Washington State Archives Local Government Common Records Retention Schedule (CORE)
Office of the Sectetaty of State Version 2.1 (July 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 disposition.of public.records at.the end of their minimum retention period.for the efficient and effective
management of local resources.

Public records designated_as Archival (Permanent Retention), Permanent,yor Non-Archival (with a retention period of “Life of the Agency”) must not be
destroyed. Records designated.as Archival{Appraisal Required).or Potentially Archival.must be.appraised.bysthe Washington StatedArchives 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 accor

— A el o/

For the Attorney General: Cindy Evans For %:he State A}/ itor: l\/ark Rapozo / The Stat, Archlwst Je / Handfield

nce with RCW 40.14.070 on July 29, 2010.
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REVISION HISTORY

Version

Date of
Approval

Extent of Revision

1.0

December 16,
2008

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

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

2.0

January 28,
2010

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.

New archival designations introduced in all new and revised'records series. (Definitions can be found in the Glossary.)
RevisiGmnumbers have beensadded to all'DispasitionrAuthority Numbers (DANS):

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

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

2.1

July 29, 2010

Records series in the Risk Management/Insurance and Legal sections (covering accidents/incidents, guardian permission for minors, and claims for
damages) have been revised. The Industrial Insurance (workers’ compensation) section has been updated and consolidated, and a new series covering
LEOFF 1 claims has been added. GS50-01-11 (covering contracts and agreements) has been updated to include legal agreements of all kinds, such as
liability waivers, hold harmless agreements, insurance waivers, etc. Two new series covering agency strategic plans have been added. A new series
covering Superior Court source records (which have been reproduced) has been added. An obsolete records series relating to public disclosure
requests has been discontinued.
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Version 2.1 (July 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
ILE)M DESCRIPTION OF RECORDS AUTHORITY DI::;EII\"I'T(I)?VNAACNI':LN 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 of an agency's functions/and/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'ESFSI\EINT'AL
Remarks: Contact your Regional Archivist before disposing of elected official, executive heahc! fllles are potentklally
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
'LEO""' DESCRIPTION OF RECORDS AUTHORITY o1 ::;EII\'IFT(I)?VNAIEI'\'I':)ON DESIGNATION
NUMBER (DAN)

1.15 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-ESSENTIAL
transaction of public business, and that are not covered by a more specific records then OFM
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 postssandicomments,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 DAN GS52010-014.
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.
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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
ILE)M DESCRIPTION OF RECORDS AUTHORITY DI::;EII\"I::-(I)?\lNAI.\CI'\'I':)ON DESIGNATION
: NUMBER (DAN)

1.16 Communications — Non-Executive GS2010-001 | Retain for 2 years after NON-ARCHIVAL
Internal and external communications to or from employees (includes contractors Rev. 1 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

. Destroy.
Includes all comminication types, regardless of format: ¥
e Correspondence, email;
e Web sites/forms/pages, social networking posts and comments, etc.;
Includes, but is not limited to:
e Requests for and provision of information/advice;
e Agency-initiated information/advice.
Excludes executive communications covered by DAN GS50-01-12.
Excludes public records requests covered by DAN 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:.rseldeclj Potential ‘ 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 2.1 (July 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
ILE)M DESCRIPTION OF RECORDS AUTHORITY DI::;EII\"I'T(I)?VNAACI'\'I':)ON 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, GS090089.)
1.1.9 PROJECT FILES (MISCELLANEQUS) 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 a;’(chlval 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 | 6years 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

Page 8 of 186




Washington State Archives
Office of the Secretary of State

Local Government Common Records Retention Schedule (CORE)

Version 2.1 (July 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 | 6 years 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 beselected to be transferred to and
documents. preserved at a Regional Archives
branehs:
1.2.3 AGENDA REQUESTS OFM | 3 years 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 2.1 (July 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 | 6 years 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 2.1 (July 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 |FPERMANENT - 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 Recordssfrom 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 2.1 (July 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 Recordssfrom 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 2.1 (July 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 | 3 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
resolutions submitted for the approval
of the agency’s governing council,
commission, or board.

selected for transfer to and
preservation 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 2.1 (July 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 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.
1.2.16 | PETITIONS TO THE COUNCIL, OPR | 6years Destroy when GS50-05A-17
COMMIISSION, OR BOARD 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 2.1 (July 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
backup'at 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 2.1 (July 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 ©F 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 Recordssfrom 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 2.1 (July 2010)

1.3 COMMUNITY RELATIONS
The activity of the local government agency’s interaction with its community.
ITEM 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
branchs
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 theresponding 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 2.1 (July 2010)

1.3 COMMUNITY RELATIONS
The activity of the local government agency’s interaction with its community.
ITEM 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
1.3.5 PHOTOGRAPHS, AUDIO/VISUAL OFM || Destroy whengebsolete Destroyawhen GS50-06F=06mmfn Please contact your Regional
MATERIAL or superseded - obsolete or Rev. 0 Archivist before disposing of this
Photographic negatiVes and prints may Potential archival value =" {"superseded record or 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
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Washington State Archives
Office of the Secretary of State

Local Government Common Records Retention Schedule (CORE)

Version 2.1 (July 2010)

1.3 COMMUNITY RELATIONS
The activity of the local government agency’s interaction with its community.
ITEM 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
branchs
1.3.8 | SCRAPBOOKS AND'AELBUMS OFEM' || Destroy whengebsolete Destroyswhen GS50-06F=08mmfn 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 2.1 (July 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.
DISPOSITION
ILEM DESCRIPTION OF RECORDS AUTHORITY DI::(-;I;II:'E)CI)\INAACI::LN DESIGNATION
: NUMBER (DAN)

1.4.1 BID AND PROPOSAL FILES (SUCCESSFUL BIDS AND PROPOSALS ONLY) GS50-08A-01 | 6 years after completion of NON-ARCHIVAL
Case histories of requests for bids and proposals to provide the agency with goods Rev.0 purchase or fulfillment of NON-ESSENTIAL
and services, including specifications, bid evaluation documents, the chosen bid or contract. OPR
proposal, and statements of qualification.

1.4.2 | CONSULTANT AND'CONTRACTOR ROSTERS GS50-08A=02y|, Destroy'wher'superseded NON-ARCHIVAL

Rev. 0 plus 6 years NON-ESSENTIAL
OFM

1.4.3 | Contracts and Agreéements GS50-07=11""| Retainfor6 yearsafter NON-ARCHIVAL
Instruments signed by the agency and one or more parties that set out terms and Rev. 1 termination or expiration of NON-ESSENTIAL
conditions to which the signing parties agree or submit. instrument OPR

then
Includes, but is not limited to:
Destroy.
e Lease, escrow, and rental agreements;
o Liability waivers (hold harmless, insurance, etc.);
® Inter-agency, intra-agency, inter-governmental, inter-local agreements;
e \Warrantees;
e Personal service, client service, purchasing agreements.
Excludes public records transfer agreements with Washington State Archives covered
by GS2010-021.
1.4.4 | PRICE CHECKS AND INFORMAL QUOTATIONS GS50-08A-06 | Destroy when obsolete or NON-ARCHIVAL
Rev.0 superseded NON-ESSENTIAL

OFM
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Washington State Archives
Office of the Secretary of State

Local Government Common Records Retention Schedule (CORE)
Version 2.1 (July 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.
DISPOSITION
ILEM DESCRIPTION OF RECORDS AUTHORITY DI::(;E::‘T;CI)\INAACI::LN DESIGNATION
: NUMBER (DAN)

1.4.5 PURCHASE ORDER, REQUISITION AND BID LOGS LISTING GS50-08A-07 | 3 years NON-ARCHIVAL
Listing of purchase order, requisitions and/or bids in numerical order, including Rev. 0 NON-ESSENTIAL
date, item, amount, department, and vendor. OFM

1.4.6 | UNSUCCESSFUL BIDS AND PROPOSALS GS50-08A-11 | 3 years NON-ARCHIVAL
Includes statemeptofiqualification. Revi0 NON-ESSENTIAL

OFM

1.4.7 WOMEN AND MINORITY OWNED BUSINESS ENTERPRISE (WMBE) VENDOR GS50-08A-13 [ 6 years NON-ARCHIVAL

COMPLIANCE REPORTS Rev. O NON-ESSENTIAL

OPR
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Washington State Archives
Office of the Secretary of State

Local Government Common Records Retention Schedule (CORE)

Version 2.1 (July 2010)

1.5 LEGAL
The activity of managing the agency’s legal affairs, including litigation and legal advice. Includes internal and outside counsel.
DISPOSITION
'Lﬁ)"" DESCRIPTION OF RECORDS AUTHORITY o1 ::;E:“TT:)?\'NAAC':FON DESIGNATION
: NUMBER (DAN)
1.5.1 | Attorney General Opinions GS53-02-01 | Retain until no longer NON-ARCHIVAL
i NON-ESSENTIAL
Note: Opinions issued by the Office of the Attorney General (AG) are designated Rev.1 neﬁded for agency business OFM
Archival in the AG’s records retention schedule. then
Destroy.

1.5.2 BOND PROJECT FILES LEGAL COUNSEL GS53-02-06 | 6 years after redemption of NON-ARCHIVAL
Contract, correspofidénce afid othef legaldocumentsforbornd projects (conduit & Revi0 prdjeeterbuildingbonds NON-ESSENTIAL
non-conduit). OPR

1.5.3 | Claims for Damages GS50-01-10 | Retain for 6 years after claim NON-ARCHIVAL
Records relating to €ldims for dafages filed either agaifnst'the agency by other Rev.'T closed NON-ESSENTIAL
parties, or by the agency against other parties. then OPR
Excludes workers’ compensation claims, which are covered by records series in the Destroy.

Industrial Insurance section.
Excludes litigation case files covered by GS53-02-04.
154 LEGAL ISSUES/ADVICE FILES GS53-02-05 | Destroy when obsolete or NON-ARCHIVAL
Rev.0 superseded NON-ESSENTIAL
OFM

155 LEGAL OPINIONS GS53-02-03 | PERMANENT - Potential ARCHIVAL

Official interpretations made by agency attorney regarding questions of legal rights Rev.0 archival value - See remarks | (Appraisal Required)

or liabilities affecting the agency or any of its departments and offices.

NON-ESSENTIAL
OPR
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Washington State Archives
Office of the Secretary of State

Local Government Common Records Retention Schedule (CORE)

Version 2.1 (July 2010)

1.5 LEGAL
The activity of managing the agency’s legal affairs, including litigation and legal advice. Includes internal and outside counsel.
DISPOSITION
'Lﬁ)"" DESCRIPTION OF RECORDS AUTHORITY o1 ::;E:\'TT:)?\'NAAC':FON DESIGNATION
: NUMBER (DAN)

1.5.6 Litigation Case Files GS53-02-04 | Retain for 10 years after case ARCHIVAL

Documentation of a civil suit by the agency against another party, or defense of the Rev. 1 closed (Appraisal Required)
: . NON-ESSENTIAL

agency and/or agency employee against suit by another party. then OFM
Note: Primary copies of official court documents are held permanently by the Clerk of C\;‘:s’:igne Ig;aSFESESI:?L:K/ os
Superior Court, or 10 years by the District or Municipal Court Administrator. g '

1.5.7 | RESTITUTION STATEMENT GS50-06B-17 |\6 years NON-ARCHIVAL
Source document baekup for billing. Rev. 0 NON-ESSENTIAL

OPR

1. AGENCY
MANAGEMENT

Page 23 of 186




Washington State Archives
Office of the Secretary of State

Local Government Common Records Retention Schedule (CORE)

Version 2.1 (July 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.
DISPOSITION
ILEM DESCRIPTION OF RECORDS AUTHORITY DI::(;EII\]TEJCI)\INAACI::)ON DESIGNATION
: NUMBER (DAN)

1.6.1 | AGENCY CHARTERS AND BY-LAWS GS50-05A-01 | PERMANENT - Potential ARCHIVAL
Official, adopted charter defining scope of the agency and its rights, responsibilities, Rev. 0 archival value - See remarks | (Appraisal Required)
and authority. ESSENTIAL

OPR
1.6.2 Census Records from the State Office of Financial Management GS50-01-37 | Retain until no longer ARCHIVAL
i Appraisal Required
Note: This record|is retained permanently by the Office of Financial Management in R ne SUEENIGE a RAeYIysiness ( ﬁgﬁfss;g#;:_ )
accordance with its'fecords retention schédule. taen . OFM
Arrange for appraisal’by
Washington State Archives.

1.6.3 CHARTER HISTORY FILES GS50-05A-07 | Agency option - Potential ARCHIVAL
Includes past, current, and proposed charters which will provide background and Rev. 0 archival value - See remarks | (Appraisal Required)
historical reference for county or city charter review. NON-ESSENTIAL

OFM
1.6.4 FRANCHISES GS50-05A-10 | Termination or withdrawal ARCHIVAL
Rev. 0 plus 6 years - Potential (Appraisal Required)
archival value - See remarks ESSENTIAL
OPR
1.6.5 GOALS & OBJECTIVES WORKING FILES GS50-05A-11 | 3 years NON-ARCHIVAL
Rev. 0 NON-ESSENTIAL
OFM

1.6.6 | Strategic Plans — Development GS2010-079 | Retain until no longer need NON-ARCHIVAL

Records relating to the development of the agency’s strategic plan. Rev. 0 for agency business NON-ESSENTIAL

then
Destroy.

OFM
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Washington State Archives
Office of the Secretary of State

Local Government Common Records Retention Schedule (CORE)
Version 2.1 (July 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.
DISPOSITION
ILZM DESCRIPTION OF RECORDS AUTHORITY DI::(;EII\"TEJCI)\INAACI::)ON DESIGNATION
: NUMBER (DAN)

1.6.7 | Strategic Plans — Final Version GS2010-080 | Retain until no longer ARCHIVAL
Final version of agency-wide strategic, long-term plan used to align the agency’s Rev.0 needed for agency business | (Permanent Retention)
organizational and budget structure with its priorities, missions, and objectives. then NON-ESSENTIAL

Transfer to Washington State OFM
Archives.

1.6.8 Work Plans GS50-01-38 | Retain until no longer NON-ARCHIVAL
Plans describing werk to be performed by divisions and units of the agency, Rev. 1 needed for agency business NON-ESSENTIAL
including timelines and areas of responsibility for specific actions. “Also includes then OFM
records relating toithe. development of work plans. Destroy.

Excludes agency-wide strategic plans covered by GS2010-080.
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Washington State Archives
Office of the Secretary of State

Local Government Common Records Retention Schedule (CORE)

Version 2.1 (July 2010)

1.7 POLICIES AND PROCEDURES
The activity of creating systematic approaches to operations and processes.
ITEM OPR PRIMARY (SOURCE SECONDARY (ALL DISPOSITION
oy SERIES TITLE AND DESCRIPTION or | DOCUMENT/ORIGINAL) RECORD | OTHER) RECORD AUTHORITY REMARKS
OFM COPY 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 2.1 (July 2010)

1.8 RISK MANAGEMENT / INSURANCE
The activity of identifying and mitigating risks to the local government agency.
DISPOSITION
ILEM DESCRIPTION OF RECORDS AUTHORITY DI::(;EIIYTEJ?\INAACI:IDON DESIGNATION
: NUMBER (DAN)

1.8.1 | Accidents/Incidents — No Claim Filed (Under Age 18) GS50-06C-03 | Retain for 3 years after NON-ARCHIVAL
Records relating to accidents/incidents involving individual(s) younger than age 18, Rev. 1 individual reaches age 18 NON-ESSENTIAL
and where claims for damages are not filed. Includes, but is not limited to, reports then OFM
and investigations. Destroy.

