMBER

454 CIVIL SERVICE COMMISSION EXHIBITS - OFM | Expiration of review or Destroy when GS50-04B-38
PETITION FOR REVIEW NOT FILED reconsideration period obsolete or Rev.0
Exhibits from Civil Service Commission plus 3 years superseded
hearings for which petitions for review
and/or petitions for reconsideration
have not been filed, including
documents, affidavits and depositions.

4.5.5 CIVIL SERVICE COMMISSION OPR | Case resolved onclosed Destroy when GS50-04B-39
INVESTIGATION FILES plus 6 years obsolete,or Rev. 0
Documentation of investigation of superseded
improper hiring decisions and practices.

4.5.6 EMPLOYEE CORRECTIVE ACTION AND OPR | 6 years after completion | Destroy when GS50-04B-15
PROBATION DOCUMENTS of probation or obsolete or Rev.0

disciplinary action, or superseded

destroy according to the
provisions of collective
bargaining contracts and
agreements
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4.5 MISCONDUCT / DISCIPLINE / GRIEVANCES
The activity of investigating and responding to employee misconduct, grievances and disciplinary matters.
TEM OPR PRIMARY (SOURCE SECONDARY (ALL DISPOSITION
NO SERIES TITLE AND DESCRIPTION or DOCUMENT/ORIGINAL) OTHER) RECORD AUTHORITY REMARKS
) OFM RECORD COPY COPIES NUMBER
4.5.7 EMPLOYEE MISCONDUCT OFM | Case Closed plus 3 Years | Destroy when GS50-04B-46 | Investigative summary report goes in
INVESTIGATION FILES — SUSTAINED obsolete Rev.0 the employee's Personnel File. See

Documentation compiled in official
investigations of employee misconduct
that result in findings of misconduct by
the employee, which may include the
complaint initiatihg the'investigation,
investigative reportspstatements, taped
information, corrective action,
correspondence and'Aotes.

also State Law
Enforcement/Administrative and
Operational Records retention
schedule for Internal Investigations
(Sustained) and Internal
Investigations (Unfounded) L03-01-
23 and L03-01-24, respectively.
Consistent with RCW 41.06.450 and
WAC 357-22-040 for civil service
retention rules for non-represented
employees. Reference relevant
collective bargaining agreements for
retention conditions for represented
employees.
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4.5 MISCONDUCT / DISCIPLINE / GRIEVANCES
The activity of investigating and responding to employee misconduct, grievances and disciplinary matters.
TEM OPR PRIMARY (SOURCE SECONDARY (ALL DISPOSITION
NO. SERIES TITLE AND DESCRIPTION or DOCUMENT/ORIGINAL) OTHER) RECORD AUTHORITY REMARKS
OFM RECORD COPY COPIES NUMBER

4.5.8 EMPLOYEE MISCONDUCT OFM | Case Closed Destroy when GS50-04B-47 | Consistent with RCW 41.06.450 and
INVESTIGATION FILES — UNFOUNDED obsolete Rev. 0 WAC 357-22-040 for civil service
Documentation compiled in official retention rules for non-represented
investigations of employee misconduct employees. Reference relevant
that do not result in findings of collective bargaining agreements for
misconduct by the employee, which may retention conditions for represented
include the complaint initiating the employees.
investigation, investigative reports,
statements, taped information,
corrective action, coffespondence and
notes.

4.5.9 EMPLOYEE MISCONDUCT REPORTS OPR | Termination of Destroy when GS50-04B-48 | Usually retained as part of the
Official reports on findings of Employment plus 6 years | obsolete or Rev.0 employee's Personnel file.
misconduct by agency employees and superseded
corrective action taken by the agency.

4.5.10 | FINAL AGREEMENT OPR | Termination or Destroy when GS50-01-51 Reference RCW 7.75.

A written agreement the parties enter withdrawal plus 6 years obsolete or Rev. 0
into at the conclusion of the resolution superseded

process which sets forth the settlement
of the issues and the future
responsibilities of each party, if any.
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4.5 MISCONDUCT / DISCIPLINE / GRIEVANCES
The activity of investigating and responding to employee misconduct, grievances and disciplinary matters.
TEM OPR PRIMARY (SOURCE SECONDARY (ALL DISPOSITION
NO SERIES TITLE AND DESCRIPTION or DOCUMENT/ORIGINAL) OTHER) RECORD AUTHORITY REMARKS
) OFM RECORD COPY COPIES NUMBER
4.5.11 | GRIEVANCES AND APPEALS PERSONNEL | OPR Resolution plus 6 years Destroy when GS50-04E-03
EMPLOYEE RELATIONS obsolete or Rev. 0
superseded
4.5.12 | INITIAL AGREEMENT OPR | Termination or Destroy when GS50-01-52 Reference RCW 7.75.
A written agreement that expresses the withdrawal plus 6 years obsolete or Rev. 0
method by whichdhe disputing parties superseded
shall attempt to resolve thejissues in
dispute.
4.5.13 | WHISTLEBLOWER INVESTIGATION OPR | Case closed plus 6 years | Destroy when GS50-04B-25
REPORTS obsolete or Rev.0
Agency copies of investigations of superseded

allegations of fraud or violations of state
laws or regulations. Also includes
documentation of investigations into
alleged retaliation against individuals

making such allegations.
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4.5 MISCONDUCT / DISCIPLINE / GRIEVANCES

The activity of investigating and responding to employee misconduct, grievances and disciplinary matters.

TEM OPR PRIMARY (SOURCE SECONDARY (ALL DISPOSITION
NO. SERIES TITLE AND DESCRIPTION or DOCUMENT/ORIGINAL) OTHER) RECORD AUTHORITY REMARKS
OFM RECORD COPY COPIES NUMBER
4.5.14 | WORKPLACE VIOLENCE CASE FILES OFM | Case closed plus 6 years* | Destroy when GS50-05A-24 | *"Case closed" is intended to mean

Case files document incidents involving obsolete or Rev.0 that point in time when all
internal workplace violence. Includes superseded investigation and follow-up have
investigation, treatment, follow-up, been resolved, and no investigation
correspondence, corrective measures, or follow-up are required.
etc. May include secondary copies of
documentation filed in‘an individual's
personnel file.
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4.6 OCCUPATIONAL HEALTH AND SAFETY
The activity of creating and maintaining a safe and healthy work environment for employees.
TEM OPR PRIMARY (SOURCE SECONDARY (ALL DISPOSITION
NO SERIES TITLE AND DESCRIPTION or DOCUMENT/ORIGINAL) OTHER) RECORD AUTHORITY REMARKS
) OFM RECORD COPY COPIES NUMBER
4.6.1 AUDIOMETRIC TEST RECORDS OFM | Retain for the duration Destroy when GS51-05D-10 | Reference WAC 296-62-09041 (4b).
INDIVIDUAL EMPLOYEE of the affected obsolete or Rev. 0
employee’s employment | superseded
See remarks
4.6.2 EMPLOYEE MEDICAL AND EXPOSURE OPR Termination of Destroy when GS50-04B-30 | Reference 29CFR1910.1020, WAC
RECORDS employment plus30 obsoleteor Rev.|0 296-800=20005, and WAC 296-800-
Documentation ofien-the-job exposure years superseded 20010. Health insurance claims

of agency employees to hazardous
materials, as well'as.medical‘information
compiled and maintained by the agency
on individual employees to document
their physical condition, the effects of
workplace conditions on their health,
and their physical ability to perform
essential job functions. See
29CFR1910.1020, WAC 296-800-20005
and WAC 296-800-20010 for full
description. See Remarks.

records maintained separately from
your.medical program records, and
records of first-aid treatment made
on-site by a non-physician and filed
separately from the employee
medical records, are not required to
be retained for 30 years after
termination of employment, and
thus are not considered part of this
records series by WAC 296-800-
20005.
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4.6 OCCUPATIONAL HEALTH AND SAFETY
The activity of creating and maintaining a safe and healthy work environment for employees.
TEM OPR PRIMARY (SOURCE SECONDARY (ALL DISPOSITION
NO. SERIES TITLE AND DESCRIPTION or DOCUMENT/ORIGINAL) OTHER) RECORD AUTHORITY REMARKS
OFM RECORD COPY COPIES NUMBER
4.6.3 ERGONOMIC FILES OFM | Last action taken plus 3 Destroy when GS51-05D-11
Ergonomic files document the analysis, years obsolete or Rev. 0
action, and measures taken to adjust superseded
workplace environment to help prevent
work-related injuries. Files include
name of employee, supervisor,
organization unitj location, and action
taken to adjust workstation|or
environment.
4.6.4 FIRE AND OTHER EMERGENCY DRILL OFM | 3years Destroy when GS50-06C-10
REPORTS obsolete or Rev.0
superseded
4.6.5 HEPATITIS B VIRUS (HBV) AND HUMAN OPR | Termination of Destroy when GS50-04B-04 | Reference 29 CFR 1910.1020. This
IMMUNODEFICIENCY VIRUS (HIV) employment plus 30 obsolete or Rev. 0 record should be protected from
EXPOSURE REPORTS AND WAIVERS years superseded damage or loss by off-site storage of

ESSENTIAL RECORD - Needs security
backup - See remarks.

a security copy, or by keeping a list
that identifies the location of other
copies inside and outside the agency.
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4.6 OCCUPATIONAL HEALTH AND SAFETY
The activity of creating and maintaining a safe and healthy work environment for employees.
TEM OPR PRIMARY (SOURCE SECONDARY (ALL DISPOSITION
NO. SERIES TITLE AND DESCRIPTION or DOCUMENT/ORIGINAL) OTHER) RECORD AUTHORITY REMARKS
OFM RECORD COPY COPIES NUMBER
4.6.6 INCIDENT REPORTS FILED BY OFM | Incidents involving Destroy when GS50-06C-03 | Reference RCW 4.16.080 (2)
EMPLOYEES OR STUDENTS adults only - 3 years obsolete or Rev.0
Incidents involving superseded
minors - 3 years after
subject minors turn 18
years of age
4.6.7 INDUSTRIAL HYGIENE MONITORING OPR 30 years Destroy when GS50-06C-33
FILES obsolete or Rev. 0
Files document theymenitoring,of superseded
agency work environments for industrial
health issues. May be for air quality,
noise level, presence of chemicals, etc.
Includes sample, test results, corrective
action taken if any, etc.
4.6.8 NOISE EXPOSURE REPORTS INDIVIDUAL | OFM | 2 years See remarks Destroy when GS50-06C-29 | Reference WAC 296-62-09041 (4a).
EMPLOYEE obsolete or Rev. 0
superseded
4.6.9 OCCUPATIONAL INJURIES AND OFM | 5years Destroy when GS50-06C-21
ILLNESSES U.S. BUREAU OF LABOR obsolete or Rev. 0
STATISTICS LOG AND SUMMARY superseded
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4.6 OCCUPATIONAL HEALTH AND SAFETY
The activity of creating and maintaining a safe and healthy work environment for employees.
TEM OPR PRIMARY (SOURCE SECONDARY (ALL DISPOSITION
NO SERIES TITLE AND DESCRIPTION or DOCUMENT/ORIGINAL) OTHER) RECORD AUTHORITY REMARKS
) OFM RECORD COPY COPIES NUMBER
4.6.10 | PENALTY ASSESSMENT NOTIFICATION OPR 6 years Destroy when GS50-06C-20
obsolete or Rev. 0
superseded
4.6.11 | REFERENCE AND INFORMATION OFM | Destroy when obsolete Destroy when GS51-05D-04
MATERIALS RECEIVED FROM SAFETY or superseded obsolete or Rev.0
AGENCIES superseded
Bulletins, pamphlets, notices, posters,
etc.
4.6.12 | RESPIRATOR FIT TEST RECORDS OFM | Destroy after next test Destroy when GS51-05D-07 | Reference WAC 296-62-07194 (3).
administered See obsolete or Rev.0
remarks superseded
4.6.13 | RESPIRATOR PROGRAM FILES OFM | Destroy when obsolete Destroy when GS51-05D-08 | Reference WAC 296-62-07194 (4).
or superseded See obsolete or Rev.0
remarks superseded
4.6.14 | SAFETY COMMITTEE MINUTES OFM | 1vyear Destroy when GS51-05D-09 | Reference WAC 296-800-13020
obsolete or Rev. 0
superseded
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4.6 OCCUPATIONAL HEALTH AND SAFETY
The activity of creating and maintaining a safe and healthy work environment for employees.
TEM OPR PRIMARY (SOURCE SECONDARY (ALL DISPOSITION
NO. SERIES TITLE AND DESCRIPTION or DOCUMENT/ORIGINAL) OTHER) RECORD AUTHORITY REMARKS
OFM RECORD COPY COPIES NUMBER
4.6.15 | SAFETY TRAINING FILES — GENERAL OPR | 6 Years - *See Remarks Destroy when GS51-05D-12 | If the training is for handling
Documentation of safety training classes obsolete or Rev.0 hazardous materials see the
(except for hazardous materials - see superseded. Hazardous Materials Admin Section
Remarks), some of which may be GS50-19-09 and GS50-19-17.
required by specific job classifications.
May include lists of job required training
for specific labor(categories; training
calendars, courseinfopvendor
documentation, eourse materials,
attendance logs and*€orrespondeénce.
4.6.16 | WORKPLACE HAZARD ASSESSMENT OPR Destroy when Destroy when GS51-05D-06 | Reference WAC 296-800-16010.
CERTIFICATION superseded plus 6 years | obsolete or Rev. 0
Includes name of workplace, address of superseded

workplace inspected for hazards, name
of person certifying assessment was
done, date(s) assessment done, and
statement identifying the document as
the certification of assessment for the
workplace.
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4.7 PERFORMANCE MANAGEMENT
The activity of assessing and directing employee progress toward performance goals.
TEM OPR PRIMARY (SOURCE SECONDARY (ALL DISPOSITION
NO SERIES TITLE AND DESCRIPTION or DOCUMENT/ORIGINAL) OTHER) RECORD AUTHORITY REMARKS
) OFM RECORD COPY COPIES NUMBER
4.7.1 EMPLOYEE SUGGESTION PROGRAM OFM | 3 years after Destroy when GS50-04B-20
FILES determination of obsolete or Rev. 0
Original suggestion forms, evaluation suggestion superseded
forms, recommendation form, and
correspondence to document and
process employee suggestion files.
4.7.2 PERFORMANCE EVALUATION OFM | Destroy when obsolete Destroy when GS50-04B-31
BACKGROUND FILE SUPERVISOR or superseded obsolete or Rev. 0
superseded
4.7.3 PERFORMANCE EVALUATIONS OFM | Completion of Destroy when GS50-04A-08
Evaluation of employee work Evaluation plus 3 years obsolete or Rev. 0
performance, prepared by supervisor on superseded
a regular schedule.
4.7.4 SUPERVISOR’S EMPLOYEE OFM | Destroy when obsolete Destroy when GS50-04B-50
PERFORMANCE BACKGROUND FILES or superseded obsolete or Rev.0
superseded
4.7.5 WORK ASSIGNMENT RECORD, OFM | 3 years Destroy when GS50-04B-29
SCHEDULE OR LOG obsolete or Rev. 0
Documentation of day-to-day tasks or superseded

projects assigned to and/or completed

by individual staff or crews.
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4.8 PERSONNEL
The activity of documenting an individual’s employment with the local government agency. Includes volunteers.
TEM OPR PRIMARY (SOURCE SECONDARY (ALL DISPOSITION
NO. SERIES TITLE AND DESCRIPTION or DOCUMENT/ORIGINAL) OTHER) RECORD AUTHORITY REMARKS
OFM RECORD COPY COPIES NUMBER
4.8.1 DRUG/ALCOHOL TEST RESULTS - OFM | Date of results plus 5 Destroy when GS50-04B-27 | Reference 49CFR382.401.
POSITIVE RESULTS OR REFUSAL TO TEST years obsolete or Rev. 0
(AGENCY EMPLOYEES) superseded
Files document drug/alcohol testing for
cases with reasonable suspicion of
abuse/use of substance. Includes drug/
alcohol test results, corrective action,
treatment, etc.
4.8.2 DRUG/ALCOHOL TEST.RESULTS OPR | Results posted or test Destroy.when GS50-04B-33...[-Reference 49CFR382.401.
NEGATIVE RESULTS OR CANCELED TESTS canceled plus 1 year obsolete or Rev. 0
(AGENCY EMPLOYEES) superseded
4.8.3 EMPLOYEE AWARD FILES OFM | Date of Award plus 2 Destroy when GS50-04B-44 | Potentially Archival
Files contain records related to years. obsolete or Rev.0
employee award programs such as superseded.
recognition of outstanding performance,
length of service, incentive plans, etc.
May include recommendations,
approved nominations, appreciation
letters and additional related
information.
4.8.4 EMPLOYEE CONTRACTS SUPERSEDED OFM | 3years Destroy when GS50-04B-13
Contracts superseded within fiscal year. obsolete or Rev.0
superseded
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4.8 PERSONNEL
The activity of documenting an individual’s employment with the local government agency. Includes volunteers.
TEM OPR PRIMARY (SOURCE SECONDARY (ALL DISPOSITION
NO. SERIES TITLE AND DESCRIPTION or DOCUMENT/ORIGINAL) OTHER) RECORD AUTHORITY REMARKS
OFM RECORD COPY COPIES NUMBER
4.8.5 EMPLOYEE DIRECTORY/ROSTER OFM | Destroy when obsolete Destroy when GS50-04B-14 | Contact your Regional Archivist
or superseded Potential | obsolete or Rev.0 before disposing of this record.
archival value See superseded Records from this series may be
remarks selected to be transferred to and
preserved at a Regional Archives
branch.
4.8.6 PERSONNEL FILE OFM' | Termination plus/6 Destroy when GS50-04B-06 | Retentionimay be subject to
May include but is not limited to: years- See remarks obsolete or Rev. 0 restrictions provided by collective
Application for employment'whendhired; superseded bargaining contracts and

start of employment, identification,
oaths of officials elected and appointed;
bonds of officials elected and appointed;
criminal history, background checks and
investigations; records of employment
status, position description and job
classification; citations; letters of
recommendation; personal history
cards, raises; retirement or disability
resulting in employment termination;
evaluation of applications of recognition
or non-college credit courses.

ESSENTIAL RECORD - Needs security
backup - See Remarks.

agreements. This record should be
protected from damage or loss by
off-site storage of a security copy, or
by keeping a list that identifies the
location of other copies inside and
outside the agency.
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4.8 PERSONNEL
The activity of documenting an individual’s employment with the local government agency. Includes volunteers.
TEM OPR PRIMARY (SOURCE SECONDARY (ALL DISPOSITION
NO SERIES TITLE AND DESCRIPTION or DOCUMENT/ORIGINAL) OTHER) RECORD AUTHORITY REMARKS
) OFM RECORD COPY COPIES NUMBER
4.8.7 | TEMPORARY AGENCY WORKER OFM | Termination of Destroy when GS50-04B-23
ACCOUNTS employment plus 6 years | obsolete or Rev.0
Tracks temporary agency workers hired superseded
using original request forms moved to
individual departments.
4.8.8 | VOLUNTEER FILES OPR, | Termination‘ofvolunteer {WDestroy'when GS50-04B-10""| This recard should be protected
Documents work'service of individual service plus 6 years obsolete or Rev. 0 froam damage or loss by off-site
volunteer. Includes application. superseded storage ofia security copy, or by

ESSENTIAL RECORD - Needs security
backup - See remarks.

keeping@ list that identifies the
location of other copies inside and
outside the agency.
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4.9 POSITION DEVELOPMENT / STAFF STRUCTURE
The activity of structuring and organizing human resources.
TEM OPR PRIMARY (SOURCE SECONDARY (ALL DISPOSITION
NO SERIES TITLE AND DESCRIPTION or DOCUMENT/ORIGINAL) OTHER) RECORD AUTHORITY REMARKS
) OFM RECORD COPY COPIES NUMBER

49.1 JOB DESCRIPTIONS OPR Destroy when obsolete Destroy when GS50-04B-05
Current statement of qualifications, or superseded plus 6 obsolete or Rev. 0
responsibilities, and duties of each years superseded
individual position.

49.2 POSITION CLASSIFICATION STUDIES OFM | Destroy when obsolete Destroy when GS50-04B-07
Details on specifieffole’and position of or superseded plus 6 obsoleteor Rev.|0
each job title, duties, obligations, etc. years superseded

4.9.3 POSITION DESCRIRTION/HISTORY FILES OPR | PERMANENT Destroy when GS50-04B-08
A history of positions, classifications, obsolete or Rev. 0
and corresponding job descriptions as superseded

these positions are revised. (Serves as
writing aid for the development of
future positions.)
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4.10 RECRUITMENT / HIRING
The activity of screening, selecting and employing of individuals. Includes volunteers.
TEM OPR PRIMARY (SOURCE SECONDARY (ALL DISPOSITION
NO SERIES TITLE AND DESCRIPTION or DOCUMENT/ORIGINAL) OTHER) RECORD AUTHORITY REMARKS
) OFM RECORD COPY COPIES NUMBER
4.10.1 | APPLICATION FOR EMPLOYMENT WHEN | OFM | 3 years Destroy when GS50-04B-01
APPLICANT IS NOT HIRED obsolete or Rev. 0
superseded
4.10.2 | CIVIL SERVICE COMMISSION JOURNAL OFM | Expiration plus 1 year Destroy when GS50-04A-02 | Contact your Regional Archivist - one
Account of activity pertaining to certain obsolete or Rev. 0 copy of each available report should
civil service job opénings. Contains superseded be assembled for transfer to
names, test scoresyand an indication of Regional Archives.
whether or not the persons|involved are
on an eligibility listpetes
4.10.3 | CIVIL SERVICE EXAMINATION (PASSED OFM | 2 years Destroy when GS50-04A-03
BUT NOT HIRED) obsolete or Rev.0
Examinations of those applicants that superseded
are on eligibility list, but have not been
hired.
4.10.4 | ELIGIBILITY LIST OR REGISTER OFM | 2 years Destroy when GS50-04A-04
List of individuals eligible to fill specific obsolete or Rev. 0
positions. superseded
4.10.5 | EMPLOYEE & VOLUNTEER FINGERPRINT | OPR 6 years Destroy when GS50-04B-11
LISTING obsolete or Rev. 0
Listings of newly hired employees superseded

fingerprinted for criminal background
checks.
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4.10 RECRUITMENT / HIRING
The activity of screening, selecting and employing of individuals. Includes volunteers.
TEM OPR PRIMARY (SOURCE SECONDARY (ALL DISPOSITION
NO. SERIES TITLE AND DESCRIPTION or DOCUMENT/ORIGINAL) OTHER) RECORD AUTHORITY REMARKS
OFM RECORD COPY COPIES NUMBER

4.10.6 | EMPLOYMENT ELIGIBILITY DOCUMENTS | OPR Date employee hired Destroy when GS50-05A-26 | Reference 8CFR24a.2 (2) (A)
IMMIGRATION AND NATURALIZATION plus 3 years or obsolete or Rev.0
SERVICES (INS) FORM 1-9 termination of superseded
Documents used to verify employment employment plus 1 year,
eligibility within the United States. whichever is longer See
Series may include: Federal 1-9 forms, remarks
passport copies, copies'of valid driver's
license, copies of certificate of
naturalization, ete.

4.10.7 | EMPLOYMENT INQUIRIES OFM | 1year Destroy when GS50-04A-05
Applications filled out by persons obsolete or Rev. 0
requesting positions and test superseded
announcement information.

4.10.8 | EMPLOYMENT INTERVIEW EVALUATION | OFM | 3 years Destroy when GS50-04B-16
FILES obsolete or Rev. 0
Includes test results. superseded

4.10.9 | EMPLOYMENT REQUISITION/ OFM | 3 years Destroy when GS50-04B-17
PERSONNEL ACTION REQUEST obsolete or Rev. 0
May contain position specifications, superseded

needs analysis, and authorization
signatures.
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4.10 RECRUITMENT / HIRING

The activity of screening, selecting and employing of individuals. Includes volunteers.

TEM OPR PRIMARY (SOURCE SECONDARY (ALL DISPOSITION
NO. SERIES TITLE AND DESCRIPTION or DOCUMENT/ORIGINAL) OTHER) RECORD AUTHORITY REMARKS
OFM RECORD COPY COPIES NUMBER
4.10.10| JOB ANNOUNCEMENTS OR POSTINGS OFM | 3 years Destroy when GS50-04B-18
obsolete or Rev. 0
superseded
4.10.11| RECRUITMENT FILES OFM | 3years Destroy when GS50-04B-22 | RCW 4.16.080 (2)
Documents recruitment and selection obsolete or Rev. 0 Limitation of action for EEO
process for each advertised/position, superseded discrimifation complaints is 3 years.
including newspaper announcement, job
description, working papers/notes,
applicant list, intetview/questionsand
notes, selection documents, and
employee applications.
4.10.12| VOLUNTEER APPLICATIONS NOT OFM | Application denied plus 1 | Destroy when GS50-04B-24
ACCEPTED OR INELIGIBLE year obsolete or Rev. 0
superseded
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4.11 STAFF DEVELOPMENT / TRAINING
The activity of enhancing employees’ competencies and skills through programs and training.
TEM OPR PRIMARY (SOURCE SECONDARY (ALL DISPOSITION
NO. SERIES TITLE AND DESCRIPTION or DOCUMENT/ORIGINAL) OTHER) RECORD AUTHORITY REMARKS
OFM RECORD COPY COPIES NUMBER
4.11.1 | APPRENTICE CERTIFICATION FILES OPR 50 years Destroy when GS50-04B-34
Documentation of classes taken, obsolete or Rev. 0
attendance, evaluations, certifications superseded
and on-the-job performance compiled
for individuals participating in an
apprenticeship program that will be
used to meet futdre job requirements in
and out of the ageney:
4.11.2 | CONTINUING PROEESSIONAL OFM | End.oflicensing or Destroy.when GS50-05A-23
EDUCATION RECORDS reporting period plus 4 obsolete or Rev. 0
Records document the continuing years superseded
education requirement for employees.
4.11.3 | EMPLOYEE TRAINING HISTORY FILE OPR | Termination plus 6 years | Destroy when GS50-04G-01
Files documenting the training history of obsolete or Rev. 0
individual employees who have superseded

participated in training and staff
development programs. May include in-
service and class registrations,
confirmations, and documentation of
training completed.
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4.11 STAFF DEVELOPMENT / TRAINING

The activity of enhancing employees’ competencies and skills through programs and training.

TEM OPR PRIMARY (SOURCE SECONDARY (ALL DISPOSITION
NO. SERIES TITLE AND DESCRIPTION or DOCUMENT/ORIGINAL) OTHER) RECORD AUTHORITY REMARKS
OFM RECORD COPY COPIES NUMBER
4.11.4 | HAZARDOUS MATERIALS TRAINING OFM | Date of training plus 5 Destroy when GS50-19-17
PROGRAMS years obsolete or Rev.0
Annual training and other training superseded
seminars for employees of the
following: Hazardous materials,
hazardous waste and hazardous
exposure that may be required by the
State. Records include,but are not
limited to; outline of classes, training
agenda, and class summary.
4.11.5 | TRAINING AVAILABILITY OFM | Destroy when obsolete Destroy when GS50-04G-03
ANNOUNCEMENTS/NOTICES or superseded obsolete or Rev. 0
superseded
4.11.6 | TRAINING/CLASS COMPLETION REPORT OFM | 3years Destroy when GS50-04G-02
Listings of employees and the classes or obsolete or Rev. 0
training exercises that have been superseded

completed. Produced on a periodic
basis.
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5. INFORMATION MANAGEMENT

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

5.1 FORMS AND PUBLICATIONS
The activity of drafting, producing, and managing the local government agency’s forms and publications.
See FINANCIAL MANAGEMENT — Accounting for financial records relating to forms and publications.
See ASSET MANAGEMENT - Inventory for forms and publications inventories.

DISPOSITION
ILI;M DESCRIPTION OF RECORDS AUTHORITY DIE:;E:\'II'T(I)?\INAACI'\:':)ON DESIGNATION
: NUMBER (DAN)

5.1.1 | Forms — Accountable GS2010-011 | Retain for 3 fiscal years NON-ARCHIVAL
Unused, pre-numbered forms such as checks, receipts, invoices, meal tickets and Rev. 0 or NON-ESSENTIAL
licenses. until completion of State OFM

Auditor’s report, whichever
is sooner

then
Destroy.

5.1.2 | Forms — Master Set GS2010-012 | Retain until use of form NON-ARCHIVAL

M . . Rev. 0 ceases NON-ESSENTIAL
aster set of all forms created by the agency. Also includes source materials (.pdfs, OFM
camera-ready copies, original photographs/images, etc.) then
Destroy.
Excludes web-based forms covered by DAN GS50-06A-03.
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5.1 FORMS AND PUBLICATIONS
The activity of drafting, producing, and managing the local government agency’s forms and publications.
See FINANCIAL MANAGEMENT — Accounting for financial records relating to forms and publications.
See ASSET MANAGEMENT - Inventory for forms and publications inventories.
DISPOSITION
ILZM DESCRIPTION OF RECORDS AUTHORITY DI:::)EII\'IFTIE)OI\INAACNI':::)N DESIGNATION
: NUMBER (DAN)

5.1.3 | Forms and Publications — Creation GS2010-013 | Retain until no longer NON-ARCHIVAL
Records relating to the design, creation, and revision of agency-created forms and Rev. 0 needed for agency business NON-(E)SFS;NTIAL
publications. then

. " Destroy.
Includes, but is not limited to:
o Job descriptions/specifications/designmrecords;
e Sample job 'products/proofs/samples.
Excludes web-based forms covered by DAN GS50-06A-03.
5.1.4 | Publications — Master Set GS50-06F-04 | Retain until no longer ARCHIVAL
Rev. 1 needed for agency business (Appraisal Required)

Master set of all publications created by the agency. Also includes source materials
(.pdfs, camera-ready copies, original photographs/digital images, etc.).

Publications include, but are not limited to:
e Reports, manuals, brochures;
o Newsletters, magazines, journals;
e Maps, plans, charts;
e Audio/video recordings and films/presentations.

then
Arrange for appraisal by
Washington State Archives.

NON-ESSENTIAL
OFM
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5.2 LIBRARY SERVICES
The activity of circulating a collection of materials. Includes public, school, and internal agency libraries.
See FINANCIAL MANAGEMENT — Accounting for financial records relating to library services.
DISPOSITION
ILZM DESCRIPTION OF RECORDS AUTHORITY DI::;E:\"I'T(I)?\INAACI'\II':)ON DESIGNATION
: NUMBER (DAN)

5.2.1 | Annual Report of Trustees GS50-12A-03 | Retain for 3 years after NON-ARCHIVAL
Records relating to the annual reporting of statistics to the library’s legislative body Rev. 1 report submitted NON-ESSENTIAL
and the State Librarian in accordance with RCW 27.12.260. then OPR
Note: Reports received.by the Washington State Library are designated Archivalin Destroy.
accordance with the Office of the Secretary of State’s records retention schedule.

5.2.2 | Catalog GS50-12A-01 |/ Retain until no longern NON-ARCHIVAL
Records describingithe libraryinformation sources owned by the agency. Rev. 1 needed for agency blsiness ESSENTIAL

then OFM
Destroy.

5.2.3 | Circulation GS50-12A-02 | Retain until no longer NON-ARCHIVAL

Records relating to the borrowing, lending, and returning of items in the library’s Rev. 1 needed for agency business NON-ESSENTIAL

collection.

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

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

then
Destroy.

OFM
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5.2 LIBRARY SERVICES
The activity of circulating a collection of materials. Includes public, school, and internal agency libraries.
See FINANCIAL MANAGEMENT — Accounting for financial records relating to library services.
DISPOSITION
ILZM DESCRIPTION OF RECORDS AUTHORITY DI::;E:\'JI'T(I)?\INAACI'\II':)ON DESIGNATION
: NUMBER (DAN)

5.2.4 | Collection Control — General GS50-12A-08 | Retain for 3 fiscal years NON-ARCHIVAL

Records documenting the physical control of the library’s collection. Rev. 1 or ESSENTIAL
i i OPR

Includes, but is not limited to: :nzlitciwpr)letm;: (\ﬁhsititev i

e Accession and.deaccession (discard).of items; uaitor s repor, cheveris

. sooner

e Interlibrary loans; then

e Shelf list/inventory of holdings. Destroy.
Excludes special collections covereddy GS2010-023.
Note: Agreements relating to bequests are covered by GS50-01-11.