Includes agency copy of Reports of Accident filled out for volunteer fire fighters and
reserve officers in aééordancéwith RCW 41:24:2410.
Excludes hazardous'materials accidents and.incidents eevered by GS50<19-03.

1.8.2 | Accidents/Incidents — No Claim Filed (Age 18 and Older) GS2010-081 4 Retain for 3 years after date NON-ARCHIVAL
Records relating to accidents/ incidents involving individuals age 18 and older, and Rev.0 of incident NON-ESSENTIAL
where claims for damages are not filed. Includes, but is not limited to, reports and then OFM
investigations. Destroy.

Includes agency copy of Reports of Accident filled out for volunteer fire fighters and
reserve officers in accordance with RCW 41.24.210.
Excludes hazardous materials accidents and incidents covered by GS50-19-03.
1.8.3 DISASTER DAMAGE DECLARATION STATEMENTS GS50-14-02 | 3 years - Potential archival ARCHIVAL
Rev. 0 value - See remarks (Appraisal Required)
NON-ESSENTIAL
OFM
1.8.4 DISASTER PREPAREDNESS AND RECOVERY PLANS GS50-14-03 | Destroy when obsolete or ARCHIVAL
Rev.0 superseded plus 6 years - (Appraisal Required)
Potential archival value - See ESSENTIAL
OFM

remarks
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Washington State Archives
Office of the Secretary of State

Local Government Common Records Retention Schedule (CORE)

Version 2.1 (July 2010)

1.8 RISK MANAGEMENT / INSURANCE
The activity of identifying and mitigating risks to the local government agency.
DISPOSITION
ILEM DESCRIPTION OF RECORDS AUTHORITY DI::(;EII\"TEJ?\INAACI:IDON DESIGNATION
: NUMBER (DAN)
1.8.5 DISASTER/EMERGENCY MANAGEMENT PLAN GS50-06C-07 | Destroy when obsolete or NON-ARCHIVAL
Rev. 0 superseded plus 6 years ESSENTIAL
OFM
1.8.6 FEDERAL EMERGENCY MANAGEMENT AGENCY (FEMA) CLAIMS GS50-06C-32 | Claim closed plus 6 years NON-ARCHIVAL
Federal claims made following disasters. Rev. 0 NON-ESSENTIAL
OPR
1.8.7 FIDELITY AND SURETY COVERAGE BONDS GS50-06C-09 | Termination of policy/plus 6 NON-ARCHIVAL
Rev. 0 years NON-ESSENTIAL
OPR
1.8.8 INSURANCE AUDITS, SURVEYS, REPORTS GS50-06C-15 | 4 years NON-ARCHIVAL
To document and analyze the coverage, premium costs, and self-insurance costs. Rev. 0 NON-ESSENTIAL
OFM
1.8.9 | Insurance Policies Purchased GS50-06C-16 | Retain for 6 years after NON-ARCHIVAL
Includes accident/injury, sickness, automobile, theft, fire liability, life, and all other Rev.0 termination or expiration of ESSENTIAL
insurance policies purchased by the agency. coverage OPR
Note: The Local Records Committee suggests that policies which allow claims then
retroactive to their period of coverage should be retained permanently. Consult your Destroy.
risk manager.
1.8.10 | INSURANCE POLICY CERTIFICATES GS50-06C-04 | PERMANENT NON-ARCHIVAL
Rev. 0 ESSENTIAL
OPR

1. AGENCY
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1.8 RISK MANAGEMENT / INSURANCE
The activity of identifying and mitigating risks to the local government agency.
DISPOSITION
ILZM DESCRIPTION OF RECORDS AUTHORITY DI::(;EII\]TEJ?\INAACI:IDON DESIGNATION
: NUMBER (DAN)

1.8.11 | RISK DATA GS50-06C-25 | 4 years NON-ARCHIVAL
Information compiled on the costs, liability for risks to which the agency is exposed, Rev.0 NON-ESSENTIAL
and the allocation of expense required to support the risk management program. OFM

1.8.12 | STORM/DISASTER RESPONSE ACTION FILES GS50-18-29 | 6 years - Potential archival ARCHIVAL
Documentation of agency's activities and locations of work performed on storms, Rev. 0 value - See remarks- (Appraisal Required)
floods, and other emergenciés. NON-ESSENTIAL

OPR

1.8.13 | Travel Permission (Under Age 18) GS50-06C-35 | Retain for 3 years after NON-ARCHIVAL

Records relating toyparental/legalguardian permissionfor.minors (includes Rev. 1 individual.reaches.age 18 NON-ESSENTIAL

employees, students, interns and volunteers) under age 18 to travel outside agency
facilities to participate in agency-approved programs, events and activities,
provided that an accident/incident has not occurred.

Includes, but is not limited to:
¢ Notices and announcements;
e Signed permission slips;
e Approvals for use of private vehicles.

then
Destroy.

OFM
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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.
ITEM OPR PRIMARY (SOURCE SECONDARY (ALL DISPOSITION
NO. SERIES TITLE AND DESCRIPTION or DOCUMENT/ORIGINAL) OTHER) RECORD AUTHORITY REMARKS
OFM RECORD COPY COPIES NUMBER
2.1.1 CONFINED SPACE PERMIT FILES OPR 1 year 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 asiprevided 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
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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.
ITEM OPR PRIMARY (SOURCE SECONDARY (ALL DISPOSITION
NO. SERIES TITLE AND DESCRIPTION or DOCUMENT/ORIGINAL) OTHER) RECORD AUTHORITY REMARKS
OFM RECORD COPY COPIES NUMBER
2.2.1 | 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 -'Sée‘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

2. ASSET
MANAGEMENT

Page 31 of 186




Washington State Archives
Office of the Secretary of State

Local Government Common Records Retention Schedule (CORE)

Version 2.1 (July 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.
ITEM OPR PRIMARY (SOURCE SECONDARY (ALL DISPOSITION
NO SERIES TITLE AND DESCRIPTION or DOCUMENT/ORIGINAL) OTHER) RECORD AUTHORITY REMARKS
) OFM RECORD COPY COPIES NUMBER
2.2.3 | 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
2.2.4 CONSTRUCTION LOG OFM | Completion and Destroy when GS51-07-07
Chronological listing.ofithe progress of acceptance of project obsolete.or 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.
ITEM OPR PRIMARY (SOURCE SECONDARY (ALL DISPOSITION
NO SERIES TITLE AND DESCRIPTION or DOCUMENT/ORIGINAL) OTHER) RECORD AUTHORITY REMARKS
. OFM RECORD COPY COPIES NUMBER
2.2.6 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.
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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.
ITEM OPR PRIMARY (SOURCE SECONDARY (ALL DISPOSITION
NO SERIES TITLE AND DESCRIPTION or DOCUMENT/ORIGINAL) OTHER) RECORD AUTHORITY REMARKS
) OFM RECORD COPY COPIES NUMBER
2.2.7 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.
ITEM OPR PRIMARY (SOURCE SECONDARY (ALL DISPOSITION
NO SERIES TITLE AND DESCRIPTION or DOCUMENT/ORIGINAL) OTHER) RECORD AUTHORITY REMARKS
) OFM RECORD COPY COPIES NUMBER
2.2.8 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 systemlayout
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.
ITEM OPR PRIMARY (SOURCE SECONDARY (ALL DISPOSITION
NO SERIES TITLE AND DESCRIPTION or DOCUMENT/ORIGINAL) OTHER) RECORD AUTHORITY REMARKS
) OFM RECORD COPY COPIES NUMBER
2.3.1 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 resolution’or@rdinance and council, commission, or obsoleteor Rev.0
related documents,authorizing auction board - PERMANENT = superseded
of surplus property. Attach to|resolution or
ordinance
233 EQUIPMENT AND VEHICLE SALE AND OPR 6 years 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.
Page 36 of 186
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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::(;E::‘TILCI)\INAQI::LN DESIGNATION
NUMBER (DAN)

2.4.1 | Access Authorization (Network/System/Data) — Employee GS2010-002 | Retain for 6 years after NON-ARCHIVAL
Records documentifgithe atithorizationofiemployeel(includescontractorsiand Revg0 termination ofjusers 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
ILEM DESCRIPTION OF RECORDS AUTHORITY DI::(;E::‘TILCI)\INAACI::LN DESIGNATION
: NUMBER (DAN)

2.4.3 | Applications — Technical Design and Implementation GS50-06A-03 | Retain until application or NON-ARCHIVAL
Records documentifigithe technicalidesignvand,im plementationofithe agency's Revgd versionsis;no anger needed ESSENTIAL
computer software applications, databases, and websites (internet and intranet). for:agency business OFM

and
Includes, F)ut is not Ilmltef:I to: . all records within the
e Design documentatlon/t.:lefall; . 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 Operational 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'ESFSI\ENTIAL
and settings of the agency’s infrastructure (firewalls, routers, ports, network then
servers, etc.) Destroy.

MANAGEMENT
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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::(;E::‘T;CI)\INAACI::::)N DESIGNATION
: NUMBER (DAN)
2.4.5 | Automated/Scheduled Tasks GS2010-004 | Retain until no longer NON-ARCHIVAL
Records relating terscheduléd, computer=driven taskstincludingybutinot limitedto: Revgl neededyfor ageney.business NON'(E)S‘FS";NHAL
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
Rev. 0 finalization of request NON-ESSENTIAL

Records relating to employee (includes contractors and volunteers) requests for
advice and assistance in using information systems and applications.

Note: Maintenance and repair of IT hardware is covered by DAN GS50-06B-13.

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
ILEM DESCRIPTION OF RECORDS AUTHORITY DI::(;E::‘T;CI)\INAACI::::)N DESIGNATION
: NUMBER (DAN)

2.4.8 | Network — Design and Build GS2010-006 | Retain until no longer NON-ARCHIVAL
Records documentifigithe design and canstructionfoftherageney’siinformation Revgl neededyfor ageney.business ESSENTIAL
technology netwaork. 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'ESFSI\EINTIAL
content. then

) o 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.

MANAGEMENT




Washington State Archives
Office of the Secretary of State

Local Government Common Records Retention Schedule (CORE)

Version 2.1 (July 2010)

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::(;E::‘TILCI)\INAACI::LN DESIGNATION
: NUMBER (DAN)
2.4.10 | Security Monitoring — Incident GS2010-008 | Retain for 1 year after NON-ARCHIVAL
Records relating tortheyoutine securityimonitoringoftheragency’stinformation Revgl investigation finalized NON-ESSENTIAL
. 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'ESFSI\EINTIAL
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
ILEM DESCRIPTION OF RECORDS AUTHORITY DI::;E::‘T;CI)\INAACI::::)N DESIGNATION
: NUMBER (DAN)

2.4.13 | Usage — Monitoring GS50-06A-05 | Retain for 1 year after NON-ARCHIVAL
Records relating torth@ymonitoring of theragency’ slinformationrandicommunication Revgd activity NON'(E)S‘FS";NHAL
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.
TEM OPR PRIMARY (SOURCE SECONDARY (ALL DISPOSITION
NO. SERIES TITLE AND DESCRIPTION or DOCUMENT/ORIGINAL) OTHER) RECORD AUTHORITY REMARKS
OFM RECORD COPY COPIES NUMBER
2.5.1 CERTIFICATE OF DISPOSAL AND OPR | 50 vyears 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.approvedactivity, «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.
TEM OPR PRIMARY (SOURCE SECONDARY (ALL DISPOSITION
NO. SERIES TITLE AND DESCRIPTION or DOCUMENT/ORIGINAL) OTHER) RECORD AUTHORITY REMARKS
OFM RECORD COPY COPIES NUMBER
2.5.4 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
hazardous waste removal.

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.
TEM OPR PRIMARY (SOURCE SECONDARY (ALL DISPOSITION
NO. SERIES TITLE AND DESCRIPTION or DOCUMENT/ORIGINAL) OTHER) RECORD AUTHORITY REMARKS
OFM RECORD COPY COPIES NUMBER
2.5.6 HAZARDOUS MATERIALS ABATEMENT OPR | 50 vyears 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 -'Sée‘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
exposure.

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.
TEM OPR PRIMARY (SOURCE SECONDARY (ALL DISPOSITION
NO. SERIES TITLE AND DESCRIPTION or DOCUMENT/ORIGINAL) OTHER) RECORD AUTHORITY REMARKS
OFM RECORD COPY COPIES NUMBER
2.5.8 HAZARDOUS MATERIALS CERTIFICATE OPR | 50 vyears 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 obsolete.or Rev.0 protected from loss or damage by
DESTRUCTION superseded offsite storage of a security microfilm

Documentation of hazardous materials
disposed of by the agency. May include
used oil, car parts, etc.

ESSENTIAL RECORD - Needs security
microfilm backup. See remarks.

backup at State Archives. Security
microfilm must meet Washington
State Archives technical standards.
NOTE: There is no limitation of
action on the agency's liability for the
exposure of individuals to hazardous
materials.
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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.
TEM OPR PRIMARY (SOURCE SECONDARY (ALL DISPOSITION
NO. SERIES TITLE AND DESCRIPTION or DOCUMENT/ORIGINAL) OTHER) RECORD AUTHORITY REMARKS
OFM RECORD COPY COPIES NUMBER

2.5.10 | 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 deecument 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.

2. ASSET
MANAGEMENT
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Local Government Common Records Retention Schedule (CORE)
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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.
TEM OPR PRIMARY (SOURCE SECONDARY (ALL DISPOSITION
NO. SERIES TITLE AND DESCRIPTION or DOCUMENT/ORIGINAL) OTHER) RECORD AUTHORITY REMARKS
OFM RECORD COPY COPIES NUMBER
2.5.12 | HAZARDOUS MATERIALS INSPECTION OPR | 50 vyears 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.

ESSENTIAL RECORD - Needs security
microfilm backup - See remarks.

backup at State Archives. Security
microfilm must meet Washington
State Archives technical standards.
NOTE: There is no limitation of
action on the agency's liability for the
exposure of individuals to hazardous
materials.
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Local Government Common Records Retention Schedule (CORE)

Version 2.1 (July 2010)

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.
TEM OPR PRIMARY (SOURCE SECONDARY (ALL DISPOSITION
NO. SERIES TITLE AND DESCRIPTION or DOCUMENT/ORIGINAL) OTHER) RECORD AUTHORITY REMARKS
OFM RECORD COPY COPIES NUMBER
2.5.14 | 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
materials, such as asbestos. Includes
attendance information and completion
date.

ESSENTIAL RECORD - Needs security
microfilm backup - See remarks.

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

2. ASSET
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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.
TEM OPR PRIMARY (SOURCE SECONDARY (ALL DISPOSITION
NO. SERIES TITLE AND DESCRIPTION or DOCUMENT/ORIGINAL) OTHER) RECORD AUTHORITY REMARKS
OFM RECORD COPY COPIES NUMBER
2.5.16 | 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.
obsolete’or Rev. 0 This records series should be
ESSENTIAL RECORD - Needs security superseded pratected 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

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

Local Government Common Records Retention Schedule (CORE)

Version 2.1 (July 2010)

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

2.5.19 | 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 numberramount and
concentration ofgpesticide applied,
number of acres or'éther 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.

2. ASSET
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Office of the Secretary of State

Local Government Common Records Retention Schedule (CORE)

Version 2.1 (July 2010)

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.
TEM OPR PRIMARY (SOURCE SECONDARY (ALL DISPOSITION
NO SERIES TITLE AND DESCRIPTION or DOCUMENT/ORIGINAL) OTHER) RECORD AUTHORITY REMARKS
) OFM RECORD COPY COPIES NUMBER
2.5.21 | 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
belselected 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.
TEM OPR PRIMARY (SOURCE SECONDARY (ALL DISPOSITION
NO SERIES TITLE AND DESCRIPTION or DOCUMENT/ORIGINAL) OTHER) RECORD AUTHORITY REMARKS
) OFM RECORD COPY COPIES NUMBER
2.5.22 | REMEDIAL SITE FILES - SUPERFUND SITE- | OPR | Submission of final Destroy when GS50-19-14 | This records series should be
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 andhactivities
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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Local Government Common Records Retention Schedule (CORE)

Version 2.1 (July 2010)

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.
TEM OPR PRIMARY (SOURCE SECONDARY (ALL DISPOSITION
NO SERIES TITLE AND DESCRIPTION or DOCUMENT/ORIGINAL) OTHER) RECORD AUTHORITY REMARKS
) OFM RECORD COPY COPIES NUMBER
2.5.23 | 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 orsaleof Destroyswhen GS55-05H=03mmEnvirenmental records for electrical
(SEPA) ENVIRONMENTAL CHECKLISTS property plus 10 years- | obsolete 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.

TEM OPR PRIMARY (SOURCE SECONDARY (ALL DISPOSITION
NO. SERIES TITLE AND DESCRIPTION or DOCUMENT/ORIGINAL) OTHER) RECORD AUTHORITY REMARKS
OFM RECORD COPY COPIES NUMBER
2.5.27 | 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 lll EmergencyRlanning and
Community Rightzto-Know Act (EPCRA).
Information collectediis 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.

MANAGEMENT




Washington State Archives
Office of the Secretary of State

Local Government Common Records Retention Schedule (CORE)

Version 2.1 (July 2010)

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

2.5.28 | UNDERGROUND STORAGE TANKS - OPR | End of Calendar Year Destroy when GS50-19-18 | CFR Citation: 400CFR 28.045
ROUTINE OPERATION AND plus 10 years. obsolete or Rev. 0 WAC Citation: WAC 173-360-355
MAINTENANCE RECORDS superseded.
Series is used to document routine
testing, inspection and monitoring of
agency-owned underground storage
tanks containing regulated substances.
May include correspondenceg, 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.

2.5.29 | WASTE MATERIALS ANALYSIS REPORTS OPR | Completion of analysis Destroy when GS50-06B-23
Documentation of analysis of waste plus 6 years obsolete or Rev. 0
materials, such as used oil, which are superseded

used to determine if the materials
should be disposed of or recycled as
non-hazardous or hazardous waste.
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2.6 INVENTORY
The activity of detailing or itemizing goods, materials and resources on a periodic basis.
ITEM OPR PRIMARY (SOURCE SECONDARY (ALL DISPOSITION
NO SERIES TITLE AND DESCRIPTION or DOCUMENT/ORIGINAL) OTHER) RECORD AUTHORITY REMARKS
) OFM RECORD COPY COPIES NUMBER
2.6.1 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 documentation of Auditor’s examination superseded
current status andwupdates 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 | 3vyears 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
Page 57 of 186
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Washington State Archives
Office of the Secretary of State

Local Government Common Records Retention Schedule (CORE)

Version 2.1 (July 2010)

2.6 INVENTORY
The activity of detailing or itemizing goods, materials and resources on a periodic basis.
ITEM OPR PRIMARY (SOURCE SECONDARY (ALL DISPOSITION
NO SERIES TITLE AND DESCRIPTION or DOCUMENT/ORIGINAL) OTHER) RECORD AUTHORITY REMARKS
) OFM RECORD COPY COPIES NUMBER
2.6.7 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 PROPERTY'INVENTORY 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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Office of the Secretary of State

Local Government Common Records Retention Schedule (CORE)

Version 2.1 (July 2010)

2.7 LEASING / USAGE
The activity of the local government agency either acquiring or granting temporary authority to use goods, materials and resources.
ITEM OPR PRIMARY (SOURCE SECONDARY (ALL DISPOSITION
NO SERIES TITLE AND DESCRIPTION or DOCUMENT/ORIGINAL) OTHER) RECORD AUTHORITY REMARKS
) OFM RECORD COPY COPIES NUMBER
2.7.1 | BILLING TO OTHER AGENCIES FOR USE OPR | 6years 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 | 3 years Destroy when GS51-07-11
obsolete or Rev. 0
superseded

2. ASSET
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Washington State Archives Local Government Common Records Retention Schedule (CORE)
Office of the Secretaty of State Version 2.1 (July 2010)

2.7 LEASING / USAGE

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

ITEM OPR PRIMARY (SOURCE SECONDARY (ALL DISPOSITION
NO. SERIES TITLE AND DESCRIPTION or DOCUMENT/ORIGINAL) OTHER) RECORD AUTHORITY REMARKS
OFM RECORD COPY COPIES NUMBER
2.7.8 | FACILITY USE AUTHORIZATION PERMIT OPR | 6years 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.

MANAGEMENT




Washington State Archives
Office of the Secretary of State

Local Government Common Records Retention Schedule (CORE)

Version 2.1 (July 2010)

2.8 MAINTENANCE
The activity of repairing or servicing the assets of the local government agency. Includes buildings, vehicles, and equipment.
ITEM OPR PRIMARY (SOURCE SECONDARY (ALL DISPOSITION
NO SERIES TITLE AND DESCRIPTION or DOCUMENT/ORIGINAL) OTHER) RECORD AUTHORITY REMARKS
) OFM RECORD COPY COPIES NUMBER
2.8.1 | 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‘roads 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 | 3vyears Destroy when GS50-06E-20
MAINTENANCE REPORTS obsolete or Rev. 0
superseded

2. ASSET
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Office of the Secretary of State

Local Government Common Records Retention Schedule (CORE)

Version 2.1 (July 2010)

2.8 MAINTENANCE
The activity of repairing or servicing the assets of the local government agency. Includes buildings, vehicles, and equipment.
ITEM OPR PRIMARY (SOURCE SECONDARY (ALL DISPOSITION
NO SERIES TITLE AND DESCRIPTION or DOCUMENT/ORIGINAL) OTHER) RECORD AUTHORITY REMARKS
: OFM RECORD COPY COPIES NUMBER
2.8.6 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 ageney.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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Office of the Secretary of State

Local Government Common Records Retention Schedule (CORE)

Version 2.1 (July 2010)

2.8 MAINTENANCE
The activity of repairing or servicing the assets of the local government agency. Includes buildings, vehicles, and equipment.
ITEM OPR PRIMARY (SOURCE SECONDARY (ALL DISPOSITION
NO SERIES TITLE AND DESCRIPTION or DOCUMENT/ORIGINAL) OTHER) RECORD AUTHORITY REMARKS
) OFM RECORD COPY COPIES NUMBER
2.8.10 | 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, workiorders, 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 | 1vyear Destroy when GS50-06B-08
obsolete or Rev. 0
superseded
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Local Government Common Records Retention Schedule (CORE)
Version 2.1 (July 2010)

Washington State Archives
Office of the Secretary of State

2.8 MAINTENANCE

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

ITEM OPR PRIMARY (SOURCE SECONDARY (ALL DISPOSITION
NO. SERIES TITLE AND DESCRIPTION or DOCUMENT/ORIGINAL) OTHER) RECORD AUTHORITY REMARKS
OFM RECORD COPY COPIES NUMBER
2.8.14 | 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 when'obsolete 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 | 3 years 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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Local Government Common Records Retention Schedule (CORE)
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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.
ITEM 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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Local Government Common Records Retention Schedule (CORE)

Version 2.1 (July 2010)

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.
ITEM OPR PRIMARY (SOURCE SECONDARY (ALL DISPOSITION
NO. SERIES TITLE AND DESCRIPTION or DOCUMENT/ORIGINAL) OTHER) RECORD AUTHORITY REMARKS
OFM RECORD COPY COPIES NUMBER
2.10.1 | 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.

ITEM OPR PRIMARY (SOURCE SECONDARY (ALL DISPOSITION
NO SERIES TITLE AND DESCRIPTION or DOCUMENT/ORIGINAL) OTHER) RECORD AUTHORITY REMARKS
: OFM RECORD COPY COPIES NUMBER
2.11.1 | 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 | 3years 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.
ITEM OPR PRIMARY (SOURCE SECONDARY (ALL DISPOSITION
NO. SERIES TITLE AND DESCRIPTION or DOCUMENT/ORIGINAL) OTHER) RECORD AUTHORITY REMARKS
OFM RECORD COPY COPIES NUMBER
2.11.5 | 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 undergan amount set by the
agency. Includes cofrespondence, 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.
ITEM OPR PRIMARY (SOURCE SECONDARY (ALL DISPOSITION
NO. SERIES TITLE AND DESCRIPTION or DOCUMENT/ORIGINAL) OTHER) RECORD AUTHORITY REMARKS
OFM RECORD COPY COPIES NUMBER
2.11.7 | 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 | 3 years 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.
ITEM OPR PRIMARY (SOURCE SECONDARY (ALL DISPOSITION
NO SERIES TITLE AND DESCRIPTION or DOCUMENT/ORIGINAL) OTHER) RECORD AUTHORITY REMARKS
) OFM RECORD COPY COPIES NUMBER
2.11.10| 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 | 3 years 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.

ITEM OPR PRIMARY (SOURCE SECONDARY (ALL DISPOSITION
NO. SERIES TITLE AND DESCRIPTION or DOCUMENT/ORIGINAL) OTHER) RECORD AUTHORITY REMARKS
OFM RECORD COPY COPIES NUMBER
2.11.16| REQUISITIONS OPR 6 years Destroy when GS50-08A-10
Official statement documenting the obsolete or Rev. 0
purchase of commaodities, 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 obsolete or 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.
ITEM OPR PRIMARY (SOURCE SECONDARY (ALL DISPOSITION
NO. SERIES TITLE AND DESCRIPTION or DOCUMENT/ORIGINAL) OTHER) RECORD AUTHORITY REMARKS
OFM RECORD COPY COPIES NUMBER
2.12.1 | IDENTIFICATION BADGE RECORDS FOR OFM | 1vyear 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 ALARM,REPORTS 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.
ITEM OPR PRIMARY (SOURCE SECONDARY (ALL DISPOSITION
NO SERIES TITLE AND DESCRIPTION or DOCUMENT/ORIGINAL) OTHER) RECORD AUTHORITY REMARKS
) OFM RECORD COPY COPIES NUMBER
2.12.5 | 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 | 1 year Destroy'when GS50-06B-16
obsolete or Rev.0
superseded
2.12.7 | STAFF ACCESS/ENTRY LOGS OFM | 3years 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 | 3 years 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.
ITEM OPR PRIMARY (SOURCE SECONDARY (ALL DISPOSITION
NO SERIES TITLE AND DESCRIPTION or DOCUMENT/ORIGINAL) OTHER) RECORD AUTHORITY REMARKS
) OFM RECORD COPY COPIES NUMBER
2.12.11| 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.
ITEM OPR PRIMARY (SOURCE SECONDARY (ALL DISPOSITION
NO SERIES TITLE AND DESCRIPTION or DOCUMENT/ORIGINAL) OTHER) RECORD AUTHORITY REMARKS
: OFM RECORD COPY COPIES NUMBER
2.13.1 | 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.
ITEM 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 DOCWUMENTS AND obsaleteror Rev.|0
REPORTS superseded
Specialized reports andbackground 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.
ITEM OPR PRIMARY (SOURCE SECONDARY (ALL DISPOSITION
NO SERIES TITLE AND DESCRIPTION or DOCUMENT/ORIGINAL) OTHER) RECORD AUTHORITY REMARKS
) OFM RECORD COPY COPIES NUMBER
3.1.4 | APPLICATION FOR DUPLICATE OPR | 6years 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.
3.1.5 BILLS OF SALE OPR 6 years Destroy when GS50-03A-04
obsolete,or Rev. 0
superseded
3.1.6 CASH RECEIPTS TRANSMITTALS OPR 6 years 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 | 3 years Destroy when GS50-03B-06
obsolete or Rev. 0
superseded
Page 77 of 186

3. FINANCIAL
MANAGEMENT




Washington State Archives
Office of the Secretary of State

Local Government Common Records Retention Schedule (CORE)

Version 2.1 (July 2010)

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 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, logsyef 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.
ITEM 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 obsolete’or Rev.0
examination, plus 6 superseded
years if there isa
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 6 years Destroy when GS50-03A-11
Adjustments to coding of expenditures obsolete or Rev. 0
and correcting errors. superseded
3.1.16 | FINANCIAL STATEMENTS OPR 6 years 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.
ITEM OPR PRIMARY (SOURCE SECONDARY (ALL DISPOSITION
NO SERIES TITLE AND DESCRIPTION or DOCUMENT/ORIGINAL) OTHER) RECORD AUTHORITY REMARKS
) OFM RECORD COPY COPIES NUMBER
3.1.18 | FUND ACCOUNTS SUPPORTING OFM | 3years 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 6 years Destroy'when GS50-03A-14
All journals for all funds and functions, obsolete or Rev.0
including but not limitedito: 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.
ITEM 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 | 6 years. 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. Accounting system
documentation should be protected
fram 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 6 years 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.
ITEM 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 commaodities, goods or superseded
services on contract or not subject to
bid.