5.2.5 | Collection Control — Special Collections GS2010-023 | Retain until special collection ARCHIVAL
Records documenting the physical control of the library’s special collections Rev. 0 items no longer needed for (Appraisal Required)
(archival, manuscript, rare books, etc.). agency business ESSSNTIAL

PR

Includes, but is not limited to:
e Accession and deaccession (discard) of items;
e Interlibrary loans;
e Shelf list/inventory of holdings.

Note: Agreements relating to bequests are covered by GS50-01-11.

then
Arrange for appraisal by
Washington State Archives.
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5.2 LIBRARY SERVICES

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

See FINANCIAL MANAGEMENT — Accounting for financial records relating to library services.

DISPOSITION
ILZM DESCRIPTION OF RECORDS AUTHORITY DI::;E:\"I'T(I)?\INAACI'\II':)ON DESIGNATION
: NUMBER (DAN)
5.2.6 | Special Collections GS2010-024 | Retain until no longer ARCHIVAL
Items in the library’s special collections, including, but not limited to: Rev. 0 needed for agency business (Appraisal Required)

e Archival collections;
e Manuscripts;
e Rare books.

then
Arrange for appraisal by
Washington State Archives.

NON-ESSENTIAL
OPR
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5.3 MAIL SERVICES
The activity of managing the circulation of printed information. Includes incoming and outgoing, internal and external mail processes.
See FINANCIAL MANAGEMENT - Accounting for financial records relating to mail services.

DISPOSITION
ILI;M DESCRIPTION OF RECORDS AUTHORITY DI::;E:\'II'T(I)?\INAACI'\I":)ON DESIGNATION
NUMBER (DAN)

5.3.1 | Mail Delivery and Receipt GS50-06D-02 | Retain for 3 fiscal years NON-ARCHIVAL
Records documenting the agency’s incoming and outgoing physical mail (letters, Rev. 1 or NON-ESSENTIAL
packages, etc.). until completion of State OPR

Auditor’s report, whichever is

Includes, but is not limited to: sooner

e Certified/registered/insured mail logs and return receipts; then

e Postage meter logs/reports; Destroy.

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

e Signed pick-up and delivery receipts;

e United States Postal Service (USPS) forms (certificate of bulk mailing, etc.).
Note: Contracts/agreements/permits relating to mailing services and equipment are
covered by GS50-01-11.
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5.4 PUBLIC DISCLOSURE
The activity of responding to requests for access to the public records of the local government agency in accordance with Chapter 42.56 RCW.
DISPOSITION
ILZM DESCRIPTION OF RECORDS AUTHORITY DI:::)EII\'II'TI(I)ONNAACNI'::Z)N DESIGNATION
: NUMBER (DAN)

5.4.1 | Public Disclosure/Records Request Logs GS50-09-13 Retain for 3 years after date NON-ARCHIVAL
Records documenting the tracking of public records requests made in accordance Rev. 1 of latest entry NON'(E)SFS“;NHAL
with Chapter 42.56 RCW. then

Destroy.
Note: Exemption logs are covered by either DAN GS2010-014 or DAN GS50-09-04.
5.4.2 | Public Disclosure/Records Requests= Afterduly 232005 GS2010=014w,| Retainford yearafter public NON-ARCHIVAL
Rev.0 records request fulfilled NON-ESSENTIAL

Records relating toxrequests from the general public for access|to the ageney s
public records in accordance with Chapter 42.56 RCW where the request was
fulfilled (final installment and/er.exemption log provided).after July 23, 2005:

Includes, but is not limited to:

Internal and external correspondence relating to the request;
Records documenting the public records provided to the requestor (copies or
lists of the records provided, etc.);

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

e Records documenting administrative reviews relating to the request.

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

Note: The statute of limitations for initiating legal action was reduced from 5 years to 1
year for requests fulfilled after July 23, 2005 (RCW 42.17.340(6)/ 42.56.550(6)).

then
Destroy.

OPR

5. INFORMATION
MANAGEMENT

Page 151 of 188




Washington State Archives Local Government Common Records Retention Schedule (CORE)
Office of the Secretary of State Version 2.0 (January 2010)

5.4 PUBLIC DISCLOSURE

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

DISPOSITION
ILZM DESCRIPTION OF RECORDS AUTHORITY DI:::)EII\'II'TIE)ONNAACNI'::Z)N DESIGNATION
: NUMBER (DAN)

5.4.3 | Public Disclosure/Records Requests — Before July 24, 2005 GS50-09-04 | Retain for 5 years after NON-ARCHIVAL
Records relating to requests from the general public for access to the agency’s Rev. 1 pub'lic records request NON'EOSSENHAL
public records in accordance with Chapter 42.17 RCW (recodified as Chapter 42.56 fulfilled
RCW in July, 2006), where the request was fulfilled (final installment and/or then
exemption log provided) before July 24, 2005. Destroy.

Includes, but is not limited to:

e |[nternal and exterhal correspondencerelating to the request;

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

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

e Records documenting administrative reviews relating to the request.

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

Note: The statute of limitations for initiating legal action was reduced from 5 years to 1
year for requests fulfilled after July 23, 2005 (RCW 42.17.340(6)/ 42.56.550(6)).

5. INFORMATION Page 152 of 188
MANAGEMENT



Washington State Archives
Office of the Secretary of State

Local Government Common Records Retention Schedule (CORE)
Version 2.0 (January 2010)

5.5 RECORDS CONVERSION
The activity of converting the agency’s public records from one form (source records) to another (converted records) through the processes of imaging
(digitization or microfilm preservation) or data migration (digital or magnetic).
As per WAC 434-662-040, electronic records must be retained in electronic format. For information on microfilm standards or obtaining approval for
early destruction of source documents after imaging, please contact Washington State Archives.
DISPOSITION
ILI;M DESCRIPTION OF RECORDS AUTHORITY DI::(-;E::'T(I)?\INAACI'\'I':;N DESIGNATION
: NUMBER (DAN)
5.5.1 | Conversion Process — Archival Records GS2010-015 | Retain until the converted ARCHIVAL
Records documenting the process of converting the agency’s Archival public records Rev.0 Archival records are (Appraisal Required)

from one form to another where not capturediin the'metadata ofthe converted

records.

Includes, but is net limited to:
e Migration of digital records’(mapping schemas, testing reports, etc.);
e Digitization of paper-based records (tests, inspection results, etc.);

¢ Microfilming of digital and/or paper-based records (arrangement of originals,

guide sheets, etc.);
e Transfer of magnetic recordings.

Note: The source records are covered by GS2010-017 or GS2010-018.

transferred to'Washington
State Archives

then
Arrange for appraisal by

Washington State Archives.

NON-ESSENTIAL
OFM
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5.5 RECORDS CONVERSION
The activity of converting the agency’s public records from one form (source records) to another (converted records) through the processes of imaging
(digitization or microfilm preservation) or data migration (digital or magnetic).

As per WAC 434-662-040, electronic records must be retained in electronic format. For information on microfilm standards or obtaining approval for
early destruction of source documents after imaging, please contact Washington State Archives.

DISPOSITION

'L%M DESCRIPTION OF RECORDS AUTHORITY D|::;§::T:)?VNA/ZI::2)N DESIGNATION
: NUMBER (DAN)

5.5.2 | Conversion Process — Non-Archival Records GS2010-016 | Retain until the converted NON-ARCHIVAL
Records documenting the process of converting the agency’s Non-Archival public Rev.0 Non-Archival records have NON-ESSENTIAL
records from one fofmite another wherénotcapturedinthe metadata of the beenidestroyediin OFM
converted records. accordance with a current

approved records retention
Includes, but is net limited to: scpf?edule
e Migration of digital records’(mapping schemas, testing reports, etc.); then
e Digitization of paper-based records (tests, inspection results, etc.); Destroy.

e Microfilming of digital and/or paper-based records (arrangement of originals,
guide sheets, etc.);
e Transfer of magnetic recordings.

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

The activity of converting the agency’s public records from one form (source records) to another (converted records) through the processes of imaging
(digitization or microfilm preservation) or data migration (digital or magnetic).

As per WAC 434-662-040, electronic records must be retained in electronic format. For information on microfilm standards or obtaining approval for
early destruction of source documents after imaging, please contact Washington State Archives.

DISPOSITION
ILIEJM DESCRIPTION OF RECORDS AUTHORITY DI::(-;E::'T(I)?\INAACI'\I":%N DESIGNATION
NUMBER (DAN)

5.5.3 | Source Records — Imaged (Archival) GS2010-017 | Retain until verification of ARCHIVAL
Archival source records which have been imaged using either of the following Rev. 0 successful conversion (Appraisal Required)
processes: then NON-(E)S|:S|\E|NTIAL

e Digitized in aceordance with avalid approval by Washington State Archives in Arrange for appraisal /by
accordance with WAC 434-663; or, Washington State Archives.
e Microfilmed'imjaecordance,with Washington StatesStandards for'the
Production and Use of Microfilm.
And, provided that the converted records are retained in accordance with a current
approved records retention schedule.

5.5.4 | Source Records — Imaged (Non-Archival) GS50-09-14 | Retain until verification of NON-ARCHIVAL
Non-Archival source records which have been imaged using either of the following Rev. 1 successful conversion NON-ESSENTIAL
processes: then OFM

e Digitized in accordance with a valid approval by Washington State Archives in Destroy.
accordance with WAC 434-663; or,
e Microfilmed in accordance with Washington State Standards for the
Production and Use of Microfilm.
And, provided that the converted records are retained in accordance with a current
approved records retention schedule.
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5.5 RECORDS CONVERSION

The activity of converting the agency’s public records from one form (source records) to another (converted records) through the processes of imaging
(digitization or microfilm preservation) or data migration (digital or magnetic).

As per WAC 434-662-040, electronic records must be retained in electronic format. For information on microfilm standards or obtaining approval for
early destruction of source documents after imaging, please contact Washington State Archives.

ITEM DISPOSITION

NO. DESCRIPTION OF RECORDS AUTHORITY DI::;E?TT(I)CI)\INAACI'\'I':;N DESIGNATION
NUMBER (DAN)

5.5.5 | Source Records — Migrated GS2010-018 | Retain until verification of NON-ARCHIVAL
Non-paper-based source records which have been migrated to another non-paper- Rev.0 successful conversion NON-ESSENTIAL
based format such@s: then OFM

e Digital records which are migrated to another digital format; Destroy.

e Magnetic records (VHS, cassette tapes, reel to reel, 8-track tapes, etc.) which
are migratedto.another magnetic or a digital format:

And, provided that the converted records are retained in accordance with a current
approved records retention schedule.

Excludes paper- and film-based source records covered by DANs GS2010-017 and
GS50-09-14.
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5.6 RECORDS MANAGEMENT
The activity of systematically controlling the lifecycle of the local government agency’s public records (creation or receipt, use, maintenance, and
disposition).
DISPOSITION
ILZM DESCRIPTION OF RECORDS AUTHORITY DI:::)EII\'II'TI(I)ONNAACI'\I"::Z)N DESIGNATION
NUMBER (DAN)

5.6.1 | Conservation (Archival) GS2010-019 | Retain until the Archival ARCHIVAL
Conservation treatment records documenting repair to public records designated as Rev.0 records are transferred to (Appraisal Required)
Archival. Washington State Archives NON-ESSENTIAL

then OFM
Arrangesfor appraisal by
Washington State Archives.

5.6.2 | Conservation (Non-Archival) GS2010-020 | Retain until the Non-Archival NON-ARCHIVAL
Conservation treatment recordssdocumenting repairterpublic records desighated as Rev. 0 recordsthave beentdestroyed NON-ESSENTIAL
Non-Archival. in accordance with a current OFM

approved records retention
schedule

then
Destroy.

5.6.3 | Destruction of Public Records GS50-09-06 | Retain for the life of the NON-ARCHIVAL
Records relating to the destruction of the agency’s public records. Rev. 1 agency. ESSENTIAL
Includes, but is not limited to: OPR

e Destruction logs;

o Affidavits;

e Agency authorizations;

e Certificates/Notices of destruction.
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5.6 RECORDS MANAGEMENT

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

DISPOSITION
ITEM DESCRIPTION OF RECORDS AUTHORITY RETENTION AND DESIGNATION

= NUMBER (DAN) DISPOSITION ACTION

5.6.4 | Records Control GS50-09-02 | Retain until no longer NON-ARCHIVAL
Records relating to the physical and intellectual control of the agency’s records, Rev. 1 needed for agency business NON-ESSENTIAL
including, but not limited to: then OFM

e Essential records lists; Destroy.
Files classificationischemes/guidelines;
Inventories;
Records center transmittals/retrievals;
Master indexes;ilists, registers, tracking systems;databases, and otherfinding
aids used to access public records designated as Non-Archival.

Note: Master indexes, lists, registers, tracking systems, databases and other finding aids
for public records designated as Archival should be retained with the records and
transferred to Washington State Archives.
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5.6 RECORDS MANAGEMENT

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

disposition).
ITEM DESCRIPTION OF RECORDS I?Alls,l:'ﬁg:lg\l(\l AL TG DESIGNATION
NO. NUMBER (DAN) DISPOSITION ACTION

5.6.5 | Retention and Disposition Authorization GS50-09-01 | Retain until no longer NON-ARCHIVAL
Records relating to the retention of the agency’s records in accordance with Chapter Rev. 1 needed for agency business NON-ESSENTIAL
40.14 RCW, including, but not limited to: then OFM

e Internal working guides abstracted from approved records retention Destroy.
schedules;
e Application for Early Destruction of Source Documents after Digitization (DAD)
or Electronic Imaging Systems (EIS) application, provided thatthe original’is
retained by the Washington State Archives;
e Agency’s copies of records retention schedules approved by the Local Records
Committee in accordance with RCW 40.14.070, provided that the original is
retained by the Local Records Committee.

5.6.6 | Transfer of Legal Custody GS2010-021 | Retain for the life of the NON-ARCHIVAL
Records relating to the transfer of the agency’s legal custody of its public records Rev. 0 agency. ESSENTIAL
under one of the following circumstances: OFM

e Transfer of Archival records to Washington State Archives;

e Lawful transfer to another government entity (state agency, other local
government agency, etc.);

e Donation of public records (to a public library, historical or genealogical
society, etc.) in accordance with RCW 40.14.070(3).
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6. RECORDS WITH MINIMAL RETENTION VALUE
This section covers records created or received by the agency which are typically of short-term, temporary informational use.
DISPOSITION
ILZM DESCRIPTION OF RECORDS AUTHORITY DI::(.;E:\'II'T(I)?\INAACNI':%N DESIGNATION
: NUMBER (DAN)

6.1.1 | Agency Information — Routine GS50-02-01 | Retain until no longer NON-ARCHIVAL
Internal and external requests for, and provision of, routine information about the Rev. 0 needed for agency business NON-ESSENTIAL
operations of the agency, such as: then OFM

e Business hours, locations/directions, web/email addresses; Destroy.
e Meeting dates/times.

6.1.2 | Agency-Generated Forms and Publications — Copies GS50-02-02" [haRetain until'no longer NON-ARCHIVAL

Blank forms and duplicate copies of publications, provided that the agencyretains Rev.0 needed for agency business NON-ESSENTIAL

the primary record in accordance with the current approved minimum retention
period.

Includes, but is not limited to:
e Reports, catalogs, brochures, calendars, posters;
e Multi-media presentations (videos, CDs, etc.).

Excludes publication masters covered by DAN GS50-06F-04.
Excludes form masters covered by DAN GS2010-012.

Excludes accountable forms (unused, pre-numbered checks, receipts, meal tickets,
licenses, etc.) covered by DAN GS2010-011.

then
Destroy:

OFM
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DISPOSITION
ILZM DESCRIPTION OF RECORDS AUTHORITY DIE:;E:\'II'T(I)CI)\INAIENI':)ON DESIGNATION
: NUMBER (DAN)

6.1.3 | General Information — External GS50-02-03 | Retain until no longer NON-ARCHIVAL
Information received from other agencies, commercial firms, or private Rev. 0 needed for agency business NON-ESSENTIAL
institutions, which requires no action and is no longer needed for agency business then OFM
purposes. Destroy.

Includes, but is not limited to:
e (atalogs, reports, multi-media presentations (videos, CDs, etc.);
e Informational copies, notices, bulletins, newsletters, announcements;
e Unsolicited information (junk mail, spam, advertisements, etc.).

6.1.4 | Secondary (Duplicate) Copies GS50-02-04 | ‘Retain until no longer NON-ARCHIVAL
Copies of records (created or received), provided thatthé agenéyretains the Rev.0 needédforagency business NON-ESSENTIAL
primary record in accordance with the current approved minimum retention then OFM
period. Destroy.
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DISPOSITION
ILE)M DESCRIPTION OF RECORDS AUTHORITY DIE:;E:\'II'T(I)?\INAACNI':)ON DESIGNATION
: NUMBER (DAN)

6.1.5 | Transitory Records GS50-02-05 | Retain until no longer NON-ARCHIVAL
Public records that only document information of temporary, short-term value, Rev. 0 needed for agency business NON-ESSENTIAL
and provided that the records are: then OFM

e Not needed as evidence of a business transaction; and, Destroy.

e Not covered by a more specific records series.

Includes, but is not limited to:

e Miscellaneous notices or memoranda which do not relate to the functional
responsibility of the agency (notices of community affairs, employee
meetings, holidays) etc.);

e Preliminary drafts of letters, memoranda, repestspwork sheets, spreadsheets,
presentatiens, and informal notes, etc., which do not represent significant
basic steps in‘the"preparation of record document(s);

e Routing slips used to direct the distribution of documents;

e Shorthand notes, stenotype tapes, and mechanical records, after they have
been transcribed into typewritten or printed form on paper or microfilm;

e Telephone messages (including voicemail, digital voice messages, etc.);

e Letters of transmittal which do not add any information to the transmitted
materials.
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GLOSSARY

Appraisal

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

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

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

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

Archival (Permanent Retention)
Public records which possess enduring legal and/or historic value and must not be destroyed. Local government agencies must either transfer these
records to Washington State Archives or retain and preserve these records according to archival best practices until such time as they are
transferred to Washington State Archives (WSA).

WSA will not sample, weed, or otherwise dispose of records fitting the records series description designated as “Archival (Permanent Retention”) other than the
removal of duplicates. Master indexes, lists, registers, tracking systems, databases and other finding aids for public records designated as Archival should be
retained with the records and transferred to Washington State Archives.

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

Disposition Authority Number (DAN)
Control numbers systematically assigned to records series or records retention schedules when they are approved by the Local Records Committee.
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Essential Records
Public records that local government agencies must have in order to maintain or resume business continuity following a disaster. While the
retention requirements for essential records may range from very short-term to archival, these records are necessary for an agency to resume its
core functions following a disaster.
Security backups of these public records should be created and may be deposited with Washington State Archives in accordance with Chapter 40.10 RCW.
Copies of master indexes, lists, registers, tracking systems, databases and other finding aids should also be transferred with the records.

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

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

Migration
The periodic transfer ofidata from one electronic system:to anotherin orderito,ensurescontinued integrity andraccessibility of data despite changes
over time in hardware, software, and storage media.

Non-Archival
Public records which do not possess sufficient historic value to be designated as “Archival”. Agencies must retain these records for the minimum
retention period specified by the appropriate, current records retention schedule.

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

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

Obsolete
Public records which are no longer relevant to current program or primary functional responsibilities of a department or office.

Office of Record
The group, department, or office within an agency responsible for maintaining a primary record from creation (or receipt) through disposition.
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OFM (Office Files and Memoranda)
Public records which have been designated as “Office Files and Memoranda” for the purposes of RCW 40.14.010.
RCW 40.14.010 — Definition and classification of public records.

(2) “Office files and memoranda include such records as correspondence, exhibits, drawings, maps, completed forms, or documents not above defined and classified as

official public records; duplicate copies of official public records filed with any agency of the state of Washington; documents and reports made for the internal
administration of the office to which they pertain but not required by law to be filed or kept with such agency; and other documents or records as determined by the
records committee to be office files and memoranda.”

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

(1) “Official public recofds shall include all ariginal'vouchers, receipts, and other dociments 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 whatsaever; all agreements and contracts to which the state of Washington or
any agency thereof may be aparty; all fidelity, surety, and performance bonds; all claims filed against the state of Washington or any agency thereof; all records or
documents required byylaw to be'filed with or kept by any agency of the state of Washington; ... and all other documents or recordsddetermined by the records
committee... to be official public records.”

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

Primary Records

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

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

business...”
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Records Series

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

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

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

Security Microfilm
Silver duplicate or first-generation microfilm which is stored at Washington State Archives under strictly-controlled environmental conditions and
serves as an emergency/disaster back-up,/in accordance with Chapter 40.10 RCW.
Washington State Archivesiprovides security microfilm storage and inspection servicesito local' government agencies.
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GS50-04B-01....ccovvvvvvieiiiiiiieieeeeenns 140 GS50-04B-39...cccvvvvvviiiiiiiiiiinnn, 125 GS50-05A-06....cccevvvvrieeeieieieeeieeeneees 10 GS50-06B-09....ccoevvvvviiiiiiiiiininnnnnnn. 66
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GS50-04B-13 ....coviiiiiiiiiieiiieieieeenes 136 GS50-04B-50.....cccvvvveeeeeeeerrenennnnn, 135 GS50-05A-18....ccvvvvviieieieieieeeeeeeeeees 15 GS50-06B-19.....ccvvvvverereeeeeeeeeeeeeeeees 76
GS50-04B-14 ....ccovvvvvviveieveieienenenas 137 GS50-04C-01..ccceveviieieieieieieeeee, 116 GS50-05A-20...cciiiiiiiriiiiiieieieiereienenens 9 GS50-06B-20....ccevvivireieeireeeeeeeeeneens 75
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GS50-06B-21....ccovvvviveiiiiieieieieiennn, 75 GS50-06C-34 ....covvvvrvrererererereeeeeeeeens 31 GS50-08A-04.....cccvvvvveviiiiiieieierenennns 80 GS50-12D-01...covveveeeieieieeeieeeee, 101
GS50-06B-22.....ccovvvvvveviiiiiiiieienennn, 37 GS50-06C-35....ouvviiieierereiererereeeeeees 31 GS50-08A-05...cccvvviiiiiieieiereienenenennns 69 GS50-12D-02...cceveveeeeeeeieeeieeeee, 101
GS50-06B-23....coiiiiiiiieeeeeeeiieen, 58 GS50-06D-02.....ccevvvevererererenerenennns 150 GS50-08A-06.....cccvvveeeeeeeeeeeenceeeens 20 GS50-12D-03..ccoiieiieeieieiiiiieieee, 101
GS50-06B-24.......ccooveviieeeeeeeiinnn, 46 GS50-06E-01 ...cvvvvviveverererererereeeeenns 61 GS50-08A-07 ..coeeveeceeee s 21 GS50-12D-04....ccveeeeeviieieieieieee, 102
GS50-06B-25....cccvvieieieieiiieieieieee, 60 GS50-06E-02 ...covvvvvvvverererererenenenenens 69 GS50-08A-08.....cccvvveveveeeeeeeeeeeeeeennns 84 GS50-12D-05...cccivviiieiiiiiiiiiiienen, 101
GS50-06B-26 ...cccovveveeeieieieieieieeenn, 32 GS50-06E-03 ....oovvvivererererererereeeneenes 61 GS50-08A-09.....cevvvvvvereeeeeeeeeeeeneeens 72 GS50-12D-07.cccveviiiieiiiiiiiiieieien, 101
GS50-06B-27 ..ccvvveieieiiiiiiiiiiiiienan, 64 GS50-06E-04 .....coovvvvveveveveveneneeeneees 61 GS50-08A-10...cccvvvvrirereeeeeeeeeeeeeeenens 73 GS50-12D-08.....cccvvveveiiiiiiieienannnn, 101
GS50-06C-01 ..ccovvviiiiiiiiiiiiiiienennn, 118 GS50-06E-05 ....cceevvvvveiiiiiiieieeeenn, 61 GS50-08A-11...cccvvvivereieieieeeeeeeeeeeens 21 GS50-14-02 ccvvvvviieiiiiiiiiiiiiieieie, 28
GS50-06C-02....ccevvveveiiieieiiieienenenn, 119 GS50-06E-06 ....cccevvveveeeieieeeeeeeen, 63 GS50-08A-12...ccuvvvivereririieneieeeeeeeenns 89 GS50-14-03 ..coiiiiiiieiiieieieieieeeeee, 28
GS50-06C-03...ccevvvereieieieieieieeennnn, 132 GS50-06E-08 .....ccevvvvveieieieieeeeeen, 38 GS50-08A-13...cceviievererereeeeeeeeeeeeenens 21 GS50-18-06 ..ccevveeeieieieieieieieeeeeee, 33
GS50-06C-04 ....ccovvvveveieieieieieieeennnn, 30 GS50-06E-09 ...ccceevvvvviieiiiii, 61 GS50-08A-14.....cccevvvvviiiiiiiiiin, 70 GS50-18-07 covvveeeeeieeeieieieieieieeeee, 33
GS50-06C-05...ccevvveveieieieieieeeeeenen, 120 GS50-06E-10...cccvvvvviiiiiiiiiiiinininn, 67 GS50-08A-15....cciviiiiiiiiiiiiii, 73 GS50-18-10.ccciiiiiiiiiiiiiiiiiiiiieieee, 34
GS50-06C-06....cceeveveeeeeieeeeeeeees s 118 GS50-06E-12.......... commmmmmmmms . .. s 59 GS50-08B-02 suwwwss. .. . swmmmmmmmmmnnceeeeeeess 59 GS50:18-29 ..ccoviiiiiiiiiiii, 31
GS50-06C-07 covvvvereveieieieienei e, 29 GS50-06E-13 ..ttt b, 63 GS50208B-03.....cccceetitiernnnn il 59 GS50-18-43 ..o, 53
GS50-06C-08.....coevvvvrereieieeeeeeen il 64 GS50-06E-14«......... o o 64 GS50-08B-04mmmn.....0ce.eevveveveidinhenihe 71 GS50-19-01 .coevvvvviieiiiiiiiii, 53
GS50-06C-09....cccvvvvvvvevereren e, 29 GS50-06E-15 ....cccoiitniiiieeeeeeinte, 67 GS50-08B-05....ccoeveitidieiiienii o 72 GS50-19-02 ...ovvveieeeiieeeee e, 46
GS50-06C-10.ccciiiiiiiiiiieierererenaoi 131 GS50-06E-16 .........mmmmmn. .. 67 GS50-08B-06mmmm... oL 72 GS50-19-03 ....ooveiieeireeee e, 47
GS50-06C-11..ccvvviiiriiiiiiiieieieieeenenn, 32 GS50-06E-17 covvvveieieieieiiiiieieeee, 59 GS50-08B-07 ..cccvvveveveiiiiieieiiieieienen, 72 GS50-19-04 ..o 48
GS50-06C-12 ...cvvvvieiiiiiiiiieieieieienenn, 22 GS50-06E-18 ....cceeveveveieeeieieeeeeee, 60 GS50-08B-08.....cccvvvvveieiiiiieieieienenn, 72 GS50-19-05...ovvviiiiiiiieeeeeeeiee, 49
GS50-06C-13 ..coiiiiiiiiiiiiiieieieieeeeeen, 29 GS50-06E-19 ...ccevvvvviiiiiiiiii, 66 GS50-08C-01 ...ccevvvvveeeeeeeeeeeeennn, 38 GS50-19-06 cccvvvvviieiiiiieiiiiieieieee, 50
GS50-06C-15...cciiiviieieieieeeeeeeeeeeeeees 29 GS50-06E-20 ...ccceevvviiiiiiiiiiiininnnnnn, 63 GS50-08C-02....ccevvvvverereeeeeeeeeeeeeeeeens 38 GS50-19-07 ccvvvvviiiiiiiiiiiiiiii, 50
GS50-06C-16..cccvvvveveieieeeeeeeeeeeeeeeens 30 GS50-06E-21 ..ccoevvvvvviiiiiiiiiiininn, 71 GS50-08C-06 ....cceevrvrrerrreererereninnes 60 GS50-19-08 ...coevvviiviiiiiiiiiiiiiii, 51
GS50-06C-17 ccovvvviiiiiiiiiiiiiieieieeeeeees 30 GS50-06F-01 ....ceeevvvvveieieiiieeneeennnn, 17 GS50-08C-07 .ccovvvrrriereieieieieieieieeeees 38 GS50-19-09 ..ccvvvviiiiiiiiiiiiie, 51
GS50-06C-18.....ccvvvvviieiiiiieieieieieeeees 65 GS50-06F-02 ....ccoevvvvvviiiiiiieinneennnn. 17 GS50-09-01 ..ccovvvrreiieeeeieeeeeeeeeeeeeees 159 GS50-19-10.ccciiiiiiiiiiiiiiiiiiiii, 47
GS50-06C-19 ...covvvvviiiiiiiiiiieieienenns 114 GS50-06F-03 ...ccooeieieieieieeieeieee, 7 GS50-09-02 ..ovvviveiiiiieiiieieieieieienes 158 GS50-19-11 v, 52
GS50-06C-20...cciviiiiiiiiiiiieieieienennns 133 GS50-06F-04 .....ccoevveveeeieeeeeeeee, 146 GS50-09-04 ....coovvvviviiiieeeiiieieieienes 152 GS50-19-12 v, 48
GS50-06C-21 ...ccovvrvreriierereienenenenas 132 GS50-06F-05 ....cceevvviiiiiiiiiiiin, 18 GS50-09-06 ...covvvveieriieieiiiereneienenens 157 GS50-19-13 ., 52
GS50-06C-24 .....covvvveveveveieieieeenanns 118 GS50-06F-06 .....ccevvvvveiiiiiiiennnnnnn, 18 GS50-09-13 ..ciiiiiiireieeeieeeeereeeeeeenes 151 GS50-19-14 ..o 55
GS50-06C-25....covvveeeeeeeeeeeeeeeeeeeeees 31 GS50-06F-07 ccevvveviiiiiiiiiiiii, 18 GS50-09-14 ....ccovvvvvvveeieierenererenenens 155 GS50-19-15 .., 57
GS50-06C-27 ovveveieieieieeeieieieeeeeees 120 GS50-06F-08 .....cccevvvvvviiiiiiiininnnnnn, 19 GS50-11-10cciiiiiieiiieeeeeeeeeeeeeeeeeeeees 45 GS50-19-16 .ccevviiiiiiiiiiiiiii, 49
GS50-06C-29.....ccovvvvveveieeeeeieeeeeeeees 132 GS50-06F-09 ....ccoevvvvviiiiiiiiiininnnnn, 19 GS50-12A-01..ccovvvvvveeeeeeeeeeeeeeeeeees 147 GS50-19-17 v, 144
GS50-06C-31..cccviiiiiiiiiiiiiiieieienenes 121 GS50-08A-01...ccceevvvvieiiiiieieeeeeennn, 20 GS50-12A-02..cccuvveveveeeeeeeeeeeeeeeeenes 147 GS50-19-18 ..cvviiiiieiiiiiiii, 58
GS50-06C-32....coiviiiiiiiiiiiieieieieienenas 29 GS50-08A-02.....ccovvveeveeeeeeeeeeeen, 20 GS50-12A-03..cciiiiieeeeeieeeeeeeeeeeeeees 147 GS50-26-01 ..ccvvvvvvveeeeereeeeeeeeeeeeeeeees 45
GS50-06C-33 ...coiiiiiriiiiiiiieieieieienes 132 GS50-08A-03...ccceeveieiiieieiiieeeeeee, 81 GS50-12A-08....ccevvvveivieieieeeieeenennns 148 GS51-02-01 .coovvvireieieieeeeeeeeeeeeeeeeeees 78
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GS51-05D-06....cccevvvveeeeeeeeeeeeeneennn, 134 GS51-07-10 ... 45 GS55-01M-04.....covvveeeeeeeeeeeienns 52 GS55-05B-33 ..., 88
GS51-05D-07.coeveveeeeeeeeeeeeeieeeeen, 133 GS51-07-11 ..o 61 GS55-05A-01....ccvvviiieeeeeeeeeeeen, 77 GS55-05G-04......ccovvvvveeeeeeeeeeerreenn, 36
GS51-05D-08.....cccvvveveveeeieieeeeennn, 133 GS51-07-12 ... 62 GS55-05A-02....ccovveiieeeeeeeeeeenn, 69 GS55-05H-01.....ccoveviiieeeeeeeeeeee, 54
GS51-05D-09.....ccovvvveeeeeeeereverinnn. 133 GS51-07-15 .coiiiierereeeeeeeeeeeeeeeeeeeeeens 68 GS55-05A-03....ccorriiieee e, 69 GS55-05H-02....ccoveviveeeeeeeeeee, 56
GS51-05D-10....ccevvvvieeeeeeeeeereranennn. 130 GS51-07-21 ccovvvvvreveeeeeeeeeeeeeeeeeeeeeens 72 GS55-05A-04 ..., 70 GS55-05H-03.....cooiiiceeeeeeeeeeee, 56
GS51-05D-11....cccevvvieeeeeeeeeeen, 131 GS51-07-26 ... 56 GS55-05A-06...cccvvivveieieieieieeeeeeeen, 71 GS55-05H-04......coovreeeeee e, 56
GS51-05D-12....ccevvveeeeeeeeeeeen, 134 GS53-02-01 ... 22 GS55-05A-07 ccovvvveeeeeeeieeeeeeeeeeeeeee, 62 GS59-01-01 ..ueieeieeeeee e, 109
GS51-05F-01 ...coevevviceeeeeeeeeeeen, 63 GS53-02-03 ... 23 GS55-05A-09.....covvvviieeeeeeeeeerinn. 61 GS59-01-02 ..., 109
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A
abatement Project .......ccecceviiievienieeneeee, 47
acceptance testing (computer applications)........... 40
access
building entry logs (employee) .......ccccecvverveennnnn. 75
network/system/data........ccccceeeeeeiiieenie e, 39
accession/discard (libraries) .......cccovveeereeevreeeineenns 148
accidents
hazardous materials ...t il 47
traffic colliSionsS.......covveeeee s o oo bervecee 63
VENICIES .. B et bt 22
accommodation (ADA).............mmmih. ... . 116
account adjustments
payable/receivable.........cccovveeviieiieccirccrieeiees 78
PAYIONl . 108
accountable forms .......cccevvvevieenee e 145
accounts payable/receivable .........ccccooeevvevieneennenn. 78
accreditations (from other agencies)........ccccccevueenee. 5
acquisitions (land/property) .......ccocveevrvrcernnnene 71,72
addresses/passwords (URL) .......ccveeveveeecreeiveceneeenne 42
administration (general) .......cccceevveeicieeviencieeceeen, 5
administrative
PrOCEAUIES......vviieeitieeciteeeeetteeeeetee e e reeeeebreeeeans 27
reviews (public disclosure) .......ccccccvveeevveeennnenn. 152
WOrKING fileS...ceeeiieeeeiee e 5
advice
1= ==Y S 22
Provision Of .....c.ceeiveiiiiiiieeeeee e 6,7
advices (remittance) ......cccceeeeeeeeciiee e, 84
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advisory boards/councils/commissions/committees