3.1.24 | RECEIPTS OPR' | 6 years 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 6 years Destroy when GS50-03A-23
FISCAL OFFICER obsolete or Rev.0
superseded

3.1.27 | REMITTANCE ADVICES OPR 6 years Destroy when GS50-03A-24
obsolete or Rev. 0
superseded

3.1.28 | REVENUE BOND AND COUPON OPR 6 years Destroy when GS50-03A-05

REGISTER 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.
ITEM 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 ebsoleteor Rev. 0
(or other depository) 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.
ITEM 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 6 years Destroy when GS50-03A-27
FINANCIAL REPORTS obsolete or Rev.0
superseded
3.1.34 | TRIAL BALANCES OFM | 3years Destroy when GS50-03A-28
obsolete’or Rev.0
superseded
3.1.35 | UNCLAIMED PROPRERTY REPORT - EILED 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 OPR PRIMARY (SOURCE SECONDARY (ALL DISPOSITION
NO SERIES TITLE AND DESCRIPTION or DOCUMENT/ORIGINAL) OTHER) RECORD AUTHORITY REMARKS
) OFM RECORD COPY COPIES NUMBER
3.1.36 | UNCLAIMED PROPERTY OPR | 6 years after property Destroy when GS55-05B-32
RESEARCH/INVESTIGATIVE FILES - claimed obsolete or Rev. 0
FUNDS HELD BY THE AGENCY superseded

Research and investigation records
documenting unclaimed property
retained by the agency untilit is
returned to its owneérgincluding
property returned to itsjowner prior to
the completion of the'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.
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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 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 | 6 years Destroy when GS50-03A-29
obsolete or Rev. 0
superseded
3.1.39 | VOUCHERS OPR 6 years 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
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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 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
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3.2 AUDITING
The activity of verifying the accuracy of the local government agency’s financial accounts.
ITEM 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 finding$ remarks superseded Recordsfrom this series may be
selected to be transferred to and
preserved at a Regional Archives
branchs:
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.
ITEM OPR PRIMARY (SOURCE SECONDARY (ALL DISPOSITION
NO SERIES TITLE AND DESCRIPTION or DOCUMENT/ORIGINAL) OTHER) RECORD AUTHORITY REMARKS
: OFM RECORD COPY COPIES NUMBER
331 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 ifn lieu of a superior
officer. Records williinelude samples ofi
signatures.
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3.4 BANKING
The activity of transacting monetary exchanges with a financial institution.
ITEM OPR PRIMARY (SOURCE SECONDARY (ALL DISPOSITION
NO SERIES TITLE AND DESCRIPTION or DOCUMENT/ORIGINAL) OTHER) RECORD AUTHORITY REMARKS
) OFM RECORD COPY COPIES NUMBER

3.4.1 | 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 andfsavihgs accountsiin 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 | 6years 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.
ITEM 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.
ITEM 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.
3.53 BUDGET FORECAST REPORTS OFM | Tvyear Destroy when GS50-03D-04
obsolete or Rev.0
superseded
3.5.4 BUDGET OFFICER'S MONTHLY REPORT OPR 6 years 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.
ITEM 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
obsolete or Rev.0
superseded
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3.6 GRANTS
The activity of the local government agency either giving or receiving grant funds.
ITEM 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'dateof, |«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.
ITEM 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'dateof, |«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.
ITEM 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# NOT APPROVED | 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.
ITEM 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.
ITEM 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.
ITEM 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 | 6years 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 wm@FEM | 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.
3.75 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
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3.7 TAXES
The activity of paying or collecting taxes.
ITEM 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, Tobacce'Preducts Tax,
Petroleum and Hazardous Substances
Tax, Solid Fuel Burnifg 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.
ITEM 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 | 3years Destroy when GS50-03E-02
obsolete or Rev. 0
superseded
3.83 DIRECT PAYROLL DEPQOSIT @FM | Until*transferred to Destroy'when GS50-03E-05
AUTHORIZATION cancellation file obsolete or Rev. 0
superseded
3.8.4 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 | 1vyear Destroy when GS50-03E-07
DETAIL DATA obsolete or Rev. 0
superseded
3.8.6 DIRECT PAYROLL DEPOSIT HASH SHEET OFM | 1vyear Destroy when GS50-03E-08
obsolete or Rev.0
superseded
3.8.7 DIRECT PAYROLL DEPOSIT PRE-NOTE OFM | 1vyear 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.
ITEM 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: NOTused forretirement |Isuperseded be keptfor long-term verification of
verification - 3 years - retirement eligibility. The
ESSENTIAL RECORD - if'used for see Remarks. infarmation 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.
ITEM 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 | 6years 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 | 3years 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.
ITEM 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="60Vears: obsolete or Rev. 0 history‘@énthe payroll register must
for retirement benefits. If NOT used for superseded be kept forlong-term verification of

ESSENTIAL RECORD;if used fon
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.
ITEM 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 | 3 years Destroy when GS50-03E-29
SYSTEMS APPLICATIONS AND 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.
ITEM 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 of'status 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.
ITEM OPR PRIMARY (SOURCE SECONDARY (ALL DISPOSITION
NO. SERIES TITLE AND DESCRIPTION or DOCUMENT/ORIGINAL) OTHER) RECORD AUTHORITY REMARKS
OFM RECORD COPY COPIES NUMBER
4.1.1 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 | StatesDepartment of Destroyswhen GS59-01-01 Please reference RCW 70.94.527 (7),
ADMINISTRATION (CTRA) ANNUAL Transportation CIR Task | obsolete 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.
4,13 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.
ITEM OPR PRIMARY (SOURCE SECONDARY (ALL DISPOSITION
NO SERIES TITLE AND DESCRIPTION or DOCUMENT/ORIGINAL) OTHER) RECORD AUTHORITY REMARKS
) OFM RECORD COPY COPIES NUMBER
4.1.4 | 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 | 6years Destroy when GS50-03E-03
RECONCILIATION ACT (COBRA) obsolete or Rev. 0
EXTENSION NOTICE'AND. ELECTION superseded
FORMS
Document extension of‘health care
benefit coverage upontermination 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.
ITEM 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 ASSISTANCE'PROGRAM 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.
ITEM 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.
ITEM 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 benefitsifer,employees that
have withdrawnifrom agency's pension
system, but retain‘rights to re-vest.
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.
ITEM 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 retirement 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.
ITEM 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 | 3 years 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.
ITEM 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
obsolete’or 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.
ITEM 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 - | “obsolete or Rev.0 before disposing of this record.
Seeremarks superseded Recordssfrom 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.
DISPOSITION
ILEM DESCRIPTION OF RECORDS AUTHORITY DI::(;EII\]TTZJONNAACNF:LN DESIGNATION
: NUMBER (DAN)
4.3.1 | CLAIMS COSTS REPORTS OR STATEMENTS GS50-06C-24 | 4 years NON-ARCHIVAL
Compilation of costs of processing claims against self-insured liabilities. Rev. 0 NON-ESSENTIAL
OFM
4.3.2 Employer’s Quarterly Report for Industrial Insurance (Workers’ Compensation) GS50-06C-06 | Retain for 3 years after date NON-ARCHIVAL
i ; . Rev. 1 of report NON-ESSENTIAL
Note: Department of Labor and Industries (L&I) retains one copy for 6 years in OFM
accordance with L&Vs records retention schedulée: then
Destroy.
433 INDUSTRIAL INSURANCE \CLAIM LOG GS50-06C-01 | 3 years NON-ARCHIVAL
Rev. O NON-ESSENTIAL
OFM
4.3.4 | Law Enforcement Officers and Fire Fighters (LEOFF 1) Injury/Disability Claims GS2010-082 | Retain for 6 years after death | NON-ARCHIVAL
Records relating to injury and disability claims filed by law enforcement officers and Rev. 0 of individual NON-ESSENTIAL

fire fighters who are members of the Washington State Law Enforcement Officers’
and Fire Fighters’ Retirement System (LEOFF) Plan 1, in accordance with chapter
41.26 RCW.

Includes, but is not limited to:
e Medical, dental, vision, long-term care records;
e Claim and insurance payment information.

Excludes Local Disability Board records which are covered by GS50-05A-13.

Note: LEOFF Plan 2 injury/disability claims are covered by GS50-06C-02, GS2010-084,
GS50-06C-27, or GS50-06C-31.

then
Destroy.

OPR
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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.
DISPOSITION
ILEM DESCRIPTION OF RECORDS AUTHORITY DI::(;I;II\"TEJONNAACNF:LN DESIGNATION
: NUMBER (DAN)
4.3.5 Self-Insured Employer Certification GS50-06C-05 | Retain for 2 years after NON-ARCHIVAL
ificati i NON-ESSENTIAL
Note: Department of Labor and Industries (L&I) retains one copy for 6 years after Rev.1 certlflc(?tlor:lethdrawn or OFM
termination of certification in accordance with L&I’s records retention schedule. sut:en ere
en
Destroy.

4.3.6 Volunteer Fire Fighterst.and Reserveé Officers’Relief Claims GS2010-083w|, Retainfor6 yearsafter claim NON-ARCHIVAL
Records relating to,injury and disability relief claims filed by valunteer fire fighters Rev. 0 closed NON-ESSENTIAL
and reserve officers in aécordance with chapter 41.24 RCW. then OPR
Note: Claims filed with"the State"Board for Volunteer Firefighters and Reserve Officers Degligie
(SBVFRO) are retained permanently in accordance with the SBVFRO’s records retention
schedule.

4.3.7 Workers’ Compensation Claims (Department of Labor and Industries) — General GS50-06C-02 | Retain for 7 years after claim NON-ARCHIVAL
Records relating to workers’ compensation claims filed by employees (and Rev. 1 closed NON-ESSENTIAL

volunteers) of agencies insured by the Department of Labor & Industries (L&I) in
accordance with Title 51 RCW and chapter 296 WAC. Includes, but is not limited to,
Reports of Industrial Injury or Occupational Disease.

Excludes claims for eye injuries covered by G52010-084.

Note: L&I retains compensable claims for 75 years and non-compensable claims for 40

years in accordance with its records retention schedule.

then
Destroy.

OPR
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4.3 INDUSTRIAL INSURANCE
The activity relating to the coverage of medical expenses and salary compensation for work related injuries and illnesses.
DISPOSITION
ILEM DESCRIPTION OF RECORDS AUTHORITY DI::(;EII\"TT:JONNAACNF:LN DESIGNATION
: NUMBER (DAN)

4.3.8 Workers’ Compensation Claims (Department of Labor and Industries) — Eye GS2010-084 | Retain for 10 years after NON-ARCHIVAL
Injuries Rev.0 claim closed NON-ESSENTIAL
Records relating to workers’ compensation claims for injuries to eyes filed by then OPR
employees (and volunteers) of agencies insured by the Department of Labor & Destroy.
Industries (L&I) in accordance with Title 51 RCW and chapter 296 WAC. Includes,
but is not limited to,,Reports.of Industrial lnjury.
Note: L&I retains'cempensable claims for 75 years and non-compensable claims for 40
years in accordance with'its records retention schedule.

439 Workers’ Compensation Claimsi(Self-Insured) — Compensable GS50-06C=27"| Retain‘for7s yearsiafter NON-ARCHIVAL
Records relating to compensable workers’ compensation claims filed by employees Rev. 1 claim closed NON-ESSENTIAL

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

Note: All files of defaulting self-insured employers shall be transferred to and will be
retained by Department of Labor and Industries (L&I) for 75 years after claim closed in
accordance with L&I’s records retention schedule.

then
Destroy.

OPR
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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.

DISPOSITION
ILZM DESCRIPTION OF RECORDS AUTHORITY DI::(;EII\"TTIOONNAACI'\IF:LN DESIGNATION
NUMBER (DAN)

4.3.10 | Workers’ Compensation Claims (Self-Insured) — Non-Compensable GS50-06C-31 | Retain for 40 years after NON-ARCHIVAL
Records relating to non-compensable workers’ compensation claims filed by Rev. 1 claim closed NON-ESSENTIAL
employees (and volunteers) of self-insured agencies in accordance with Title 51 then OPR
RCW and chapter 296 WAC. Includes, but is not limited to, Self-Insurance Report of Destroy.

Occupational Injury or Disease.

Note: All files of defaulting sélf-insuréd employers shall'be‘transferréd to, andwill'be
retained by Department of Labor and Industries (L&I) for 40 years after claim elosed in
accordance with L&I’s records retention schedule.
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4.4 LABOR RELATIONS
The activity of managing relationships dealing with the negotiation of labor.
ITEM OPR PRIMARY (SOURCE SECONDARY (ALL DISPOSITION
NO. SERIES TITLE AND DESCRIPTION or DOCUMENT/ORIGINAL) OTHER) RECORD AUTHORITY REMARKS
OFM RECORD COPY COPIES NUMBER
4.4.1 | 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 plus'6 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.
ITEM 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 obsolete or 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.
ITEM OPR PRIMARY (SOURCE SECONDARY (ALL DISPOSITION
NO. SERIES TITLE AND DESCRIPTION or DOCUMENT/ORIGINAL) OTHER) RECORD AUTHORITY REMARKS
OFM RECORD COPY COPIES NUMBER

4.5.1 | 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.

4.5.2 | 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 actionsysubmittedito.the superseded
Civil Service Commission.

453 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.
ITEM OPR PRIMARY (SOURCE SECONDARY (ALL DISPOSITION
NO. SERIES TITLE AND DESCRIPTION or DOCUMENT/ORIGINAL) OTHER) RECORD AUTHORITY REMARKS
OFM RECORD COPY COPIES NUMBER

45.4 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.

455 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.
ITEM 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 initiating theinvestigation,
investigative reportspstatements, taped
information, corrective action,
correspondence andotes.

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.
ITEM 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.
ITEM 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 thelissues 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.

ITEM 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.
ITEM 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 employmentplus30 obsolete or Rev. 0 296-802=20005, and WAC 296-802-
Documentation ofien-the-job exposure years superseded 20010. Health insurance claims

of agency employees tohazardous
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 296-802-20005
and WAC 296-802-20010 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 296-802-
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.
ITEM 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 | 3 years 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.
ITEM 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 | INDUSTRIAL HYGIENE MONITORING OPR | 30years Destroy when GS50-06C-33
FILES obsolete or Rev.0
Files document the monitoring of superseded
agency work environments for industrial
health issues. May be for air quality,
noise level, presence of chemicals, etc.
Includes sample, fest results, corrective
action taken if any,ete:
4.6.7 | 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
4.6.8 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
4.6.9 PENALTY ASSESSMENT NOTIFICATION OPR 6 years Destroy when GS50-06C-20
obsolete or Rev.0
superseded
4.6.10 | 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.
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4.6 OCCUPATIONAL HEALTH AND SAFETY
The activity of creating and maintaining a safe and healthy work environment for employees.
ITEM OPR PRIMARY (SOURCE SECONDARY (ALL DISPOSITION
NO SERIES TITLE AND DESCRIPTION or DOCUMENT/ORIGINAL) OTHER) RECORD AUTHORITY REMARKS
) OFM RECORD COPY COPIES NUMBER
4.6.11 | 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
4.6.12 | 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
4.6.13 | SAFETY COMMITTEE'MINUTES OFM | 1vyear Destroy'when GS51-05D-09"|' Reference/WAC 296-800-13020
obsolete or Rev. 0
superseded
4.6.14 | 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
required by specific job classifications.
May include lists of job required training
for specific labor categories, training
calendars, course info, vendor
documentation, course materials,

attendance logs and correspondence.

GS50-19-09 and GS50-19-17.
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4.6 OCCUPATIONAL HEALTH AND SAFETY

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

ITEM 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 | 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.
ITEM 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.
ITEM 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 | 3 years 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.
ITEM 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.
ITEM 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""|"Thisrecard should be protected
Documents work'service of individual service plus 6 years obsolete or Rev.0 from damage or loss by off-site
volunteer. Includes application. superseded storage ofa security copy, or by

ESSENTIAL RECORD - Needs security
backup - See remarks.

keepinga@ 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.
ITEM 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 obsolete or Rev. 0
each job title, duties, obligations, etc. years superseded

4.9.3 POSITION DESCRIRPTION/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.
ITEM 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 listyetes
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.
ITEM 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 I-9 forms, remarks
passport copies, copies'of valid driver's
license, copies of certificate|of
naturalization, ete.

4.10.7 | EMPLOYMENT INQUIRIES OFM | 1vyear 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 vyears Destroy when GS50-04B-16
FILES obsolete or Rev.0
Includes test results. superseded

4.10.9 | EMPLOYMENT REQUISITION/ OFM | 3years 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.

ITEM 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 | 3years Destroy when GS50-04B-18
obsolete or Rev. 0
superseded
4.10.11| RECRUITMENT FILES OFM | 3 years 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.
ITEM 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 kequirements 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.

ITEM 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 incltide,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 | 3 years 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
ILIi)M DESCRIPTION OF RECORDS AUTHORITY DI::(.I)-EII\'JI'TIOOI\]NAACI'\‘I':)ON DESIGNATION
: NUMBER (DAN)

5.1.1 | Forms — Accountable GS2010-011 | Retain for 3 fiscal years NON-ARCHIVAL
Unused, pre-numberedforms 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
Rev. 0 ceases NON-ESSENTIAL

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

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

then
Destroy.

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

DISPOSITION
ILIi)M DESCRIPTION OF RECORDS AUTHORITY DI::(.;EII:'TAONNAQI:':)ON 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)SFSI\EINHAL
publications. then

. — Destroy.
Includes, but is not limited to:
e Job descriptions/specifications/designsrecords;
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
Master set of all publications created by the agency. Also includes source materials Rev. 1 needed for agency business (IG’(’)plila-léaslsRslgﬁerT_)
(.pdfs, camera-ready copies, original photographs/digital images, etc.). then OFM

o o Arrange for appraisal by
Publications include, but are not limited to: Washington State Archives.
e Reports, manuals, brochures;
e Newsletters, magazines, journals;
e Maps, plans, charts;
e Audio/video recordings and films/presentations.
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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
II'Ii)M DESCRIPTION OF RECORDS AUTHORITY DI::;EII\"I::-(I)?\INAACI'\‘I'%N 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 Archival.in Destroy.
accordance with the Office of the Secretary of State’s records retention schedule.

5.2.2 | Catalog GS50-12A-01 |/ Retain until no longer NON-ARCHIVAL
Records describingithe libraryiinformation sources owned by the agency. Rev. 1 needed for agency budsiness 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
ILIi)M DESCRIPTION OF RECORDS AUTHORITY DI::;EII\"I::-(I)?\INAACI'\‘I'EN 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: untl! cotnpletlon of S.tate .
. . . . Auditor’s report, whichever is
e Accession and,deaccession (discard).of items;
. sooner

e Interlibraty 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 ESSENTIAL

OPR

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
ILIi)M DESCRIPTION OF RECORDS AUTHORITY DI::;EII\"I::-(I)?\INAACI'\:'EN 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
ILIi)M DESCRIPTION OF RECORDS AUTHORITY DI::;EII\'II'T(I)?\INAACNI':::)N 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
'Lﬁ)"" DESCRIPTION OF RECORDS AUTHORITY o1 ::;E:\'TT:)?\'NAAC':FON 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. 2 of latest entry NON'(E)SFS;NT'AL
with chapter 42.56 RCW. then

Destroy.
Note: Exemption logs are covered by DAN GS2010-014.
5.4.2 | Public Disclosure/Records Requests GS2010=014w, Retainifori yearafter public NON-ARCHIVAL
Rev. 1 records request fulfilled NON-ESSENTIAL

Records relating torequestsi{from the general public for access to the ageney’s
public records in accordance with chapter 42.56 RCW.

Includes, but is not limited to:

e Internal and external correspondence relating to the request;

e 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
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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
ILEM DESCRIPTION OF RECORDS AUTHORITY DI::;EII\'II'T(I)?\lNAAcl'\lI':)C)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 (Iil\g)lilaigsREl‘\‘ll“I'i[::_)

from one form to anether where not|capturediin the'metadataofthe,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 torWashington
State Archives

then
Arrange for appraisal by

Washington State Archives.

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

'LEM DESCRIPTION OF RECORDS AUTHORITY o1 ::;E:\'TT:)%NAAQ:)ON 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 andther wheré noticapturedinithe metadata of the beenidestroyediin OFM
converted records. accordance with a current

. . approved records retention
Includes, but is net limited to: PR
schedule

e Migration of digital records’(mapping schemas, testing reports, etc.), then

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.

Destroy.

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
ILEM DESCRIPTION OF RECORDS AUTHORITY DI::;EII\"I'T(I)?\lNAI.\Cl'\lI':)ON 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-ESSENTIAL

e Digitized in aeccordance with a valid approval by Washington State Arehives in Arrange for appraisal by OFM
accordance with WAC 434-663; or, Washington State Archives.
e Microfilmedimyaecordance,with Washington StatesStandards forthe
Production and Use of Microfilm.
And, provided that the converted records are retained in accordance with a current
approved records retention schedule.
Excludes Superior Court source records covered by GS2010-085.

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; or,
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.

DISPOSITION
ILEM DESCRIPTION OF RECORDS AUTHORITY DI::;EII\"I::-(I)?VNAAC[\I"E)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.

5.5.6 | Source Records — Reproduced (Superior Court Records) GS2010-085 | Retain until verification of NON-ARCHIVAL
Superior Court records which have been reproduced in accordance with RCW Rev.0 successful conversion NON-ESSENTIAL
36.23.065. then OFM

. . . . Destroy.
And, provided that the converted records are retained in accordance with a current
approved records retention schedule.
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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
'Lf)“_" DESCRIPTION OF RECORDS AUTHORITY o1 ::;E:\'TT:)%NAAQ:)ON 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 treatmient recordsiddécumenting repairtempublic records desighatéd as Rev.0 recordsshave beemsdestroyed | 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).

ITEM
NO.

DISPOSITION
DESCRIPTION OF RECORDS AUTHORITY DI::;EII\"I::-(I)?VNAACNI':)ON DESIGNATION
NUMBER (DAN)