audio/visual recordings of proceedings ............. 10
correspondence
MNINUEES ..ttt e e e e e
affidavit of mailing/posting public notices................ 9
affirmative action.......ccccevviiiiiiiiiieeeicc e, 116, 117
agency
CharterS.cuii et 24, 25
g0als/0bjeCtiVES......ccveereerieieceereceee e 25
health insurance providers.......ccccccceveeverenenen. 114
historicalfileswmmmmmmms. ... ... commmmn.. ... smE——=" . 17
informationalireports ...l ideii e, 7
liabilitys(risk data)eet......... . i, ... L. 31
newspaper clippingsh..... M .ccceeeebebeeiiteeenveennnnn 18
photographs ............o L L. 18
policies/procedures.........ccceevveeereeecieencreesiveennnnnn 27
Press rElEASES ...cccvcvveeeiceeeeeieeeeeieeeeeeeeeriee e e 18
public opinion Polls.......cccceevveeniiinieniieieeees 19
publications/forms ..........cccoeeveeveeeeecrennnns 146, 160
retirement investment contracts ..................... 115
SCrapbooKS. ..., 19
SPEECNES ... 19
WOPK Plans ......oooiiieecciee e 26
agendas
packets (boards/councils/committees................. 9
public NEAriNgS......ccvvvivcieeeecee e 15
FEQUESTS ...ttt 9
agreements
collective bargaining.......c.ccccecveeeecieeecciiee e, 122
(oo o] A - [o1 {UI- 1 IS USRS 20
dispute resolution..........cccceeeviieeeeciieeeennns 127,128
employee enrollment ..........cccoeeeiiieeecciiee e, 112

FINAL e 127
BrANT Lo 98
hold harmless ......oeceevieeniiinieeceeeee e 29
INTLIAL e 128
superfund CoNSeNt.......ccccccveeevcieeeeriieeeeree e, 57
QI QUATIEY v e 132
AIDUMS. e 19
Americans with Disabilities Act (ADA) .................. 116
analyses (research) .....cccccoeeeeciieeecieee e e, 8
annual reports
boeards/councils/ecommittees......ccocvvevevevevnnnnn. 10
chief fiscal officer... b i, 78
truStEEs (liBraries) ..octeeee e 147
applications
employment ..o 140
PlaNNING/rEVIEW....cvevveeerieeieeeeeeeeee e 39
VOIUNEEET oottt 142
appointment calendars.........ccccceeveiieeeciiee e 5
appointments (boards/councils/committees)........ 10
appraisal/appraisal required................... see Glossary
appraisals (independent) .......cccceeecveeevcieeeeciee e, 77
apprentice certification.......ccccccevevviiiiciereiieees 143
APPrOPFIALE USE.uuiiiiiiiiiiiiriieeeeeriirreeeeeessiereeeeeeeas 44
architectural drawings ........ccoceeveiiiieniiiniecneeee 35
archival....occeevvieeiiice e see Glossary
collections (libraries) .......cccccevevveeeecrveeeennns 148, 149
records (transfer).......ccccveeevcveeecciee e, 159
asbestos
handling/training.......c.ccceevveeveeceeceeneece e 51
FEMOVAL.c.uiiiiiiiiieeiee et 47
as-built
architectural drawings........ccoecevvieerieeniieneennen. 35
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CONStruction Plans .......cccecveeevcieeeeciee e, 33
as-designed construction drawings ........cccccvveneee. 33
attachment (salaries/wages) .......ccceeveeveecreennennen. 107
attorney general opinioNns........ccocecveeevcieeeesiee e, 22
auctions (authorizations/notifications) .................. 38
audio/visual

agency publications .........ccccceeveeeiiieeeeciee e, 146

MALEIIAIS ..vveetie e 18

recordings/transcripts .......cccvveeeveeeereeeiveesiveennnnnn 16

records of official proceedings .........cccccvvveennnennn. 10

SOUICE FECOIAS .eeuveerireeiieeniieeieeesieeeteesreeseeeas 156

systems (installation).........ccceeeeeviieniieciiecceeee, 37
audiometric teStiNG......cveeeuveeeemmmmmm e egmreeeneeenns 130
audits

fINAINGS e e e 90

fiscal/performance reportsi..........iodeeecbedenveennnn i 90

fuel/pump tank..........ooo it L 67

reference materials ......cccccevveevieenieiniennieeees 90

(=] oJo] o £SO TN 90

subject/reference files........ccoovveveevreevecrienreennn, 90

trails (IT infrastructure).....ccccceeecveeeveecciee e 40
automated tasks (electronic info systems)............. 41
AWArd fil@S..ccuiiiiieeiee e 136
B
B&O (business and occupation) tax..........cceeeun.e... 101
background files........ccccoueeeeiiiiiciiee e, 135
backups (public records)......ccccceeviieeiicieeeeciee e, 41
badges

application/documentaion .........cceceeeveeveereenneens 75

identification records ........ccoccevveenienniienieniennn 74
bank/banking ........coceeveeiiieiieeecce e, 92,93

benchmarks (IT system health)........cccceveennnenneee. 43
benefits
contracts/policies/plans ........ccccccvevveeeenreenenne. 112
detail report (payroll) ......ccoeeeeeevieeciecieeiees 103
enrollment agreements.......ccccceeveeeveeriieenineene 112
monthly statements (paid) ......cccceveeereereenennnen. 114
participation ..., 112
STUAIES/SUIVEYS ...uveecereeetee ettt 109
bids/pProposals ........ccceeeereeecieecirieeie e 20,21
billing
AISPULES weeeeeee e 80
equipment/vehicle Use.........ccovevveeeecreeireeciennnns 61
restitution statements...... .ommm.. ... .. srmmm———";- - 23
bills of sale .....oveeee bbb i 79
biographical fileSmmmmtt......... . ... L. v 17
boards/councils/committees
agendarpackets........ k...t Lo 9
anNNUal rePOItS ...veeeeeiee et 10
APPOINTMENTS v, 10
audio/visual recordings of proceedings ............. 10
MNHNUEES ..ttt e e e e e e e e 12
INAEXES cneiiee ettt e 11
0aths of office....ccceciirvieniiiic e, 13
OFINANCES .vvvvvevereieeeeeeeeeeeeeeeeeee s 13,14
INAEXES 1ovvveeiirenee ettt 11
PEtitioNS..ccciiiiiii 14
010 o] [ ol oo ] 4 (o113 SRR 9
reports from advisory bodies ...........cccccuvvernnennn. 15
reSOIUTIONS coovvvveiiiiiiiiee, 13,14
INAEXES cuvveeeeiiee ettt e s rree e 11
subcommittees (minutes/reports) .........ccecveeee. 16
transcripts of proceedings........ccccccecvveeeeciieeennen. 16
boilers
INSPEeCtion reportS....ccccceveieiiiii e, 63

operating Permits .......cccvveeeeiiieeenniiee e 66
boNd ProjeCctS.....cccveeeiieiiieieeee e 22
bonds

Fidelity/SUretY .ovveereeceeeeee et 29
boNdS/COUPONS ...cvvvetiieteeeieecteeeee e 84, 85
brochures (agency publications)................... 146, 160
budget

departmental requests.......cccccceeeercveeeecieeeseneen, 94

development .......ccoccveiiiciericee e 94

FINAl e 95

FOreCastS ..vvviriiieeiec e 94

Preliminary ... 95

FEPOITS coiiiiiiiii it 94
build guides (NEtWOrk) h.....ccceevveeeiieiieeeecreeenee, 42
businessrand occupation taX.........cccecveeeeceveeennnen. 101
business hours/addresses........cccovveveveeeeeveeenennen. 160
by=lawsmm.. . 24
Cc
calendars

agency publications ........ccccvevcieeeeiiieennns 146, 160

APPOINTMENT ...eeeiiiiieeeiiiieeee e 5
camera-ready artwork .......cccecceveveveeeenneennn. 145, 146
capital improvements ........cccceeeveiniieeneenieeneeee, 34
CArd KEYS .ttt 74
case files

billing dispute (customer)........ccccccvveeeeiireecnnennn. 80

Civil service Commission .......cccevvveervveeriieenivennns 124

employee assiStance........ccceeecveeeecieeeecvee e, 111

L= 14 o] o RS 23

workplace violence.......ccccveeeeeciiicccieeeeeees 129
cash

INDEX TO:
SUBJECTS

Page 176 of 188



Washington State Archives
Office of the Secretary of State

Local Government Common Records Retention Schedule (CORE)

Version 2.0 (January 2010)

accounts/BOOKS ....covcevevireieeeee e 92,93
(o = 11 1 81
JOUMNAIS oo 82
PELLY corieiiiiieee e 83
receipts transmittals..........ccooceevviiiienniiinieneen. 79
received reCeIPtS ....veveerieerieeriee et 84
catalogs
agency publications .........cccceeevieeeeciieeenns 146, 160
library collections ........cccceeevcveeeeciee e, 147
CDs/DVDs/videos (agency publications)....... 146, 160
census records (Office of Financial Management) . 24
CENLral STOES .ouvieeeeiee e 60
certificates
bulk Mailing ....coeeeeee b 150
destruction
hazardous materials....m.....ccoo. btk bodee e b 48
public records................. 0wl 157
hazardous waste disposal........cccccccvrevcveeercneennne 45
iNSPeCtions/SYSteMS ....cccvveevveerreeccee e, 64
iNSUraNCce POlCY ...cceeeveeiieiee e 30
IRS (withholding) .....ccccvvveviiieiieieecee e 104
naturalization (COPIes) .....cccevvvervrereveerreesreennn. 141
title (Vehicle) ...ooooueeeeeeeeee e 69
certifications (from other agencies).........c.cccueeun...e. 5
certified mail (logs/return receipts).......cccoveenens 150
charters (agency) ..cccoeeeecieeevcieeeeee e, 24, 25
charters (computer applications)........cccceeevveeenneen. 39
Check Clearing for the 21st Century Act.................. 92
checks/warrants
BIANTS ettt 100
FEEISTOIS .ttt 88
3 00] oI 0 T- 1Y/ 4 4 1=1 o) S PPPURt 85
STUDS 1ottt 79
substitute/cancelled........ccccccevvvevneeeieeiieiiieeeee. 92

chemicals
aNalysis SErVIiCES.....coceerieinieiieieeeee e 55
inventory sheet.......cccccocieeiciieeccceee e 50
chief fiscal officer (annual report)........cccccceeuveeenneee. 78
chronological reference file ........ccccoveeeciiieeciieeenee, 5
circulation (libraries) ......ccoceeecveeeecieeccciee e 147
citizens’ complaints/requests ........cccocveereeereereenneenn. 17
civil service
commission
[or 1= 1 LT 124
exXhibitS..ccovviiiiiiiii 124,125
investigation files ........cccceeeeieeiiciiieceiee e, 125
BT YT | PP —— 140
eXaminationiil......eeiideee boteee e e 140
claims
F= ool [0 (=] 1 S S S, o B 22,119
costsireports/statements ...t ... L 118
damage/loss (purchasing) ........c.cceceeererereenenne 81
dAMAEES et 22
disability/health/welfare........cccooveevvveevrennnnnn. 110
Federal Emergency Mgmt. Agency (FEMA)......... 29
unemployment insurance..........cccccceeeevveeenneen. 115
workers compensation .........ccceceeeeerieenn. 120, 121
clippings (NEWSPAPENS) ..evveerrieeeeireeereieeeeeeee e 18
collateral SECUTitY.....ccovieeveiriiiiiiierieeeeee e, 85
collections
libraries...ccccccciiiiiiii, 147, 148, 149
PAYMENES AU ..cevieeiiiiieeee et 80
collective bargaining.........cccocveeeevvieeeciieee e 122
collisions (VENICIES) ....eeevvveeeeiiieeeiee e, 63
combined eXCiSe taX.....cveverrriieriieeriieenieenieeneeenne 102
committees
agenda packets....ccccciiicciie e 9
aNNUAl rePOIES .eoeeeeiiieieeieeeee e 10

APPOINTMENTS .evvvviiiiiiiieieierererererereeeeeeeeee e eeeeees 10
audio/visual recordings of proceedings ............. 10
MINUEES et e s srree e e e e
indexes ...
oaths of office....cceveeciiiicii e, 13
OrdiNANCES ...t e s 13,14
INAEXES ..t 11
PELILIONS ..o 14
public NOLICES....ccoecveeicieeecee e, 9
reports from advisory bodies .........cccccevvverurennne 15
FESOIULIONS ..vvvveeeiceeeirieeee e 13,14
INAEXES c.eevee et 11
subcommittees.(minutes/reports) .........ccocuvenee.. 16
transcripts of proceedings......cccccceveveveeeniiieennns 16
communications
EXECULIVE. .ohuvurrreeeihinerierererereierererererererererererereeeeen 6
NON-EXECULIVE ....oeiiiiiiiiiii e 7
commute trip reduction.........c.ccccuvee.. 109, 110, 115
Commute Trip Reduction Act (CTRA) .....cceeccvveenne 109
complaints (CitizeNns’) ...cccueeeevciieeeciee e, 17

Comprehensive Environmental Response,
Compensation, and Liability Information System

(CIRCLIS) uvteeeieesreeeteeste et estee e st re e st 55
computer software
design/implementation........cccccoevveeveeecreeecneennne. 40
Planning/revieW.........ccveeeveeiieecie et 39
confined spaces (Permits)......ccccceecveeevieeeesveeeennen. 32
conservation (public records) .......ccccceecveeeiiiieeenns 157
Consolidated Omnibus Budget Reconcilation Act
(COBRA) et 110
construction
as-built plans.......ccceeeeeeii e, 33
as-designed drawings ........ccccceeeeciieeeeeeeeccnnnenn. 33
engineering/architectural drawings ...........c....... 35
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facilities standards/specifications ..........c.ccccue... 36
T o ] =T or £ PRSPPI 34
consultant/contractor rosters.......ccceveveeveveveeerennee. 20
continuing education .......cccoeeveeeeicierecciee e 143
(10 ] ) 1 = [ £ TP PUUPPPRRRN 20
conversion (records) .......eceeevveeveescreeesveenenes 153, 154
copies (duplicate/secondary).....c.cccceeeereeeireenneens 161
correspondence
boards/councils/committees........cccccovvvuvvreeernnn. 11
cost allocation ......ccccvevevieeeccee e, 73
councils
agenda packets......o.cceviiniiiniiie e 9
Lo Lo TU T I 6=Y oL ] o £ 10
APPOINTMENTS .evvviviiiviiieiee e erereeeeisb e bedeeeeeeeees b 10
audio/visual recordings of proceedings ............. 10
MINUEES . .coiieieieieeeeeeeeecee e B ik bt b 12
INAEXES .evvveevvee et 11
oaths of office....cuvveecciiiee e, 13
(o] o [T =1 Lol =L 13,14
INAEXES .ttt 11
PELILIONS . ..oeiiiiiiiiiie e 14
PUbBIiC NOLICES....eeeeeiieiieeee e 9
reports from advisory bodies ...........ccccuvveeunenn. 15
FESOIULIONS ..vvvviiiieiieieeeeee e, 13,14
INAEXES .t 11
subcommittees (minutes/reports) ........cccccueenee. 16
transcripts of proceedings.......cccceevcvveeeecveeennnen. 16
creation of forms/publications ............ccceeeueeueennen. 146
credit/debit purchase ........ccoceeevereneneeeneeiens 80
criminal background check (employee/volunteer)140
critical materials list......cccceeeeiieiiiiiieec e, 45
custody (public records)........ccceeeeviieeiiiiieeeciieeens 159
CUSEOMEr aCCOUNTS...cviviiiiiiiieiiiereeereeeeeeeeeeee e e 80

D

DAD (Early Destruction of Source Documents after

Digitization)
daily Cash.....oei i
damage/loss Claims........cccveeviveeceecieeeee e, 81
damages (Claims) ....cvevevceveeeciiie e, 22
dangerous waste report....ccccccceeeccveeeveieeeeseeneeennn, 46
day files (chronological reference files)..................... 5
deeds/titles ..c.ueiveeeceeeeeeecee e 69
deferred compensation .......c.cceeceeeiieeieeniieenneens 112
delegation of authority .........cccceeeecieieiiieeceiecee, 91
deliVery(mail) S ... L T 150
Department of (state agency)

Ecology

generator annualidangerous waste report.... 46
Labor and Industries

boiler vessel report .......ccceeceeeevcieevecier e, 63
industrial iNSUraNCe........ccovvvivviiieeeeriieeeee 118
self-insured certification ........cccceeveeirnenn. 120
Retirement Systems
ApPlications ....cceee e 107
Revenue
AAVISOTY cneiiee ettt 102
unclaimed property report.......ccccceevuvennn. 86, 88
Transportation
Commute Trip Reduction Act...........cccccueeeune. 109
deposit records (banking) ........cccccoeeeiciieeeciercennen. 92
design (agency forms/publications).........c............ 146
destruction (of public records) ........cccccevveeviiveeenns 157
development (computer applications) .................. 40
diagrams (NetWOrk).......ccoeeeevverieciee e 42
digital voice messages/voicemail..........cccocvruenene. 162
digitization of records.......cccccevvvevenuneenn. 153, 154, 156

direct deposit.....cccceeeeeeiiiiiiieecceceeee e 103, 104
disability/health/welfare claims .........ccccccovvveennen. 110
disaster preparedness/recovery................. 28,29, 31

public records (backups)......cccceeeciveeeiiiieeeeiieeens 41
AiSCIPINE o 124
disposal

hazardous material records........cccccevveerieennenne 48

hazardous waste permits........cccceecvvevecvererireennnns 52
diSPOSItioN....eeeriieiiieeieereeeee see Glossary
Disposition Authority Number (DAN) ..... see Glossary
dispute resolution agreements...........c........ 127,128
distribution of expenditures ........cccceevvveeeeciieeennenn. 81
documents (digitized) ..........ccceeeeeieeeiiieeeeiee e 155
donation of public records.......cccccevvevcieeeeiierennns 159
draftsa(preliminary) ..o 162
drug/alcohol t8StS......leeeveeeeceieereecrecreee e 136
duplicateraffifavit/bond ...............ccceeeeevveveenneennnne. 79
duplicate CoPIes ......cceevieereeriiieeieereeeeeee e 161
E
Early Destruction of Source Documents after

Digitization (DAD) ....ccceeevreeeree et e 159
CASEMENTS..eeiiiiiieieree e e 69
Ecology, Department of

generator annual dangerous waste report......... 46
Electronic Imaging Systems (EIS) .................. 155, 159
electronic information systems

applications

design/implementation...........ccceeeeieirieeneenns 40
Planning/review .......c.ccceeeeeeveecreeeeceesreeceeene, 39
automated/scheduled tasks.......cccoeeveveeveeennnne. 41
backups (disaster preparedness).........cccceeueeneen. 41
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employee access/authorization............ccoeeveenee. 39

helpdesk requests.......ccccveevcieeeecceeecceee e, 41

infrastructure (audit trail)......ccccceevveeievneeeennnnnn. 40

IT hardware maintenance............ see Work Orders

network design/build ........ccocoveiiiinienenienne, 42

online content ......ccccooeeciieeiiiiccee e, 42

real time performance.........ccocceeeeviviiecieeecnnennn. 43

SECUTrity MONITOIiNG ..uvvvvvieieieivivieieieiererererereeeeeeens 43
electronic records

oo T2} o o] IS

conversion

destruction

disaster preparedness .........ommmmmme veeeommmeeeeeneeess 41

forms/publications ..........eeveeeeic i ccben e, 160

from external sources........... e iee e, 161

MIgration .....ooevvvivieii e B el b

ONlINE ..uvviiciiee e

online content ......cccccevevcieee e

retention/dispostion..........cccceeeeeeeieecieesveennen.

secondary/duplicate

SOUICE reCOrdS ...uvvverureeererreeenireeenns

transfer of legal custody

TrANSITONY v
€leVators .....oiieeeeee e
eligibility list (employment) .......cccoveeviiieeeiiiieeens 140
email

o [0 [ ST YT 160

unsolicited/spam .......ceecveceeeeceeneere e, 161
emergencies (disaster response ........ccocceeeeereeennenne 31

emergency planning
disaster declaration
ArillS e
management ...............
PUICRASES...cccciiee ettt e e

FESPONSE PlaN ..veveveiiieiiieeeieee e 49
Emergency Planning and Community Right-to-Know
ACE (EPCRA) ..ooiiieiiieee ettt see e 57
employee
access
ENLIY IOZS..uviiieiiee e
networks/systems/data .........ccoeeveereeveereennen.
aSSIStAaNCe Program......cccevcveereeeneeeneeniieeesneenane
audiometric test .......cceceeneen.
award files ....ccceveerieeniiennnnnn,
contracts
corrective action.......cceveeeveiiiiiiieee e
Lo T =Yt oY V7 03] =Y U —
enrollment agreement ...L..........0h e,
grievances/appeals..........cccoceiiiivneveeiesieiinennn
hazardous material exposure
medicaliand lexposure........ ... L
misconduct investigation.........cccccceeeneen.
PAY hiStOrY coeveeiiieiiiec e,
performance background files.......................... 135
personnel files .......ccccceevveeennenn.
retirement benefits
right-to-KNOW.....cooveiiiieee e
suggestion files .......ccceeevvieeieccie e,
10=10 0o To] 2= oV USSR
training history ......coceeviieneniiiec e,
employment
applications.......cccceeeeeveciiieeee e 137, 140, 141
eligibility «ovvveevieerieeee e, 140, 141
equal oppOrtUNItY....ccceeecieeeeceee e, 117
INTEIVIEWS ..eeeiiiiieieie e 141
requisition/personnel action request............... 141
encroachments
ENEIEY USAZE ..veeiurieeureeiureesreeessreesseeeteeesseesseesssessnees

engineering specifications ........ccccccceevcieeeecnee e, 35

environmental
Checklists ....ovvieiiieiee e 56
chemicals list ....ccceevieeniiiiiieece e 45
hazardous waste disposal.......ccccevverveiiniennennns 45
impact statement .......ccoccceiiiiiiiini 56
(0070 ] a1 (o] 4 oY - SN 45
pesticide spray application documentation ....... 53
site assessment......ccccceevevieiieerenennee

equal employment opportunity

equipment
auctions (disposal) .....ccccercveerceenieenieerre e,
DIllING evee it
boilers (inspection TEPOrts) ......ccceceveeveeerereenne.
checkout 1085 ..........itdeeeeeriiiiiiie e,
disposal (QUCLIONS) iurieeeeeiiiecieecieesee e
disposal (sale/salvage).......ccccooeeeeieceeccreeecneenne.
INSTAllation ...c.covvveerieeie e
[EASES cuveiirieriie sttt
maintenance (history/reports)
o] e 1= USSR

safety analysis...............

sale/salvage (disposal)......cceevveevveeneeenreeenreeenne.

statistical reports.......cccccvveeeeeiicccieeee e,

SUFPIUS ProPErty c.veevveerveerieenieeneeeseesieeseee s

USE eveierterereeteeeteesteesseesaseessseesseeesssesnsessseessseess
(=14 ={e] Vo] 10 (ol SRR
essential records......cccvvvveveerieeineeniennns

FISES . eeeeeeet et 158
event logs (electronic info systems) ................. 41,43
EVICtioN records .....ccvveeeciee i 61
EXCISE TAXES ..evveeeeeeeeeiircee et e e 102
executive communications (internal/external) ........ 6
exemption logs (public disclosure) .........cccccvveennne 152
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expenditures
distribution ......coveeviiieiii 81
ESEIMALES e, 94
Brant rePOrt coovvviiiiieeee e 96
TranSactions ......ooueeeieeiiiiiee s 81
EXPOSUIE rECOIS ....eeveiierieeiiieeieesreeeee e 130
F
facilities
architectural drawings........cccoeveeeevvieeeiniien e, 35
as-builts (architectural drawings)........ceveeeveernnns 35
auctions (disposal) .......c...berieiic b 38
boilers (inspection reports) i .coecieteeveeennein 63
CONSEIUCTION . ... e et e b e 34
disposal (auctions)..............msth. ... Dol 38
engineering specifications.........cccecevvveeceeeenen, 35
fire alarms (applications) .......cccceeceeveeneenenninnen. 32
installed equipment.......c.cccoeviiriiiiienniieeneen 37
[T 1SR 62
plans (IoNg range) .......ccceeeeecvieeeeiiee e eeciiee e 68
FENTAIJUSE ettt 61, 62
safety iNSPeCctions ......cccveecveei e 64
SPECIfications .....cvvveeeciie e 36
StANAArds ..ocvveeeeieeeeee e 36
VAlUBS ..ottt 77
feasibility studies (computer applications)............. 39
federal claims (emMergency)......ccoceververeeneeneneenne 29
Federal Emergency Mgmt. Agency (FEMA) ............ 29
fidelity/SUrety ..oooveeeee e 29
field Orders...uv e 84
files classification .......ccoceeveiivienieniiienee e 158
final budget.....cccvveeeeeee e 95

final grant expenditure report.......ccccceeevveeeevieeenns 96
financial
statements.....c.eeeiiiii e 81
status reports (8rants) ......cccceeeeveeeeeciieeeecneeeennen. 96
support documents (grants) .......ccceceveeeeeceeeennen. 97
treasurer/finance officer reports........c.cccoueeneene 86
Financial Management, Office of (census records) 24
finding aids (public records)......cccccevvevvvrvveneennnnne 158
fingerprinting (employee/volunteer).................... 140
fire alarms (applications) .......cccoveeeeeiieeiiieeeecieees 32
fire safety
AFllS et 131
extinguishers.(inspections) .asws.. ... sesswssemssss. . 64
inspection reports.........bet e eecciden e 65
fiscal/purchasing/receiving...... .. ... ... S0 .. 81
fixed asset inventories h..... @ ..o hitbeebideeeevieeene 59
fleet (vehicles)
accidents/traffic colliSions.........ccceeevvveevvereiinnen. 63
auctions (disposal) .......cceeeeiiiiiieeeiieeeeeee e, 38
DIING e 61
checkoUut 10gS.....uvvvveciiiecee e, 61
[EASES .veeiieeiit ettt 61
maintenance (reports/history) .......cccceevevreennnne. 63
safety analysis......cccecveeiecer i, 64
sale/salvage (disposal)......cccocerererereeeeeeneeinn 38
statistical reports.......cocceeveeeiiriiceieeneeeeee, 61
SUIPIUS ProPerty ....ccccveeeecieeeecieeeecreee et e 38
USE eetteeeeeeeiieteeeeeesnber e e e e e e e sabbeeeeeeseannreeeeeeeeaans 61
floods (emergency management..........ccceeeevveeenns 31
forms
accoUNtable .....evieiiee e 145
CreatioN..iiii it 146
master set (agency-created).......cceeceerveenneenne. 145
supplies/blank ........ccveeveieiieeciiceeece e, 160

Franchises.....cocvveeeiiiiieee e 25
Fraud. .o 128
fuel/oil storage/usage........ccocevveererceeveneenienieseenn 67
funds
QACCOUNTS..ceiiiiiiiiieee et e e e e e e e 82
JOUNAIS 1t 82
(RIS ..t 85
non-sufficient (NSF) ......coeeeeiiieeiee e, 83
FEMITEEd . eieiiiiiieeee e 84
G
arNiSNMENtS Lul..veeee e 107
general
information (external) ........cccccoevvveveeecieecneenne. 161
Journals (Cash) coovveeceeeceeciee e 82
1Yo o] TSR 83
obligation bonds........ccccceeviiiiiiiiiiiieneee, 85
office meetings (MINULES).....cccccevveerceeeriienieennen 8
safety training........cccoeeeeeiie e, 134
goals/objectives (working files) .......cccceevereeeeecnennns 25
governing boards/councils/committees................... 9
grants
ABIEEMENT .ottt 98
ApPPlIcatioNS......eeeeiiieee e 98
CONTINUING .c.eeeeeiiiiieiere e 96
eXPENAItUIES......uvveeeeeeeeciieee e 96
financial status reports.......ccccceccveeeecieeeeciiee e, 96
financial support documents..........ccccceeeeciveeenns 97
NON-CONLINUING ..oooeviiiiiiieieeeeeeeceee e 97
Project rePOItS..cccccceiieeeeeeieireee e e ererree e e 99
STATISTICS eeeeiieeeeiee e e 100
warrants/checks/vouchers.......cccccooevveennnn. 99, 100
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grievances (employee).....ccccevcveeeecieeeecieee e, 128 | workers compensation .........ccccceveeeeiieeeciiieeenns 118
interlibrary l0ans.........cccoeeeeciiiiee e, 148
H imaging systems (digitization) .........ccccceeeveeennen. 155 internal a?gency
Immigration and Naturalization Services (INS)..... 141 com:r'nttees.. ..... t .................................................... :
hardware (information technology) ....................... 42 IMPrOper ifing decisions ..v..vovsvvsvsvsvsvese 125 ;zf:t;gﬁite(gnlnu e -27
hazard assesSMENTt.....ccvvvueiriierieeiie e 134 incident reports (employee/students)................ 132 Internal RevenueSerwce(IRS) ........................ i04
industial Internal Revenue Service (IRS)......cc..cesrrrrrrrrrrurree.
hazardous materials hygiene 132 Internet Protocol (IP) addresses ........ccceeverveennennen. 42
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B 52 INJUIY e 119 mtscrnrr:i;/nl:ia;:cgement 42
ChEMICAl INVENEOTY oo 50 INSUFANCE ..ot 118 Internet Protocol (IP) addresses """"""""""""" 4
dangerous waste report .........cccoceeiiiiiiiiininnens 46 information technology WED BAAESSES oo iso
destruction/disposal............ccmuerciiiiiseriricniinns 48 infrastructure (audit trail).... ..o 40 web. applicatior;.s. ............................................ 39 40
emergency response planf o NN ] 49 networki(designandibuild)sr ... RETREEL. 42 B e evaluatior.{s. """"""""""""""""""""" '141
employee exXpoSUre ........... ol e eevasatenes 53,130 y*Qgnational inttusionss & o 7
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management plan........ccccoceveniiiniineneceee, 51 inspections Invfeiz:ggr;izet 59
DESEICIAR SPFAY -orr oo oo 53 documentation ........ccoceeviiiiiiiiiniinii 64 materials/é;'L.J.i.}:.).r;(.a.ﬁ.t. """"""""""""""""""""" 59
IBPE-EO-KNOW oo 49 facility safety ..., 64 arts (equi ment/vef;i‘cnl‘(.e‘) """""""""""""""""" cg
waste removal ... 6 fire extinguUiShers .........ccccveeiiieciiiiniicic, 64 parts (r’r?astper HSEN) s 60
hazardous waste 45 fire System ..o 64 Eublic records Blevrenssssssmmisssssnni e '158
QISPSOSa PEITMILS .o 52 NAZArAOUS MALEMIAS oo >0 SUTPIUS PrOPEMY wrvrvresererersrseseseseseses. 38, 60
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health insurance participants ..o, 114 . |nsyr_ance/safety/f|re L o YEAr €Nd FEPONT.....eveeeerireiseiseeseiseeeeseesessessenans 59
hepatitis b Virts (HBV) ..o 131 !nsuffluent funds collections ........cccvveeeeeeecnnneenen. 80 investigations
RIFING e 140 insurance employee misconduct 126, 127
historical files (3ENCY) oo 17 AUILS/SUMVEYS .oeeereeieciiecieeiecre et 29 equipment/vehicles sa;‘;'t;/ """""""""""" ¢ 64
hold harmless agreements. ... 29 certificates ....ccoceveneninince e, 30 UNCIAIMET PIOPEILY oo 87 28
NONEY NOLICES oo 162 AAEY/SUTELY v 29 WHISHIEDIOWET .o 128
human immunodeficiency virus (HIV)................... 131 ztc’)elr(;fjmcosts """"""""""""""""""""""""""""" ig INVESTMENT ACCOUNTS....eeeeeereeeeeeeeeeeeeeeeeeeeernesenene 93
SAFEty/FIFe INSPECHIONS svoersrooees oo seee s 65 !nvo!ce 1001 £=] YA 2= (LT 78
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job
ANNOUNCEMENTS ..eiiiiiiiiiiieee e e 142
desCriptions ......ccueeeeeieee e 139, 142
journals
agency publications .........cccceeceeeevcieeeeciee e, 146
general/subsidiary ......ccccovevveeieiieieccececeee, 82
junior taxing districts (annual statement)............... 15
Junk Mail/spam ......cooeverenine e 161
K
G PR S0 U AUSRY 74
L
Labor and Industries, Department of
boiler vessel report.......ccoceevveenieenienseeerieeneene 63
industrial iINSUraNCe ......coocvveveerieierieeiee e, 118
(<] o Yo o ST PSPPI 105
self-insured certification........cccccevvveeinnieninnnen. 120
land
auctions (disposal) ....ccceeeeeieeiiiiieeeiieeeeee e, 38
condemnation proceedings........cccccevveeevveeennnen. 71
disposal (aUCtioNS) ....cveveveieieiieee e, 38
information files ......ccoocvvveiiiiiniieeee 71
FIBNES ettt 70
VAIUBS .ttt st 77
leases
equipment/vehicle .......cccoovveevieiiieciecreeeeee 61
PrOPEItY it 62