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 indexeslists, registers, tracking systemspdatabases, 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 3\'3:32;:%’;‘ AL 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
ILEOM DESCRIPTION OF RECORDS AUTHORITY DI::(-;EII\"I'E)CI)\INAACNI':)ON 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 Forims and Publications —Copies GS50-02-02 [aRetain 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
ILEOM DESCRIPTION OF RECORDS AUTHORITY DI::(.;E:\'JI'T:)?\INAACI'\‘I':::)N 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 (Catalogs, 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 thatthe agencyretains the Rev.0 neededforagency business NON-ESSENTIAL
primary record in‘accordance withthe current approved minimum retention then OFM
period. Destroy.
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DISPOSITION
ILEOM DESCRIPTION OF RECORDS AUTHORITY DI::(T)E'I\‘TE)?\INA‘::':FON 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,
presentations, 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 be evaluated, sampled, and weeded according to archival principles by archivists from Washington State Archives (WSA). Records not
selected for retention by WSA may be 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 systemito anotheriin orderito.ensurescontinued integrity andsaccessibility 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 othéer dociments necessary to isolate and prove the validity of @very transaction relating to
the receipt, use, and disposition ofiall public\property and public income from all sourees whatsaever; all agreements and contracts te which the state of Washington or
any agency thereof may be a party; all fidelity, surety, and performance bonds; all claims filed against the state of Washington or any agency thereof; all records or
documents required byylaw to be'filed with or kept by any agency of the state of Washington; ... and all other documents or recordsidetermined 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 inspéction servicesito local government agencies.
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GS2010-001.....ccciiiiiiiiiiiiiciiiee 7 GS50-01-08 .....coovviiiiiiiieiiiiiiec, 5 GS50-03A-07 ..ooviiiiiiiiiiciiiciiee, 77 GS50-03B-07 ...c.vvvvviiiiiiiiiieee, 91
GS2010-002.......ccoevviiiiiiiiieiieeee, 37 GS50-01-09 ....oooviiiiiiiiiiiiiiciiies 17 GS50-03A-08.....ceiiiiiiiiiiiiiiiee, 77 GS50-03B-09......c.covcviiriiiiiiieee, 83
GS2010-003.......cevvririririiieiienee 38 GS50-01-10 ...viiiiiiiiiiiiiiiiinciees 22 GS50-03A-09....ccviiiiiiiiiciiiiee 79 GS50-03B-10....ccevviiriiiiiicinieenee, 77
GS2010-004.........ooovvvviiiiiiiriieenee, 39 GS50-01-11 i 20 GS50-03A-10....cciiiiiiiiiiiiniieene 79 GS50-03B-11...cccviiiiiiiiiiiiciieee, 89
GS2010-005.......ccovviriiiiiiieiieenne, 39 GS50-01-12 .vviiiiiiiiiiiiiine, 6 GS50-03A-11..ccoviiiiiiiiiiiiiiiee 79 GS50-03B-12.....coovviiiiiiiiicieeee, 81
GS2010-006.......ceevvviriiiiiniieiieenne, 40 GS50-01-17 ccoviiiiiiiiiiiiiciiinies 79 GS50-03A-13 ... 80 GS50-03B-13....cceovviiiiiiiiicieee, 83
GS2010-007.....cccvviviiiiiiiiiciieene, 40 GS50-01-24 ....oovviiiiiiiiiiiiiiciiees 26 GS50-03A-14....ciiiiiiiiiiiiciee, 80 GS50-03B-14......coovviiriiiiieneee, 78
GS2010-008.........coocveiriiiirieiieenne, 41 GS50-01-25 ....ooiiiiiiiiiiiiiiiciees 13 GS50-03A-15....cciiiiiiiiii, 81 GS50-03C-01 ...cviiviiiiiiieicee, 94
GS2010-009.......cccevviiriiiiriciieene, 41 GS50-01-30 ....eiiiiiiiiiiiiiciiiciieee 19 GS50-03A-17 .ooviiiiiiiiiiiiiic, 102 GS50-03C-02.....oevviiirriiiieneee, 94
GS2010-010....ccovviiiiiiiiiiiiciieenee, 41 GS50-01-32 ..vviiiiiiiiiiiiei, 8 GS50-03A-18...cciiiiiiiiiiiiiie 57 GS50-03C-03....ccoovviiiiiiiiicieee, 95
GS2010-011 e 143 GS50-01:365....... swmmmmmsnn: . . asswwas 5 GS50-03AnlOuuumss. .. sospmmmmmmans oo 91 GS50:03C-04.......oovviiiiiiiiiien, 95
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GS2010-013.....ccoiiiiiiiiiieeid 144 GS50-01-38t...... ... 25 GS50-03A-20mmm....onen e 82 GS50-03C-06.....ccovvviviiiiiiiiienn, 96
GS2010-014......cccvvvvivree W 149 GS50-01-39 ..., 8 GS50-03A-22......coocbidhnnnnn e 58 GS50-03C-07 ..coovivviiiriiiiiiicee, 96
GS2010-015.....ccviiiiiiiieiinenn il 150 GS50-01-41 ... Lo 8 GS50-03A=230i. LamLk 82 GS50-03C-08.......coocvvvrriiriirreennn, 97
GS2010-016.....ccuvvvvirriieiiniieiinen, 151 GS50-01-42 ... 5 GS50-03A-24......coovviiiiiiiiiii, 82 GS50-03C-09.....coevviviiiiiiiiiiiiieee 97
GS2010-017....coovviiiiiiiiiiiicin 152 GS50-01-43 ..o, 8 GS50-03A-25....ciiiiiiiiiiiii 83 GS50-03C-10..cccciiiiiiiiiiiiiiciiee, 98
GS2010-018......ccviiiiiiiiiiieinn 153 GS50-01-50 .....covviiiiiiiiiiiiiiiiiee 120 GS50-03A-26.....cceeviiiiiiciiiiiee 88 GS50-03C-11 ..o, 98
GS2010-019.....coviiiiiiiiiiiieie 154 GS50-01-51 ... 125 GS50-03A-27 ..o 84 GS50-03D-01...ccvviviiiiiiiiieiiceee, 92
GS2010-020.....ccicviiiiiiiiiiiiiennnnn 154 GS50-01-52 ....ooviiiiiiiiiiiiiie 126 GS50-03A-28....ciiiiiiiiiciiii 84 GS50-03D-02......oovviiiiiiiiieiieenen, 76
GS2010-021.....cuvvviiiiiiiiiiiccnen, 156 GS50-01-53 ..o, 11 GS50-03A-29.....oiiiiiiiiiiiiii, 86 GS50-03D-03.....ccovviiiiiiiiiiiiieee 92
GS2010-023......ccvvviiiiiiiiiiicinee, 146 GS50-01-54 .....ooviiiiiiiiiiiiiicns 115 GS50-03A-30....ceiiiiiiiiiiiiiiiee, 86 GS50-03D-04......coovviiiiiiriiiiiieenne 92
GS2010-024.......ovvvviiiiiiiniicinen, 147 GS50-02-01 ...coovvvviiiiiiiiiiiiiicins 157 GS50-03A-31 ..., 86 GS50-03D-05.....ccevviiiiiiiiiiiiieee 92
GS2010-079...ccccvviiiiiiiiiiiiiiciieeee 24 GS50-02-02 .....oovvvviiiiiiiiiiiiicins 157 GS50-03A-32....ceiiiiiiiiiiiicce, 104 GS50-03D-06.....ccoovvviiiiiniiiiiieene 92
GS2010-080......ccvevviriiieiiieiieenne, 25 GS50-02-03 .....oovviiiiiiiiiiieie 158 GS50-03A-33 ..., 105 GS50-03D-07...cccvvvviiiiiiiniiiciieeee, 92
GS2010-081.....ccvvviiiiiiiiiiieiieee 27 GS50-02-04 ..o 158 GS50-03A-34 ..., 82 GS50-03D-08.......covcviiiiiiiiiiienee, 93
GS2010-082......ccuviiiiiiiiiieeien 116 GS50-02-05 .....oovviiiiiiiiiiieiee 159 GS50-03B-01....ceeeviiiiiiiiiiiiieene, 90 GS50-03D-09.....cccoviiiriiiiieice, 79
GS2010-083......ccvvveieereeeieeennne 117 GS50-03A-01 ..o 83 GS50-03B-02.....oevvveieieiciiieieee, 90 GS50-03D-10...cuvieieiiiecniiciene, 93
GS2010-084.........ooovveerereieennne 118 GS50-03A-02.....cvviiiiiieiieeies 76 GS50-03B-03 .....coeovveieiiicieicee 90 GS50-03E-01 ...oovviiiiiiiiieenne 101
GS2010-085......covvivieeieicieeenee 153 GS50-03A-04.....ooiiiiiieiieeies 77 GS50-03B-04 .......oovovvieeecieieenee, 90 GS50-03E-02 ....cvvvviiiiiiienne 101
GS50-01-01 ..o, 26 GS50-03A-05....coiiiiiiiiieiiiceiee 82 GS50-03B-05.....cevvveieiiicieiciee 91 GS50-03E-03 ....cvviiiiiiiciene 108
GS50-01-02 ..o 5 GS50-03A-06.....ccuevvviiiiiiiiiiiiies 90 GS50-03B-06.......ccovviriiiiiiiiiieene 77 GS50-03E-04 ......oooviiiiiiiiieie 106
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GS50-03E-05 ...coevvvvveveieieiereneeenennns 101 GS50-04B-07 ..ovvvvvvvvvrvverererererenannns 137 GS50-04B-44 ......ccouvvvveeevevenenenenennns 134 GS50-05A-12...ccvvvviiieieieieieieieeenenes 11
GS50-03E-06 ....cevvvvvrreeeeeieeeeneenennns 101 GS50-04B-08.......ovvvvvvvvvrererererenennns 137 GS50-04B-45 .....ccovvvvveieveieneneienennns 122 GS50-05A-13 .. 12
GS50-03E-07 covvvverereieieeeeeeeeeeeeeenns 101 GS50-04B-09 .....cvvvvvvvvrerervrerererenans 113 GS50-04B-46......cccvvveverereierenenenennns 124 GS50-05A-15....cciiiiiiiiiiiiieiiieieeeeeees 13
GS50-03E-08 ....ccoevvveveveveeeeeeeeeeenns 101 GS50-04B-10...ccuvvvererererernrenerennnnns 136 GS50-04B-47 .cocueeeveveeeeevevevererenennns 125 GS50-05A-16...cccvvvvieieieeeieieeeeeeeeeees 14
GS50-03E-09 ...coevvvvveveeeeeeeeeeeeeeeees 101 GS50-04B-11...ccevvvevvvvvernnnnnnnnennnnns 138 GS50-04B-48......ccovvvvvvevvevvreverenennns 125 GS50-05A-17 .cveveeeeeieeeeeeeeeeeeeeeeeees 14
GS50-03E-10 ..ccvvvereeereeereeeeeeeeeeeees 102 GS50-04B-13 ....oevvveievvvevernreneneiannns 134 GS50-04B-50....cccvvvveeevereeriereeenennns 133 GS50-05A-18.....ccovvvveeveeeeieeeeeeeeeeeees 15
GS50-03E-11 .o 108 GS50-04B-14 ..., 135 GS50-04C-01 ...covvvvieeeeiereiiiceeeees 114 GS50-05A-20...ccciiiiieeieeeeeeceee e, 9
GS50-03E-15 ..cciiiiviiiiiiiieieieieeenennns 102 GS50-04B-15....cuvvivvevvvererevererenanans 123 GS50-04C-02 ...ccovvvvrereierererenenenenens 114 GS50-05A-21 ...coevvvviiiiiiiiieieieieeeeeees 16
GS50-03E-16 ..ccevveverriiieieieeeieeenennns 103 GS50-04B-16...ccvvvvevvvererererererenanans 139 GS50-04C-03 ....covvvviviiieiererenenenenens 114 GS50-05A-22....ocviviviiiieieieieieeeieieees 66
GS50-03E-17 ccovviieieieieieeeeenenneeeennns 103 GS50-04B-17 ccovvvvererervrerererererenanans 139 GS50-04C-04 ....covvvvveviieiereienenenennns 115 GS50-05A-23 ... 141
GS50-03E-18 ...covviiieeeeeeeeeiieiee s 103 GS50-04B-18.....cevveeeeieireiicieeeeeeee 140 GS50-04C-05...ccovriiieiiieriiiiceeeees 115 GS50-05A-24 ... 127
GS50-03E-19 ..ovviicieeeieeeeeeeeees 103 GS50-04B-19 ....ovvieiiiereieeeeeeee, 109 GS50-04D-01...ccevvveieieeeeeiiceeeeees 107 GS50-05A-25. . 15
GS50-03E-20 ...ccevvvevereeeeeeeneneneesumun 103 GS50-04B-20......... . commmmmmmmsmss . .. cowws 133 GS50-04D-02 cecewss. ... smmmmmmmmmnnacneeenns 110 GS50-05A-26....ccovveieeiieeeeeiieenens 139
GS50-03E-21 ..ovvviiieeeeeeeeeis o 103 GS50-04B-21 .0t i 72 GS50=04D-03......cceeheverrererenaiathans 110 GS50-05B-02 ....ccoevvveveveeeeeeeeeeeeeeeeeees 9
GS50-03E-22 ..ccovvvvvieieieieeeeeneeensvatd 104 GS50-04B-22«...... ..ot ... v 140 GS50-04D-04mmmm.... beveeeeeeeeeeidunens 112 GS50-05B-03 ....ccovviiiiiiiiiieieieieceeeees 15
GS50-03E-23 ...coiviiivieeieeeeeee W 105 GS50-04B-23 ......colithvvievereieneieiiin 136 GS50-04D-05.....cccvvbivierenenenedonienne 113 GS50-05B-04 .....coovvvvvvviiiiiiiieieeenenes 12
GS50-03E-24 ....covvvvvieeieveieeeeeen ool 106 GS50-04B-24 ........ L., . 140 GS50-04D=06mmmm... Lo, 112 GS50-05B-05.....cccvvvvvviiiiiiieieieienenns 10
GS50-03E-25 ..covviviviiiiiiiieieieieeennns 106 GS50-04B-25....oovvvvveveierereieiereinnans 126 GS50-04E-03 ....coovvvvvvvierererenenenenens 126 GS50-06A-01....ccovvvvvriiiiiieiiieieeeneees 37
GS50-03E-29 ...ccovvvvriiieiiiiiienerenenes 105 GS50-04B-27 .coevveeviieieieieieienerenanane 134 GS50-04E-04 ......covvvvvvveveveienneenennns 120 GS50-06A-02....ccovveivreieiereieienererenes 39
GS50-03F-01 ..ccovviviiriiriiiieieneeeeeeeees 88 GS50-04B-28......ovvvevevvrererererereianne 109 GS50-04E-05 ....coovvvvvvvveriieieninenenns 121 GS50-06A-03....ccivieieiiiiiiiererereierenes 38
GS50-03F-02 ...coevvviiirriieerineeeieeenenes 88 GS50-04B-29 ....covvveieveiireveieeeieienee 133 GS50-04E-06 .....covvvvvveveveeeeenenenenns 121 GS50-06A-05....ccovvviviiiiiiieiiieieienenes 42
GS50-03F-03 ...cooviriiiiiieieieeeieieeeeeees 88 GS50-04B-30....ccuvvvverirererernrerenannns 128 GS50-04G-01....ccevvvvvveiirerenererenennns 141 GS50-06B-01....cccovvvvviiieiiiiieieieeenenns 61
GS50-04A-02....ccevvvvieeiiieieienieenennns 138 GS50-04B-31 ...covvvviiiviierireinierenennns 133 GS50-04G-02.....ccvvvvvveierereienenenenens 142 GS50-06B-02.....covvvvvieieiiieieieieienenes 33
GS50-04A-03....coevvvvieiieieeeeeeeeeeenens 138 GS50-04B-33 ... 134 GS50-04G-03....covvvvviriiereienenenenennns 142 GS50-06B-03 .....covviviiiiiiiieieieieeeeeees 62
GS50-04A-04......coovvvvveivviieienenenennns 138 GS50-04B-34 ....covvvvvevvievereiniereinnans 141 GS50-05A-01 ...covvvvivviiriierererereeenenens 24 GS50-06B-04 .....ccovvveveviiiiiieieieienenes 57
GS50-04A-05...ccovviviiiiiiiiiiieneienennns 139 GS50-04B-35.....oviiiiieieieeeeeeeeeee 122 GS50-05A-02....ccevviviirieeierieereeeieeeeeeens 9 GS50-06B-05.....coevvvereieieieieierererenens 72
GS50-04A-06.....ccevvvvreierereeenenenennns 109 GS50-04B-36 ...ccevvveievervrerereniieienae 113 GS50-05A-03...coiiiiiiiiiieieeeeeeeeeeeeeeeeee 9 GS50-06B-06......cccvvvvrererirererererenenens 63
GS50-04A-07 .oovvvevevereieeererereeerennns 105 GS50-04B-37 .covvvreiereieieiereeereieienens 122 GS50-05A-04......coovvvvvereieeerenereeeeenens 10 GS50-06B-07 ...coevvvvvererereiereierererenns 63
GS50-04A-08.....covvvvvveereeeereneeenennns 133 GS50-04B-38.....covvvevevevvrerererereinnnns 123 GS50-05A-05...ccevvviiriiiiiereeererenenenns 10 GS50-06B-08......ccovvvvererererererererenns 63
GS50-04B-01 ....ccovvvvveviiiieieeeeeeenennns 138 GS50-04B-39 ....cvvvvivvveiirirninrnreinnnns 123 GS50-05A-06....ccvvvvvveerererererereeenennns 10 GS50-06B-09.....coevvvviereiiiiiiieieieeeees 64
GS50-04B-02 ....ccovvvvvvveeeeerieieeenennns 108 GS50-04B-40.....cuvvevevvrerererererernnnns 110 GS50-05A-07 .covvvvvveeieiereiereeeeeeenenens 24 GS50-06B-10...cccvvviiiiiiiiiieieieieeeeenes 64
GS50-04B-04 .....ccovvvveveveveeeveieienennns 129 GS50-04B-41 ....covvvvvevvvererninrnrenennns 111 GS50-05A-08.....covvvvvvevererereeereeenennns 16 GS50-06B-11...cccvviiiiiiiiiiiiiiieeeeeeeees 73
GS50-04B-05.....covvvvvvereieeereneeenennns 137 GS50-04B-42 ....ccovveveveveveveiereieienne 111 GS50-05A-10..ccciiiiiierereeeeeeeeereeeneenes 24 GS50-06B-12 .....covvvvvvereieiereeerererenes 73
GS50-04B-06 .....coevvvvvereeeeereneeenennns 135 GS50-04B-43 ... 112 GS50-05A-11 ..ccovvvviiireieieeeeeeereeeneeee 24 GS50-06B-13....ccoviiieieieieieiereiererenes 64
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GS50-06B-14 .....cocvvvvveeeieienneeieennennns 72 GS50-06C-29 ...covvvvvrevvrerernrererarenans 130 GS50-08A-01....ccevvvvvvrereinienerererenennne 20 GS50-12A-03...cciiiiiieieieeeeereeeeeeeees 145
GS50-06B-15.....covviiiriiiieieieeereeeneenns 72 GS50-06C-31 ...covvirvrervrerernrnrerenannns 119 GS50-08A-02...cccvvvvverereieiereeerenenenens 20 GS50-12A-08.....covvvvveieieieieierenenennns 146
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GS50-06B-20....cccvvvieeeeeiereiiiieeeeens 73 GS50-06E-01 ...covvveieeiieiriceeee e, 59 GS50-08A-07 ..o 21 GS50-12D-05....ccoiiiiiieeiieeeeeceees 99
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GS50-06C-10..cccvviiiiiieiiieiiieieeenennns 129 GS50-06E-20 ...cvvvvverererernivnerernnnnnnnn 61 GS50-08C-02 ...ccevvvivrrerererererenerenenens 36 GS50-19-08 ....ccoevvviieieiiiiieeeieieeeeeees 49
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abatement Project .....cccoccveeeecieee e 45
acceptance testing (computer applications)........... 38
access

building entry logs (employee) .......cccceevvvevvvennen. 73

network/system/data........cccoceeeeeiienieieciieieene 37
accession/discard (libraries) .....c.cccceevveeveerveennnnn, 146
accidents

hazardous materials ........eccoooec i it 45

traffic collisions.........eeeeeeees e bt e 61
accidents/iNCIdeNtS ......oocuvee fheeeeeeiee et bedeeeee i 27
accommodation (ADA)............. it ... 114
account adjustments

payable/receivable .........cocoeveeeiiiiiecciieceeee, 76

PAYIOIl e 106
accountable forms ......cccccveeeiiiie e, 143
accounts payable/receivable ..........cccoeeeeeiiieeneenn. 76
accreditations (from other agencies).........ccccecueeneee. 5
acquisitions (land/property) .....cocoeveevevrverneenne. 69, 70
addresses/passwords (URL) .......ccccveveevreenneeineennenne 40
administration (general) ............ 5, 20, 22, 24, 27, 116
administrative

PrOCEAUIES.....utieeeeeeceitreeee e e eeecree e e e e e careaee e 26

WOrKiNg fileS.....cccvvivieiiiieiieee e, 5
advice

1€l .. 22

Provision Of ......c..oievciiieeee e, 6,7
advices (remittance) .....ccoceeeeieeeeeciee e 82

advisory boards/councils/commissions/committees
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audio/visual recordings of proceedings ............. 10
COITESPONUENCE ...eiieviieeeiiieeeeiiee e siree e et e 11
MINUEES .ot 12
affidavit of mailing/posting public notices................ 9
affirmative action......ccccvvvveeiiiiiiiiiiieenecciee 114, 115
agency
(o] 1 = 1 (=] PSRRIt
goals/objectives
health insurance providers......c.ccccooceevveieneenne 112
historical fileS.....ccovviiriiiiiiiiriicie e, 17
informationalreports ........ o . ..... swwmmmmmm.... 7
liability (risk data) ....5o.... e b 29
newspaper clippings .......cocccveeviieviieieeiiee e 18
photographs ... B e i b, 18
policies/procedures....h....... mmi ... . 26
Press rel@ases ......cuucvveeeeveeereicieeeerieeeeeeeeeeeneeens 18
public opinion polls.......ccccceeeveiciiiiiier e, 19
publications/forms .........cccccevvveeeveecrveenen. 144, 157
retirement investment contracts ..................... 113
SCrapboOKS. ... 19
SPEECHES ...t 19
agendas
packets (boards/councils/committees ................. 9
public hearings........cccvveveveer v, 15
FEOUESES ceiiiiiiiiiiiiiiieieeeiereeereeeeereeer e e e e e e 9
agreements
collective bargaining........cccccceeeveciiieeeeeeiccinns 120
dispute resolution.........cccecevevevccieeeercineen, 125, 126
employee enrollment ........cccoecevevivcieeeeciieeeees 110
fINAl e, 125
AN Lo 96
INTLIAL e 126

superfund consent.......ccocveeeriieeeiiieee e, 55
agreements (purchasing, escrow, lease, inter/intra-
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QI QUALITY e 130
AIDUMS ..o 19
Americans with Disabilities Act (ADA) .................. 114
analyses (research) ......ccccocceeeveeeceecvieesee e 8
annual reports

boards/councils/committees.......c.coceeeveeuveernnnnen. 10

chief fiscal OffiCer.....cccevvvviiiiiiiiiieciecieeeee 76

trustees (libraries) ......ccocceevvvveeevviiee e 145
applications

employmMeNt .....ccovveieiiiie e

Planning/reVIEW.....hovive e

VOIUNEEET ittt
appointment calendars
appointments (boards/councils/committees)......... 10
appraisal/appraisal required................... see Glossary
appraisals (independent) ........cccceeeevveeeviieeeeciieeeenns 75
apprentice certification..........cccceeeecieieeciiee e, 141
APPrOPriate USE.uiiiiiieiiiiiieeee e e esiireee e 42
architectural drawings ......cccoeevveeeevvieeenceee e 33
aArchival..ooocvee e see Glossary

collections (libraries) ......ccoovveeeeeevicvrvnenn.n. 146, 147

records (transfer).......cccocveeeeciiee e, 156
asbestos

handling/training.......cccoeeevveeeiveeeieecreecre e 49

FEMOVAL.coiiiiiiiiiieeie e 45
as-built

architectural drawings.......cccceceeeevcieeeecciee e, 33

construction plans .......ccccveeeeciieeicieee e, 31
as-designed construction drawings ..........cccceeeenne. 31

INDEX TO:
SUBJECTS

Page 172 of 186



Washington State Archives
Office of the Secretary of State

Local Government Common Records Retention Schedule (CORE)

Version 2.1 (July 2010)

attachment (salaries/wages) ......ccccoevveeveevvrennnnnn, 105
auctions (authorizations/notifications) .................. 36
audio/visual
agency publications ........ccoceeeveiiienniinnieeee 144
MAtErIAlS c.evveeieiiee e 18
recordings/transcripts ......ccoceeceeeeerenenesesenenns 16
records of official proceedings ........cccecuevevueennen. 10
SOUICE FECONAS ..uvveieuiiieeiiieeeenieeeesieeeeeireeesaeee 153
systems (installation).........cccoeeveeeeicieeeeciee e, 35
audiometric testing......ccccceeeeevveiiiiieeee e, 128
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fINAINGS ceveeeee e 88
fiscal/performance reports. s o vosmseveeeeenness 88
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reference materials ............ B ee it e eeeeennets 88
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subject/reference files......... 0wl ... .. 88
trails (IT infrastructure)......cccceeecveeeecieeeecieeees 38
automated tasks (electronic info systems).............. 39
AWArd fileS..couieiieiee 134
B
B&O (business and occupation) taX........ccceeevvvenneen. 99
background files.......ccecveeiiiiieeecee s 133
backups (public records) ........ccceevveeiicieeencier e, 39
badges
application/documentaion ..........cceeeveeeveeeneenne 73
identification records ........ccoceeeiiiieiinniiec e, 72
bank/banking ........ccoveevveeiiieeeiieiireeecreeeree e 90, 91
benchmarks (IT system health).........cccccceciernnen. 41
benefits
contracts/policies/plans .......cccccevveeveeeiieennen, 110

detail report (payroll) ....ccveeeeeiriiieeeeeeees 101
enrollment agreements.......cccceceeeveieeeeiieeeeennns 110
monthly statements (paid) .........ccceeeeerieennnneen. 112
PArticipation ......coooveiiiiieiiie e 110
StUAIES/SUIVEYS ...oveeieeieeieeeeeee e 107
bids/pProposals ......ccceceeveeiiecicciceeeeeeee e 20, 21
billing
AISPULES weevieeeiiieeee et 78
equipment/vehicle USe.........cccceevevveecieeeireeeineeene 59
restitution statements.........ocociiiiieiiiiiiiiieeeen. 23
Dills Of SAIE ..vvveeeeeeieeeeee e 77
biographical files.......cccoovieriiiiiiiiie e, 17
boards/councils/committees
agenda packets....... i e e, 9
annualmeportSemmat.......... ... Lo 10
APPOINTMENTS ..uvvv i v bbb 10
audio/visual recordings of proceedings . 10
MINUEES ..t e e e 12
INAEXES ceieeeeeiee e 11
oaths of office...ccvivcierii e, 13
OrdiNANCES ..o ee ettt 13,14
INAEXES ettt 11
PELILIONS . ccciiiiiiiiieiie 14
(0101 o] ITol o 4 (ol TR 9
reports from advisory bodies ...........cccecvveeennenn. 15
rESOIUTIONS ...vvvviieieeeeirreeee s 13,14
INAEXES ceeiieeceiee e 11
subcommittees (minutes/reports) ........ccceeeueene 16
transcripts of proceedings........ccccvevevveeeiiieennnnns 16
boilers
iNSpection reports.....ccccceveveieiiiiiiiiiiiiieieiceeeeeeeeees 61
operating PermMits ......cccvvvuvierererererererererereneiean. 64
bond Projects.....ccccevivceee e, 22
bonds

fidelity/SUrety ..ooocvveeeeeceeceecee e 28
boNdS/COUPONS ...cccuveeerieeiieetee et 82, 83
brochures (agency publications)................... 144, 157
budget

departmental requests ........ccocceeeiieiiieniieeneenne 92

development ....ccevvveeieeiiiee e 92

FINAL e 93

fOreCasts ..oovviirieiriieceere 92

Preliminary ... 93

(=] oo ] o £ PPPTPPPPOt 92
build guides (Network) .......cccceevveeeviierieecieecieee, 40
business and occupation taX.......ccccceveveeeerieeeeennnen. 99
business.hours/addresses........cccoevvvvveeeeerivveeennnns 157
BYRIAWS ... e 24
C
calendars

agency publications ......ccccccceveevcveeeiiieen. 144, 157

APPOINTMENT ...eeeiiieeeeeeiirreee e 5
camera-ready artwork .......ccccceeveiiiiiinieenien, 143,144
capital improvements ......ccccceeecciiieeee e 32
CArd KBYS oottt 72
case files

billing dispute (customer)......c.ccccvevvveevveesveennne. 78

civil service commission .......cccccceeveveeeeriveennnns 122

employee assistance........cccceeeveeeeircieeeccieeeees 109

workplace Violence .......coocciieiieeiicciiiieeeee e, 127
cash

accounts/books ......coccuveiivieiiiiieee e, 90, 91

AAilY e 79

JOUMNAIS .o 80

PELLY o 81
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receipts transmittals.......cccccooeveeeeiiieeccciee e, 77

received receipts ....cooceveeeeeeevciee e, 82
catalogs

agency publications ........cccceevveenieenieene 144, 157

library collections .......cccceevecieeincieeenriee e, 145
CDs/DVDs/videos (agency publications)....... 144, 157
census records (Office of Financial Management) . 24
CENLIAl STOTES wovveiiiiiecieectee et 58
certificates

bulk Mailing ....cvveeeiieeeeee e, 148

destruction

hazardous materials........ccccccevvviieeeniierennnenn.
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hazardous waste disposal te.........itheeciiteee e

inspections/systems ...........cc e cveecinteeveeenness

IRS (withholding) .......ccocoomnnn b ke,

naturalization (copies).........Jmm. ... et

title (VENICI®) uueeeiieeeeee e
certificates of insurance......cccccovceevieenieenieenieene
certifications (from other agencies)....
certified mail (logs/return receipts)....
charters (agency) ...ccooceeecveeeecveeeenneen.

charters (computer applications) .......cccceeevveeeenns
Check Clearing for the 21st Century Act.................. 90
checks/warrants
BrANTS s 98
FEEISTOIS coiiiiiieeee et e e 86
STOP PAYMENT...oviiiiiiiieiiieiiieeeveeereere e 83
STUDS ot 77
substitute/cancelled ..........cccoeeeveiveeeeeviiieeene, 90
chemicals
ANAYSIS SEIVICES..uiiiiieiieiiiieeee e et e e cciaaees 53

inventory sheet
chief fiscal officer (annual report)

chronological reference file .......cccooeeevcieeeecieeecnnen. 5
circulation (libraries) ......ccccceeveieeeeiciie e, 145
citizens’ complaints/requests .........ccveeveeecreeeineenns 17
civil service
commission
CASE filES cuuiiieiiei e 122
exXhibits ..., 122,123
investigation files ........cccoceeeeviiiiiciiee e, 123
journal ..ccceveeeiciieeeiee,
examination
claims
costs reports/statements .........ccceeeeeerereennnenne. 116
damage/loss.(purchasing) ..cssse....... sesssssssss. . 79
disability/health/welfare [.........00...odeeeeee. 108
FederakhEmergencysMgmt."Agency (FEMA)mm.. 28
unemployment inSUranNCes...........echeeeteneeeeennnee.. 113
workers'compensation ...... 0wl 12372285119
claims for damages .......cccoeeevciiieeeiiie e 22
client service agreements ......cccccvecverevcveeeeniieeeeenns 20
clippings (NEWSPAPETS) ....eeverierieiieieereeie e 18
collateral SECUTitY....ceerverrieeniieniee e 83
collections
libraries...ccccvveeeeeeeiiieieeeeeeeeeeeeeeeeeeen 145, 146, 147
PAYMENES AU ..oeeieeiiiiiieeeee e e 78
collective bargaining .......ccccceeeeevviiveeeee e, 120
collisions (VEhIClIes) ..ccccuvveeieeeieiirieeeeeeeeceeeeee e, 61
combined excise taX....ccovverercveereriieeeriee e sieeens 100
committees
agenda packets.....ccooviiiiccie i, 9
ANNUAl rePOItS ..uvviieeeecccieeee s 10
APPOINTMENTS .ovvvvviiriiiieieiiieieieieierareiereereer———. 10
audio/visual recordings of proceedings ............. 10
MINUEES ..o
indexes

oaths of office...ccvievieeecii e, 13
(0T LT a =12 Lol =X RN 13,14
INAEXES ot 11
PELITIONS .o 14
PUDbliC NOLICES....vviiieiiic e 9
reports from advisory bodies ........cccceevevieeennenn. 15
reSOIULIONS ...evvveeeeeee e 13,14
INAEXES i 11
subcommittees (minutes/reports) .......ccoceeeueeene 16
transcripts of proceedings........cccceeeevieeeeiiveeennns 16
communications
EXECULIVE...uuiiiiiiiiiiiiiiiiiiiiittieeeeeee e 6
NON=EXECUTIVE crrrrnaseeerevvrrreereeeraririeeeeeesessiiaraeeeens 7
commute trip reduction..........cccceeeueeeen. 107, 108, 113
CommutesTrip Reduction Act (CTRA) .....cceeevveeenns 107
complaints (CitiZens’) L ueee e, 17

Comprehensive EnviFonmental Response,
Compensation, and Liability Information System
(CIRCLIS) et eiteiteieeeee ettt st 53

computer software
design/implementation ..........cccccoeevveeveeeenreennen.
planning/review.........ccceevveeneene

confined spaces (Permits).......ccccceeevveeeecrieeesiiveeeenns

conservation (public records)

Consolidated Omnibus Budget Reconcilation Act
(COBRA) .ttt 108

construction
as-built plans ..occvevv i, 31
as-designed drawings .........ccceceeeeevvveeeerineeeennnn. 31
engineering/architectural drawings ................... 33
facilities standards/specifications
0] o) [=1e1 - PPPPIOt

consultant/contractor rosters...........

continuing education ........ccceecveeeercieeeeciee e,
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CONEFACTS o 20
conversion (records) ......coceeecveeeeecveeescnneeenns 150, 151
copies (duplicate/secondary)........ccccueeeveerveennnenne 158
copies (informational).......ccccceveevieeiieenieenieeee 158
correspondence
boards/councils/committees.........ccccccevvreereenne.. 11
€Ot AllOCAtION c..veeeeiei e 71
councils
agenda packets
annual reports ..........
APPOINTMENTS ..o,
audio/visual recordings of proceedings ............. 10
MNHNUTES c oot s oo e oHE e eeaeeee e 3
INAEXES .o et et e e
0aths of office.....ceevveereee s B et e b
OrdinanCes ....coovvveeeeeveee e e e e bt
INAEXES coeeveeeeeeee e
PELItIONS . .cciiiiiiiiiiici
PUblic NOLICES....uiiieiee e
reports from advisory bodies .........
resolutions
indexes
subcommittees (minutes/reports)
transcripts of proceedings........coceeeeveeeeiieeeenns
creation of forms/publications ........c.ccccceevvveneeen.
credit/debit purchase ........ccccceeeveveeieeceece e
criminal background check (employee/volunteer)138
critical materials list.......covveevieinieeniieneeneeeee 43
custody (public records)......ccccoveeeeiieeencieee e 156
CUSTOMET ACCOUNTS...eiiivieriieriieesreesreesreesieesaeenene 78

D

DAD (Early Destruction of Source Documents after

Digitization) ....eeveriereeeenieee et
daily Cash.....eei e
damage/loss claims.................
damages (claims for)...............
dangerous waste report
day files (chronological reference files)
AEeAS/LItIES ..vveeeeeeeeeeee e
deferred compensation .......c.ccceeceevieenieenieeneenn.
delegation of authority .........ccceeeeiiiiinciieeeciee s
deliVery(mail) S .. L T
Department of

Labor and Industries

employer’s quarterly report for industrial

INSUFQIICE .....ccovcveeieeieieeeeeeeeseeeennrerenaene 116
self insured employer certification .............. 117
Department of (state agency)
Ecology

generator annual dangerous waste report .... 44
Labor and Industries
boiler vessel report .......cccoeveevevcieeeeccieee e, 61
Retirement Systems
applications .....ceeevceeee e 105
Revenue
AAVISOIY ..ttt 100
unclaimed property report.......ccccceecunnnee 84, 86
Transportation
Commute Trip Reduction Act...............c........
deposit records (banking) ........ccccecevevevineenne
design (agency forms/publications).............. .
destruction (of public records) .......cccceecvevevcrneenne
development (computer applications)

diagrams (NetWOork).......cccoveevciieeeiiiie e 40
digital voice messages/voicemail..........ccccccuveunen. 159
digitization of records .........ccceccvveeenneen. 150, 151, 153
direct deposit......ccceevveeiriieeiniieeeeiee e, 101, 102
disability claim (LEOFF ) ..ccccevvveeeieeiieeeiee e 116
disability/health/welfare claims .........cccceeevvenee.. 108
disaster preparedness/recovery................. 27,28, 29

public records (backups).......cccceeeevcireeecciveeennen. 39
discipline
disposal

hazardous material records

hazardous waste permits.........ccoceevveeeniiennennne.
(o [ oY 11} 4o Y o I — O VPPOPPOURIRPRRIN see Glossary
Disposition Authority Number (DAN) ..... see Glossary
disputemesolution agreements..................... 125, 126
distribution ofexpenditures ..........ccccceevvveeviveeeennns 79
documents (digitized) .........cccoovveeeiiiiii i 152
donation of public records.........cccccvvieeciieeiiineennn. 156
drafts (preliminary) .....cocecveeiveeecee e 159
drug/alcohol tests......ccovevveeeevieeiiiecieeece e 134
duplicate affifavit/bond ........ccceeeeveeieiieeneecreenes 77
duplicate Copies ....ccevvvviiiiiieei i, 158
E
Early Destruction of Source Documents after

Digitization (DAD) .....eeeeeveeeeiiiee e e 156
CASEMENTS ...eeieieiieee ettt e e et e e e e e e e 67
Ecology, Department of

generator annual dangerous waste report......... 44
Electronic Imaging Systems (EIS) .................. 152, 156
electronic information systems

applications
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emergencies (disaster response
emergency planning

design/implementation.........ccccccoveeeeeeineennen. 38
Planning/review ......cccccveeveeecie e 37

automated/scheduled tasks .......ccovvvveeeveriveinnnes 39

backups (disaster preparedness).........cccceeveennnen. 39

employee access/authorization............c.cceeneeee. 37

helpdesk requests......cccocvevircieeiniieeecriee e, 39

infrastructure (audit trail)........cccceevvveecereieeenen. 38

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

network design/build ..........ccoeeeiiiiieeiiieeeeen.

online content ......cccccovveeeeiiee e,

real time performance

SeCUrity MONItOring .......cccceeevviieeiiieeeeeiee e,
electronic records

(o{0] ) 4 o] IPS U UUUURRUUL s SUUPUUR o DL S SRRt 155

CONVEISION ..eevevvvviieeeeeeerennnnsso st e e e aned e 150, 151

destruction .....covvveeviiiici B 154

disaster preparedness .........mmmil L 39

forms/publications ........cccccevveeereeeieeeciee e, 157

from external SoUrces........cccceeevveveecceeeeerieeenne 158

migration .........ccceeeenne.

online....ccceevveeevnnennn.

online content .............

retention/dispostion

secondary/duplicate

SOUICE rECOIAS .uvvvreeieeeiiiiieeee e eceiereee e e e siianes

transfer of legal custody .......ccceccvvveveciveeeiieennne 156

TrANSITONY woveeeiiieiiiieeee e 159
€leVATOrS ... e 64
eligibility list (employment) .....ccccecvvveveiee e, 138
email