leave
buy back.......cooiieeeei e, 105
cumulative record......covvenieeneeinienieeneeeiiees 110
FEOUESES coivieeeieieieeeeeee e 115
sharing authorization.........cccoeceeviiniiiiieniens 105
ledger (general).....cccceeiceeecee e 83
legal
bond Projects......ccceveeeeinieineeeeee s 22
1SSUES/AAVICE . 22
litigation case files ......cccoeeeeciieeeeciie e 23
opinions (agency attorney)......ccccceeveeeeecvveeennen. 23
opinions (attorney general) ........cccceeveeeveerveennen. 22
letters.of transmittale.......... ommmmn: ... s 162
levy planning..Lo b 34
libraries
annual report of trusteesm...........vbeebevereerunennns 147
catalog/circulation.....h......lmil ... 00 1479148
special collections.........cccceveeevciieeeccieeeens 148, 149
licenses (from other agencies).......ccccecvveecciieeecneennn. 5
litigation case files.....cccccvveevciee v, 23
loans (interlibrary) .....coccceeeieeveeecie e, 148
lobbyist reporting ......ccccceeeeveereniiee e 8
local
improvement districts .......ccoccevvieieenieiineennne. 101
TAX FETUINS et 102
Local Emergency Planning Committees (LEPC)....... 49
Local Records Committee (LRC).............. see Glossary
logs
exemption (public disclosure) ........cccccecuverneee. 152
industrial insurance .......cccccoeeeevvveeeeeeeenns 118, 132
internet/telephone/fax ......ccccevevieceeeecneenenne, 44
INEFUSION/EVENT ...iiieiieiceee e 43
weapons confiscation ........ccccovcveevnnieeeenieee e, 76
WOrK assigNmMeENnts.....c.ccecevveeeeciieeeciiee e e 135

M
magazines (agency publications) .........c.cccceeeuneee. 146
magnetic records (audio/video tapes).. 153, 154, 156
mail (delivery and receipt) ......cccccveeecveeeecieeeennen. 150
maintenance

history documentation .........ccccceeeevveivcieecnnnennn. 65

[08S/FEPOILS ..cvveveereereeteeeteecte et 65
manuals

agency publications ........ccceeveiiiieniienieeniens 146

installed equipment/systems ..........cccoceeerereenne. 37

operating (facility equipment).........cccccceeveeenneee. 66
manuscript collections,(libraries).................. 148, 149
maps/plans/charts (agency publications)............. 146
master indexes (public/records).......ccccceevvvrernneenn. 158
master set

(0] 1 4 oSSR 145

PUBLICAtioNS ..cooviieieiiieee e 146
materials

disbursement tickets ......ccccceiviiiiiiniiiiiniece, 71

receiving/disbursement..........cccoeeeeveeeiiieiieennenns 72

reference/information (safety)........cccceervennen. 133

safety data sheet (MSDS) ......ccooveevrveeeciveeennen. 52

technical reference
mechanical recordings

media (press releases/newspaper clippings).......... 18
Medical INSUFANCE ....ccovvieieiiiee e 105
meetings
dates/times/locations..........ccceeeevcveeeevvereiennen. 160
general offiCe. ., 8
notices (eMployee) ......cccvveevcieeeccieeeecieee e, 162
memo/memorandum
TrANSItOrY covveeiiiiieee e 162
messages
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annual (agency executive) .......cccceeeevveeeecneeernneen. 10
telephone/voicemail........ccccceevvvevieecneccieeennen, 162
microfilm
records/standards .......ccccceeevuneernnen. 153, 154, 155
MIGration.......ccceevviiiiiiiiiecceec e, see Glossary
CONVErSION PrOCESS c..vvvveiiereeirireeeeireee s 153, 154
SOUPCE FECOIS .ueveieiiieeeiiieeenireeesieeeeeieee e e 156
minimal retention value (public records) ............. 160
minors
library permissions .........cccceevcveeeeecieeeeceeee s, 147
permissions to travel ........cccccveeeeecieeecciee e, 31
minutes
boards/councils/committeeSmmme. v...csmseeerrenneess 12
INAEXES cuvvveeeeiee e e i et e 11
general office meetings ........ . oo bes e eeeee il 8
public hearings...........coooofuvveeeci bt i 15
SUbCOMMILLEES .c.eveeeveeeve sl 16
MISCONAUCT...ceieiieiiriieiee e 124,126,127
models (research) .......ccccevceeeecciee e 8
monitoring
APProPriate USE ....ccovvviiviiiieiriieeneee e 44
information systems..........cceeceiiiiiieniecnieeen, 43
motor pool
accidents/traffic colliSions.......cccccoveveeeevverernneen. 63
auctions (disposal)......cccecvveeeeiieeeecieee e, 38
DIlING weeeeeeeeeee e 61
checkoUt 10gS.....uvviveieiecee e 61
disposal (QUCLIONS) ......eveeeeieeeciiee e, 38
disposal (sale/salvage).......cccceevevercenceneneneennnne 38
[EASES weeeeiriee ettt 61
maintenance (reports/history) ......cccceevveeveenen.. 63
safety analysis.......ccccverieiiei i, 64
sale/salvage (disposal).....cccceeeeeevreeeieecireecreennne. 38
statistical reports.....ccccveecceeecciee e, 61

SUFPIUS ProPerty ...ceeeceeeeeceeeeiieeeeieee e 38
USE eteiteeeeeeietteeee e e sttt e e e e e e bttt e e e e sesanreeeeeeeeaans 61
multi-media presentations (videos/CDs/DVDs)
agency publications .........cccceeevvieeeeiieeens 146, 160
from external SOUrces.......ccccevcveirieenieeniennnennn 161
N
networks
access authorization ........ccccevvceeeeeciee e, 39
AUt ErAil e 40
deSIgN/BUINT cureirreirreeeeereieesrrrmmee e saesssensasneass 42
newsletters
ageney-publicationsd.......... 0. ... s 146
from external sources....qm ...ccoccoitberstidhneennnnn. 161
newspapenelippings .....oh...... sl Lo, 18
nine one one (911) taX....ccceevvereeeeeeeeereeeeeeree e 102
NOISE EXPOSUIE ..ceeuerieiireeeeirereserreeesreeesereeessaneeas 132
non-archival .......ccooeevviiiiinniiieee see Glossary
non-essential.......cccccovveeeiieiiiiiiiiee e, see Glossary
non-paper-based records ........cccceeeereiiiieeeeeeeennns 156
non-sufficient funds (NSF) ......coooeieeeeiiii e, 83
notes (shorthand/stenotype).......ccceeveevveecneennne. 162
notices (informational) ......cccceeveiveeecieeeceee e, 162
notices of destruction ........c.ccceevveivieiniiiniceneennne, 157
numbered forms (accountable) ..........ccccevvreneen.. 145
(0]
oaths of office (boards/councils/committees) ....... 13
0bSOlete ..o, see Glossary
occupational

AISEASE cuvieeeeeieeeee e 119
health/safety ....ccccccvvevveeciiiieece e, 130
injuries and illNESSESs......ccccevvvveeeerciee e, 132
Office of Financial Management (census records) . 24
Office of Record ......ccevveerveenieiiiecnieens see Glossary
OFM (Office Files and Memoranda)........ see Glossary
Old Age Security Insurance (OASI) ......cccoeeeecrveennn. 105
online
communications/advice ........oovveeeveeeeerevesnenne. 6,7
content management.......cccceveveieieieieieienenenenenen. 42
routine agency information.........cc.ccoecvevenneeen. 160
operating
manuals, (facility.equipment) ........ccccceeeveevvennen. 66
permits (boilers/elevators)........cccccceevvevveviennnne 66
opINIEMIROIIS. .ol bt 19
opinions (legal)...........ccveeiiiiiiiee e, 22,23
OPRi(Official Public’Record)..........c..c...... see Glossary
orders/requisitions ........ccccueeeeeeveeeceeeciee e 21,72
ordinances
boards/councils/committees.........cccoeeuveernnnn 13, 14
development files......cccceriiiiiiiniiiiiiieeeee, 13
INAEXES e ievieeeeiieeeriee e seee et e e see e s ree e e sare e e 11
OVEITIME. ot 115
P
PACKING SIIPS ...evveeeeiiie et 72
parent/guardian permissions
lIDraries ..o 147
MINOTS trAVEL.ccivieeiieiieeie e 31
parts iNnventory/reports ........ccceeeveeeecreenreecneeeennens 59
patron/users (libraries) .........cccoveeeeeveeveeeeeneennenns 147
Pay (EMPIOYEE)Y .eoveeieiiieiiiieriee et 104
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payroll
account adjustments .......cccceecveeevcieeeecnee e, 108
deductions......ccveeeeeeeiciiieeeec e, 103, 105
direct deposit.....cccceeeceerieciereriee e 103, 104
EXPENSE lOG.cciiiiiieiiieeiie ettt 106
labor and industries report..........ccocceeveieneennne. 105
108/ShEEL....ccuveieteeeeeceee e 106
FEEISTe ittt 106

penalty assesSMEeNt......ccceeeecvieeeecieeeciieeeeree e 133

pension system (agency operated)112, 113, 114, 115
performance

APPIENTICE. ..eeiiiiiieieee e 143
1o 1 90
eVvaluations ......cccevvveeennsben e i e, 135
management ... e, 135
monitoring/audits (IT)) ... cceeeerdetheeciitecereeennain 43
outstanding (employee) ...... 0wl 136
request for maintentance work..........cccceeevvenne 66
retirement investment portfolio ........ccc.c......... 115
permanent retention ......... see Glossary, see Glossary
permissions
MINOIS traVel.....coovviiiiiiiieeeiee e 31
networks/systems/data........cccceeeeeereeecreeireennnenn. 39
parent guardian (library) ......cccccoeevieeeeineennen. 147
permits
confined SPACES ....ccecvvvieeciiee e, 32
hazardous waste disposal........cccccecevivccveeiinennn. 52
operating (boilers/elevators).........ccccceeevveeveenee. 66
personnel
ACLION rEQUEST..cviiiiiiiieieeecereeeeeeeeeeeeeee e e 141
APPEAIS ettt 128
FIlE e 137
pesticide spray application .........cccceeeecvieeeeciee e, 53
petitions (boards/councils/committees) ................ 14

Petty Cash. .o 83
PhOLO ID .. 74
Photographs.......ccocviieeeiiieeee e 18

agency forms/publications..........c............ 145, 146
physical examination reports........cccceecveeeeecvvee e, 53
plans (facilities) ......coeeeecieeecciee e, 68
point-in-time (webpage/site)......cccceevvvververreennnen. 42
policies

EMPIOYEE ..eeiieieeeeee e 112

INSUFANCE .ttt 30

official AgENCY ..eevvevviieeieeceee e 27
polls (public 0pPINION) ....vvviiiiieecieeeeee e, 19
[oTo] U e Y T AN T T e p——— 54
positions (classifications/development) ............... 139
postersi(agency publications) . .. ... 146, 160
posts (social Networking) ...@..........eebeeeiedeeseveennen. 6,7
potentially:archival ... see Glossary
preliminary drafts ........ccccceeviinieniieieeneeee, 162
Premium COSES ..eviiiiiiiiiiieiiee e 29
presentations (videos/CDs/DVDS) ......c.cccveeeveeee. 160
press releases/clippings.....ccceevveeecveeiiveecreeeneeeenennn 18
Price checks......ccooiieeeciie e, 20
pPrimary record.......ccceeceveeeeeveeeecieeesenn see Glossary
procedures (administrative/directives) .................. 27
Processing Claims ........cccceeeeieeeecieeecciee e, 118
professional education ........ccccceevveeiiieeecncieee e, 143
project files

construction (facilities) ......ccceevveevveenieeervecseeene 34

MISCEIIANEOUS ....evvveiviiirieerieee e 8
property purchases (real property) ......cccccevveeeunenn. 72
public disclosure

lobbyist reporting ........cccceeeeceeiiceee e 8

records requests/Iogs.......cceevveveerveereennen. 151, 152
PUblic hEAriNGS...cccveeeieiiieeeiie e 15

public notices (mailing/posting/publication)............ 9
public opinion
citizens’ complaints/requests........c.coceerveereenenns 17
0T 3 S 19
public records .......ccceveenieeneenniieneenen. see Glossary
backups (disaster preparedness).........cccccveeuuen. 41
CONSEIVALION ..t 157
conversion/digitization...........ccceeeeeveennenne. 153, 154
(o L1y (U ot o T o RO U SP 157
digitized ..o 155
disclosure/requests ........cccceeeereeccveecveennen. 151, 152
finding Qids ...veveeeiiee e 158
1 g P =Y PR 155
legal custody.........iitheueeeiinieieeeee e 159
MAGNETIC ...eeiieiiieieiite e 156
MIgration ... b, 154, 156
minimalireteAtion value ..........cccovvieeeeiienennen. 160
records center transmittals/receivals............... 158
retention schedules/disposition authorization 159
transfer/donation ......cccooveeveeeeeeiesieieeeee e 159
TrANSITONY weveieiiieiiee e 162
publications
agENCY SUPPIIES.c.eeieiiiiiieieeiee e 160
audit-related........cceeviiiiniiii e, 90
CreatioN. i 146
from outside SOUrCeS.......ceevveircreerieerieenieenneen 161
master set (agency-created).......ccccocveeevverennnen. 146
PUrchasing/reCeiving ........ccccevvveeeeeecveeireeccreeeneens 81
o] o N 1o =& 21
credit/debit... ..o 80
EMEIEENCY coiiiiiiiiieiee ittt 70
field Orders ....oveieeceecec e 84
materials (disbursement) .........ccccoeieiinieininen. 72
fo] Lo =1 ¢SO PR 89
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Property (real) ...occcvee e 72

reCeIVING rePOrtS..cccvcvriieeeeieiiireee e 72
R
rare book collections (libraries) ................... 148, 149
reading files (chronological reference files).............. 5
real property (auctions/disposal) .......ccceeevverveennenn. 38
receipts

accounting (general).....ccccocvveeeeecieeeceesciee e

bills Of SAIE w.eevviiiiieiiiee e

cash received............

cash transmittals ......

credit/debit...............

delivery (internal) ......ccoccmmeeeenciesiadens bt

MaterialS.....ccoveereeenveen s et
recordings (mechanical)
FECOrdsS SEreS....ueriiierieerieeereeniee e see Glossary
FECIUITMENT . 140, 142
redaction (public disclosure).........ccccccveeeenveeennnee. 152
reference

files (general) .....cccveeeeciiiiecee e, 5

safety materials .......ccoceevcieiiccee e, 133
registered mail (logs/return receipts)..........c........ 150
regulations/rules.......cccceevvevvevreenennen.

Rehabilitation Act of 1973
remedial Site ...oooeviviiiiiiieeeeeeeeeeeec

remittance adviCes......cocvvieeceeeirieeeeriee e,
remitted funds .......cccoeeeiiiieciiee e,
reports
accident/traffic colliSioNS........covevvveeeeeiirevineeeeen. 63
accounts payable/receivable..........ccceeevveenenee. 78
adVisory bodies.....cccecveverciee e, 15

agency publications.........cccceeeeiiiiiiieecccciiee. 146
annual (chief fiscal officer) ......cccceeeevieeeeiinennen. 78
annual boards/councils/committees.................. 10
annual financial status (grants) .......ccccceeveeennneen. 96
boiler VESSEl...ccuieeieeriiiieeecee e 63
budget forecast .......ccevvvveevciee e 94
budget officer’'s monthly .........cccccoviveiirincnnnnne 94
budget status
cash accounts
claims costS...cvvvveeriiieriieennnen,
emergency response plan .
€MPlOYEE EXPOSUIE ..evvuveerereerieeniieesieenieeesiae e

oY ToTE A U Y P —
environmental monitoring .........0...eeeee e, 45
equipment and vehicle ..........ccccoerivviieeiiiieee. 61
equipment/vehicle statistical data..................... 61
expenditure transaction ...l ... L.
fiscal and performance audit
from external SOUrces.......c.cccevvvevcieenieeneennenn.
fuel/oil usage......ccceeevvveneennn.
fuel/pump tank audit.............
fund accounts .......cccoevveiuennne
grant expenditures (final) ......cccoeeveeecieeiieeciienns
Brant ProJECES «ovvveeiiieeeeieriiieeee e eerireee e e
hazardous materials .......cccccovcieeiiivieriniieeereenn
hazardous materials (inspection and test) ......... 50
INSUFANCE . 29
internal informational Use.......cccccevviveiiviniecciennn, 7
INTrUSIoN alarMs....o.cvevieiiieiriececeee e 74
investment accounts ........cccvceevieeniiennie e,
library statistiCS......cccveveeeeeeiiieeeree e,

[o] o] e} VATl { (o 1 20 00} SRS
maintenance
maintenance (equipment/vehicles)

materials receiving/disbursement...................... 72
parts (master listing)......ccccceeveeeeicereceree e, 60
physical examination ........cccocceeeevveeecccieecrieenn, 53
PrOBramM ciiiiiiiiiiiiiiiieeeeeeeeeeeeeeeeeee e 8
FECEIVING 1eveieiiiiieeiiet et 72
remedial investigation (superfund site) ............. 55
(LT o] U TUPPUPRPN
safety and fire inspection ...........cccccevveeeeiieeennnee.
state auditor’s examination
STOP PAYMENT...eiriiiiiiiieeeeee e
STOTES ittt
SUbCOMMILLEES ..vveeeeiiee et
successful completion (electronic info systems) 41
tire maintenance ... oo 66
treasurer/finance officer .........ccoccoevveeeveeiivveennnene 86
underground storage tanks ..........cceceerciierveennnn. 58
VaNdaliSM..couiiiieiee e 75
vendor complianCe ......ccoeevveeecieee e, 21
waste materials analysis.......cccccceevcveeeeciee e, 58

requests/logs .....ccccvveverueenne.

requisitions .......cccoeeeeeeineeen.

research/program reports
resolutions

boards/councils/committees............cccuvrene. 13, 14
development files......ccccecveeiiiieecciiee e, 13
INOEXES.ciivierieeiteerre ettt e s saee s 11
respirator fit test/program files..........ccoveevveveennens 133
restitution statements ......ccocceeervieeiniiee e, 23
retirement
benefit history file ......ccceeveveveeniieiieee,
eligibility benefits ......cccccevivinieiiicencene
investment portfolios ..........cccoeeeeiiieeeciieecnee,
system application/report .
LransmMittals.....cccovcieeieeviieeeeee e
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Verification.....ocoeeveveveveveverenenenns 104, 106, 113, 114
Retirement Systems, Department of

APPlCAtiONS. e, 107
retrievals (records centers)......ccceceeeeveeeeevereennnen. 158
revenue bonds/coupons.........ccceeveeieeieniiennens 84, 85
revenue estimates .......cccvvveviiiieiee e s 94
Revenue, Department of

=10 AV 1o o AU 102

unclaimed property report........ccoceeeeciveeenns 86, 88
right-to-know (employee).......cccccevcvveecreecreenveennen, 49
FiSK data cveeeeeeeiceee e 31
rosters (consultants/contractors) ......ccccceeeeeveennee.. 20
routine information (agency operations) s.......... 160
routing SHiPS....ueeeeeeecciiieee e e b e e, 162
rules /regulations...........ooeeees s B cve e ket eevveenea e 27
run reports (electronic info systems) ... e 41
S
safety

agency reference material...........ccoceeeecneeenneen. 133

analysis (equipment/vehicles)........ccceevvvreneenee. 64

committee MiNULes .....c.occeevveieeriiieeneiee e, 133

confined spaces permits........ccccceeeeveeeecveeennnen. 32

inspections (facilities) .......ccceveerereeiieenieerieeienn 64

TrAINING eeveiiiiiec e 134
salaries

checks (stop payment)......ccccceecveeeeciieeecieeeennen, 85

arnNiSNMENTS ...ccccvviieciiee e 107

SChEAUIES c..veiiiieiieiecec e 107
sale/salvage (equipment/vehicles) ........cccoveeurennne 38
scheduled tasks (electronic info systems) .............. 41

schedules
facility USE..coiieeeeeee e 61
records retention.....ccceevcveeveeenieeneeenieenee e 159
SAIAMIES cuveeeree ittt 107
tasks (computer-driven) .......cccccceeeveencieeiiieenneens 41
tasks (electronic info systems) .......cccccceeevvveennenne 41
WOrk assigNMENtS.....ccveevrieeeiiiiiee e 135
SCrAPbOOKS ...t 19
screenshot/snapshot ........cceoeveeeeeeiieecee e 42
secondary (duplicate) copies ......cccccvveevecveeeivennn. 161
secondary records......cccoceeeevceeeeeiveeennns see Glossary
Section 313 SARATitle I .ccccevveeeieiiiieieeiieeeeee 57
L8 1 U — 74,75
building access.........ide e bteevcc b e 75
MIcrofilm......ccooviiiiie i see Glossary
monitoring (electronic infermation systems)..... 43
visitorilogs.. ............. ol L, 75
selection process (recruitment)..........ccceeeevveeenns 142
self insured
COSES ittt 29
employer certification ........ccceceeviviieeiecier e, 120
[I@biltiES...veeeeeeeeieeieee e 118
workers compensation .........ccccceevveeeneenane 120,121
shelf list (libraries).....ccccceeeeeiceenieesieccie e 148
shipping (Mail) cueeeeeieiceee e, 150
shorthand/stenotype notes.......cccccevveeeveecveeennenn. 162
SIgNAtUrE reCOIAS .ooovviieeciieeeeiiee e e 91
SIte aSSESSMENTS ..eeveiiiiiiiiieee e 46
social NetWOrKing.......c.ceevecieeeicieeecee e 6,7
software (COMPULEN) ....c.ccvveeeeeeiieecee e 39, 40
source records
imaged/digitized........ccccevvveveeeiiieeeeee e, 155
MIrated ....eeviiiieeieiieeete e 156
spam (unsolicited email)........ccccceeeviiieiiieeeiiieeens 161

special collections (libraries).......ccccccvveveenee. 148, 149
special purpose district (annual statement) ........... 15
speeches (officials/staff) ........ccccceveevieceiieceene 19
staff

ACCESS . uuetteeeeeeaietteeee e e st e e e e e e s ebbrre e e e e e s anreaeeeeens 75

development .........cccvveeeiiiiiccee e, 143

TFAINING 143
standards

facilities (specifications) .......ccccceeveeeceeiiieenineens 36

mMicrofilm.....ccoovveeieeiieeeee e, 153, 154, 155
state and local tax returns ........ccceeevevevcieeeniieeenns 102
State Emergency Response Commission (SERC)..... 49
State.Environmental Policy Act (SEPA).................... 56
state monitored personnel funds................c........ 107
statements oflbond.....ci.ccceiiiiiiiiii 85
statistical report (libraries) ........ccceceveeevccveeevcvennnne 147
StOPIPAYMENTS/FEPOFLS ........eeeveereeereereecreeireereeneeane 85
SEOreS rePOIt ...eveieieieiiiiiiieeeeeererer e 73
storms (emergency management........cccceevveenneens 31
studies (research) ......cccceevveevieccee e, 8
subcommittees (minutes/reports).......ccceeeveeeneen. 16
subject files

administrative Working.........ccccceeeevviveeviieeesineeenne 5

[0 o | S OO SRTUPRP 90
subsidiary ledgers ......ccccveevvieeecceee e, 85
superfund

release files.....ovvveeiivciie e 57

SItE fIlES.iii i 55
supervisor’s performance background files.......... 135
surplus property (inventories) .........ccccceeeeeveeeennen. 38
SUMVEIIIANCE vt 75
SUrveys (research)......ccccccveeeecieeccceee e 8
system design (computer applications)................... 40
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T
taskforces (MINULES) .....coecveeeeeiiiieciee e, 8
taxes
business/occupation........c.ccceeeeveeeirieecreecreennne. 101
coMbINed EXCISE ..cevvvvervieeriieeiee st 102
local improvement districts.......cccoceeecveeennneen. 101
state/local returns ...c.eveveveeeeeeeeeceeeeeeeee e, 102
technical design (computer applications)............... 40
telephone Messages .......coocveeeveeeniieniennieeceeeeen, 162
temporary employees........ccceveerieenieeneienienieenn 138
testimonies (public hearings)........ccccoeeveveeeeiienens 15
time cards/sheets .......coeeeveee @i i, 108
tire maintenance......ccoooce b 66
traffic collisions (vehicles) ... b 63
LU= T 101 o= S PPURIN | SPRT S AN SURY 143
availability Notices ........ccovveriiiiriieeeeeee 144
completion report .....cooceeveenieenieeieceeeeeee 144
employee history......cccccveveeeniieeinciee e 143
SEMINATS Leeiiiiiiiirieeeeee ettt e e e e et e e e e s e saneeeeeas 144
transcripts
boards/councils/committees.......cccccoevvuvvvrererene 16
public hearings........ccccoccveeeiciiie e 15
transfers
materials/equipment........cccccvecveeeeieenreeeecneenne. 59
transitory records .......coocceeveeeneeiiieeneeneeeee e, 162
transmittals
DUSINESS tAXES...eieieeiiiiiiieeeiee et 101
CaSh reCeIPLS ...uviiiiee i 79
[ELEEIS wveeiieeeiee e 162
payroll deposits ........cccecvvveeeiiieeecciee e, 104
FECOrdS CENTEIS ..vvvviiiiieeiee ettt 158
retirement (emMployees).......coceveeveeierciencennen. 108

Transportation, Department of

Commute Trip Reduction Act (CTRA) ................ 109
travel

NOtICES (MINOIS) . .ccccvieieeiiee et 31

VOUCKNEIS oottt e 88
treasurer/finance officer reports........cccceeeeevveenens 86
L =TT OSSOSO PP PR PRPOPPPRPPPPPRPPPIRE 60
trial balanCes......covevecieiice e 86
trustees, annual report (libraries).....c..c.coeeeeueeneen. 147
(V)
U.S. Bureau of Labor Statistics ccmeeeocvverreeireieennnen. 132
unclaimed property ... b Ll 86, 87, 88
underground storage tanks ... ... s 47, 58
unemployment insurance ..gs......ccccesbees beshreeeennen, 115
UNTONSEIEEIT. oo eeneeveeevashe oD oo SERETIENEE 123
unsolicited mail/email .....coooeeveveeeiieeeeeeeeeee, 161
use

appropriate (computer/fax/phone).......c...c........ 44

equipment/vehicles.........cooeevievveecieecieccreeenne, 61
utilities (billing diSputes) ......ccccceeeeveeeeciiieeeciieeeee, 80
"4
vVandalism ... 75
vehicles

accidents/traffic collisions.......oceevvvveeerirenne 22,63

auctions (disposal) .....ccceeeeieeeiiiieeeceee e, 38

DIlING vt 61

checkoUut 108S......uveveeciiiieee e, 61

disposal (auction/sale/salvage) ........ccoeevvevennnens 38

EASES et 61

maintenance (history/reports) .......cccccveevveennnen. 63
Parts in StoCK ......eeeecviieiieee e 59
[ oY 0 [=] S 71
safety analysis.......ccceeceeiiecee s, 64
sale/salvage (disposal).......cccceeeevierienerieneeniennnnn. 38
statistical reports.......ccecveevveeeiieiieenieerieeeeee 61
SUIPIUS ProPerty ...ueeeeeeeecciiieeee e e 38
TIEIE coeeeeee e 69
USE ieeeeeeeeiirteeee e e st e e e e s e sbbe e e e e e e e e nnrnereeesenannnee 61
vendor compliance reports.......ccceecveeevcveeescveeennns 21
video recordings of proceedings
(boards/councils/committees) .......ccccevvvevueeenen. 10
videos/CDs/DVDs. (publications) ................... 146, 160
vialence (Workplace) . ihe.ecvvveceeeceeeeeeee e 129
VISIEORIOES. ..ol bt 75
1Yo [o(=Ta - 1 I O SRR 162
volunteer
apPPlications......cueeeeeiiee e 142
service documentation .......ccocceeveveencieenieeninennne 138
vouchers
FEEISTON e ieiiee et 88
TrAVEL e 88
w
WaIVers (INSUFaNCe) .......cooceeeeeuieeeeiieeeeieeeeeeiveeeenns 30
WaArTaNties oo 20
Washington State
Archives (records transfer) .......cccccoevveeevcieennns 159
Librarian. ..o 147
Public Disclosure Commission
lobbyist reporting........cccceeeeieeiecieeecceee e, 8
standards (microfilm) ......coceeeeiiiieececieciees 155
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waste
activity notification........ccoceeieieeeeieeeee e, 52
disposal Permits......ccccevvecvereicieeieiiee e, 52
materials analysis ......cccccveeeviieeeeree e 58
water
boiler/hot water tank ..........ccceeeveevvveeeerceveennn.n 63
encroachments (rights/obligations) ................... 70
V=T ] o o o 1S PRPPPRY 76
webpage/site

AZENCY AAAIESS ..vvvieereeeeiiee et eree e re e e 160
apPlications......ccvveeeciee e 39,40
online content management..........ccce........ 6,7,42
WhiStlEDIOWET .....oeeeeiieicieeeeeee e 128
Women and Minority Owned Business Enterprise
(WIMBE) ... veeteeeeiee ettt ciee e sre e sre e e save e s 21

work
ASSIBNMENTS ..evvvviiiviiirvieivirireeiererererererererenen. 27,135
OFAEIS ceveveeeeee ittt eaanes 65, 66
0] 1= 4 T3S 26
workers compensation .........ccccceeeenneen. 118,120, 121
WOIKING filES..ciiieiieeeieie e 5
workplace
hazard assessment ......ccccccvvvcveeeniieeesccieeeseneen, 134
AV To] 1= g ol TR USSR 129

INDEX TO:
SUBJECTS

Page 188 of 188