AAAIESSES .ottt 157

unsolicited/spam .......ccceeevveeiieeieeccee e

MaNAZEMENT ..ooiiiiiiiiiiiiiieeeeereeeeeee e 28
PUICNASES.....uviiiieieee ettt 68
respPoNSe Plan ...eeevvieieveciee it 47

Emergency Planning and Community Right-to-Know

ACE (EPCRA) ..o eeeeee e seseeesesseens 55

employee

access

ENEIY JOZS. . viiiiiiie et

networks/systems/data
aSSISTtanCe Program......ccoceeeveiieeenieeeeeirereneene
ET0Te [oY2 V=1 g ol =1 R ——
award files ..o i i
CONERACLS ... commmeetiee e A . e SESREEL
gorrective action ... ... i eeeeeeen kb et
directory/roster .........h......mmlLL L L
enrollment agreement .......cccccoeeeviiieeeeeeiccinnns
grievances/appeals.......cccoeeeeeeieeieene e,
hazardous material eXposure ........ccccceeevveeernnenn.
medical and eXposUre........cccccceeercveeeerveeesennnnn.
misconduct investigation....
[0 1V o115y (o] o VS UR R
performance background files
personnel files ........coceeevieieciiiiiccieeeceee e,
retirement benefits .......ccccceevveeenns
right-to-KNOW .....coovviiiiiiiiiiic e,
suggestion files ......occcveeevcieeeecee e
TEMPOrArY et
training history .....cccceeeee e,

employment

applications.......ccccceeeeeievcciiiieeeeee e, 135, 138, 139
eligibility 138, 139
equal OppPOrtUNItY....ccceeeeviiee e 115

INTEIVIEWS ..o 139

requisition/personnel action request............... 139
eNCroaChmMeNts ....ooocveeviiieiie e 68
ENEIrZY USAZE ..evvriiiiiiiiiiiiiiieeeieniineree e siraseree e 65
engineering specifications ........cccccvveeeveerieeeneenne 33
environmental

CheckIiStS woveeiieiieeeee s

chemicals liSt ...eovveeviiieeiieiiecee e
hazardous waste disposal
impact statement
MONITOTING .eeeiiiiiieieiiie e
pesticide spray application documentation ....... 51
SIte.aSSESSMENT urnreeeeieeriiiiiieeie ettt e 44
equal employment opportunity.........ccccceerveennneen. 115
equipment
auctions (disposal) . fu..eeeecciieceiieeeeee e,
DIlING e
boilers (inspection reports) .......ccccccvveeeevveeenneen.
CcheckoUt 108S ..cccuviiiiiieeeciee e,
disposal (auctions)
disposal (sale/salvage)..................
installation

safety analysis......cccoeceeeeiiiei e,
sale/salvage (disposal).......ccceevevreevrierecreenreennen.
statistical reports......cccceevcveeeecieee e,
SUIPIUS ProPerty ..c.eeveveeveeereeriieieeeeeee e

(=15 ={eT 1o ] 1 1T (oL TRt
€SCrOW agreemeNnt .....uiicccvieeceiieecectee et eeeiree s
essential records
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event logs (electronic info systems) ................. 39,41
EVICLION FECOIAS ..veviveiiieeiieeriiee sttt 59
EXCISE TAXES eeeeieeieee et 100
executive communications (internal/external) ........ 6
expenditures
distribUtion .....cccveviiiieiii e, 79
LR 1 T LTS 92
[ =101 A €= o o] o S 94
Transactions .....ooeeeieeieee e 79
EXPOSUIE reCOIAS ..oovviiiiiieeieeecciireeee e eeireree e 128
eye injuries (workers’ comp) .....cccoccevierienieneenne. 118
F
facilities
architectural drawings........ ... ... .l 33
as-builts (architectural drawings) .....ccccccvveeeeneenn. 33
auctions (disposal) ......ccceerieeriieeniiiesiee e 36
boilers (inspection reports) .......cccceceveeereeevveennnen. 61
CONSTIUCTION ...eeeiiiiieiee ettt 32
disposal (auCtions) .......ccccvveeeeiieeeciiee e, 36
engineering specifications ..........ccccoceeeeciveeenneen. 33
fire alarms (applications) ......ccccceveeeecieeeecieeeenns 30
installed equipment.......ccccceevcieeeeiiee e, 35
[EASES ..ottt 60
plans (IoNg range) .....cccveeeveeeceeeecree e, 66
FENTAI/USE et 59, 60
safety iNSpections ........ccccvveeeeiiiiiciiiieee e, 62
SPECIfICAtIONS ...vvvviieie e s 34
StAaNdards .....cooeviieiiiiiee 34
VAlUBS ...ttt 75
feasibility studies (computer applications)............. 37
federal claims (eEmergency)......cccceevvveeeccveeevieeennne 28

Federal Emergency Mgmt. Agency (FEMA) ...... 27,28
fidelity/SUrety ..oooceecee e 28
field Orders ... 82
files classification ........ccceeeveeiiiieieniie e, 155
final budget......cooueeiiiie e 93
final grant expenditure report ....cccoecveevevveeeiiinenn. 94
financial
statements. ... 79
status reports (8rants) .....cccceeeveeevcvveeeesveeeeennenn. 94
support documents (grants) .......cccceeeeeevreeennenn. 95
treasurer/finance officer reports.........cccccueneeee. 84
finding aids (public records).......ccceceeveriereercenne. 155
fingerprinting (employee/volunteer)..... messsmsessss 138
firelalarms (applications)....Lcc...oocc i 30
fire fighters: (LEORR)mat. ... 0. ... ... cosisssi 116
fire safety
drillsmmmm... . et 129
extinguishers (inspections) ..........cccceeeeevveeennneen. 62
INSPECLiON rePONTS......evviireeiriieeeeee e, 63
fiscal/purchasing/receiving.........ccccevereverervennnnns 79
fixed asset iNVeNntories ......cccccovcveeeevieeeccciee e, 57
fleet (vehicles)
accidents/traffic collisions ......cccccovvvveevevererinneen. 61
auctions (disposal) ......ccccccvveeeeiiieiccieeeecee e, 36
DIlING weveeeeeeee e 59
CheckoUt 108S ...coeveiriiieieinieeeee e 59
[BASES wevereeeeee ettt 59
maintenance (reports/history) ........ccceeevvevveennen. 61
safety analysis......cccocveereviee e, 62
sale/salvage (disposal)......cceeeeeeireeeveecireeeineeenns 36
statistical reports....cccoeecviiieeee e 59
SUrPIUS ProOPEertY .uveveeeeeecciiiieeee et e e eeiaeees 36
USE ittt ettt e e st e e e s s e e e s e e 59
floods (emergency management........ccceceeeevvreennn. 29

forms
ACCOUNTADBIE e 143
CreatioN...ccoui e 144
master set (agency-created)........ccceeveriienenne. 143
supplies/blank ........cccccveeievieeiecieceece e 157
FranChises ..cocuviieiiiieee e 24
FraUd. ... 126
fuel/oil storage/usage.......cccceevveeereeeiieeeiree s 65
funds
ACCOUNTS..ceiiiiiiiiiieeie et e e e e e e e e s 80
JOUINAIS e 80
[EAGEIS .ot 83
NOA-SUfiCIERLANSE) ....cceeeviiecieeeieeceece e, 81
FEMITEEd ..ot e 82
G
aArNiISNMENTS ..ocoeveeeeciee e 105
general
information (external) ......ccccoevveeeveeeeecreeeeennen. 158
journals (€ash) .....ooeeciieeeciiiiee e, 80
1Yo F= LT SRR 81
obligation bonds........cccocciiiiieeiiiiiciiee s 83
office meetings (MINULES)......ccceevvvevieerieecreenne, 8
safety training.....cccoeevee i 131
goals/objectives (working files) ......c..cccevveeeenreennen. 24
governing boards/councils/committees................... 9
grants
T =T=T 0 =1 o SN 96
APPlICAtioNS.....iiieeee s 96
Tolo ] 011 o VT 1o V- 94
EXPENAITUIES ..eeeeviee et 94
financial status reports.......ccccceeeveeevceeeesciee e 94

INDEX TO:
SUBJECTS

Page 177 of 186



Washington State Archives
Office of the Secretary of State

Local Government Common Records Retention Schedule (CORE)

Version 2.1 (July 2010)

financial support documents...........cccceeevvveeennnns 95
NON-CONEINUING «eovvviiiiiiiiiiiiiececececeeees 95
Project reportS .o 97
STAtISTICS 1eeeieeee s 98
warrants/checks/vouchers ..........ccccoovveennenn. 97,98
grievances (employee)......cccvveeeceeevieeecieeenieeennen. 126
H
hardware (information technology) ..........cccecu..... 40
hazard asseSSMEeNt......ccccveeiriieeeriier e e e 132
hazardous materials
abatemMeNt ..oooveevieerieee b S b e b 45
activity notification...
chemical iNVeNtory .........meeeeeeeeiideee it e
dangerous waste report ..... il 44
destruction/disposal......ccccceeveieeeieeneeneecieenen, 46
emergency response plan.......cccccovceeeeecieeeennenn. 47
employee eXpPoSUre ........cccceeevveeeesciereennnns 51, 128
handling/training.......cccccoeevveveeieeieecieeeenns 49, 142
inspection/test reports........cceeeeeeveeecreeenveeennen. 48
BIST ettt 43
management plan.......cccccceeeeeiiiiieee e, 49
PEStICIAE SPray ...ccccecierieeiiee e 51

right-to-know
waste removal
hazardous waste

hold harmless agreements.........ccccceevcvveeeecveeecnnen. 20
holiday NOtICES ...ccccuviiicciiee e 159
human immunodeficiency virus (HIV)................... 129
I

imaging systems (digitization) ..........cccceeeviienenns 152
Immigration and Naturalization Services (INS)..... 139
improper hiring decisions .......cccccevveeecieeeecciiee s 123
incidents/accidents........coouveeereceeeceeeeeee e, 27
industrial hygiene ........ccooceeiiiniiniiiieceeee 130
industrial injury/insurance

claim log

quarterly report
lawsenforcement/reserve officers (LEOFFl)mm116

self-insured......ccoeeeeeeeeeiciieeeeee e 118,119
volunteer fire fighters/reserve officers ............ 117
information technology
infrastructure (audit trail)......c.ccccevevvveeceeeireenen. 38
network (design and build).........ccccveeeeciieennneen. 40
informational
(o] o111 PPN 158
reports (AENCY USE) ..ccveeeereerieerereeiereeereesveenaneens
injuries/illnesses (occupational)
inspections
documentation .......cccceeeviiee e, 62
facility safety....ccocoeieeeiie 62
fire extinguishers .......ccccceiciiiieei e, 62
fire system ..cooooiieee e 62
hazardous materials .......ccccceevciiiieiee e, 48
HVAC .. ettt eee e e 62
insurance/safety/fire .......cccoeeevivivieecie e, 63

insufficient funds collections .......cccccevvveeriveniennnen. 78
insurance
AUAILS/SUIVEYS oottt et
fidelity/SUrety ...oceveeeeeeeeieeee e
[T ] [ Tol = E PP
Premium COSES ..ceviriiiiiiiiiieee et e
safety/fire iNSPECtionS.......cccevvreveeereeeeeeenns
WAIVEIS c.ieiieeiee ettt e e e e e e e e e s eereee e e e e e
workers’ compensation
interlibrary loans.........ccccceeeecvveeenneen.
interlocal agreements
internal agency

COMMIEE LS crssssmmmnneceeeerrnririeeeererniiirieeeeeeserineeeeeens 8

meetings (MINULES) .. veeciee e 8

[0 o Tol=To LU | S S SRR 26
Internal Revenue Service (IRS) .......ccccvveeeevveeennen. 102
Internet:Protocoli(IP) addresses ........ccceeeeuvveeennenn. 40
internet/intranet

content Management .......ccocveveerveeeeneeneeneennens

Internet Protocol (IP) addresses...
web addresses ......ccoceeeeeeeecrnneennn..

web applications.....
interview evaluations
intrusions
AlArMS e 72
electronic information systems........ccccecveeenneen. 41
inventories
fixed @SSEL.cuviiriiiiieee 57
materials/equipment........cccccceevieeriieenreeseeenne, 57
parts (equipment/vehicle)........ccccevvveeeireeeneennne. 57
parts (master listing).......ccoceeeeiieeeecieeeeciiee e, 58
pUblic records .......coveciiiieeieeiceee e,

surplus property
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year end report......ccccccveeeccieeeeecree e e eriee e 57
investigations
accidents/INCIAENTS.....oceevveeeeee e 27
employee misconduct .......cccceveveeeinieeen. 124,125
equipment/vehicles safety .........ccccoeeevereereennen. 62
unclaimed property .......ccocceevveeniieenieenseennne 85, 86
Whistleblower ..........ceviiiiiciiiieeeeeeee e, 126
investment accounts........cccceviiiiiiiii 91
invoice totals/taxes
INVOICES/VOUCKHEIS ..ttt

J
job
ANNOUNCEMENTS ..eeveeeiigmieee e e fit e b 140
descriptions ........eeeeeeeevenen il 137,140
journals
agency publications ........cccceevevieievccee e 144
general/subsidiary ........cccocveveeiieiieciecee e, 80
junior taxing districts (annual statement)............... 15
JUNK Mail/SPam ....coveeceieieeiee e 158
K
KBYS ettt ettt ettt et 72
L

Labor and Industries, Department of
boiler vessel report
(=] 7o o R

land
auctions (disposal) ......cccecevveeiecieeeiiieeeecee e, 36
condemnation proceedings...........ccceeeevvreeennen. 69
disposal (aUCtioNS) ......cccueevieieiieiiie e 36
information files ........ccovvveiiiiiiii e, 69
FIBNES ¢t 68
ValUBS ...t 75

law enforcement officers (LEOFF ).....ccccceevvveeennns 116

lease agreement
leases
equipment/vehicle

[0 10] 1] o AN
leave

buy back......oo e, 103

cumulative record.........ceevveeiiiiinneenieesiieesineens 108

MEOUESES ..ohiherere i it b 113

sharingrauthorization....... .t Lo 103
ledger (general)......c.coocueeeeciiee e 81
legal

bond projects......cccccueveeecier v,

ISSUES/AAVICE .eeveeeeereee et

opinions (agency attorney)
LEOFF Plan L...ccoooiiiiiiieeeieee et

letters of transmittal........cccocovvvveeniiiniieeiiieeeeee
levy planning ...
liability WaIVers ......cccooeiivieiiiieece e,
libraries

annual report of trustees........ccccveveveeeerveeeeennns 145

catalog/circulation........ccccocvveeveeriieeecneenns 145, 146

special collections........cccccvveeeeiieiiiiinnnnn.n. 146, 147
licenses (from other agencies)........ccccccvvveeecieecennnenn. 5
loans (interlibrary) .......cccceeeeiieeeciee e 146

lobbyist reporting

improvement districts ........ccceveeevcieeecccnee e, 99

TAX FELUINS oo 100
local disability board (LEOFF ).....ccvvveviveeeiiieeenes 116
Local Emergency Planning Committees (LEPC)....... 47
Local Records Committee (LRC).............. see Glossary
logs

industrial insurance ........cccceeeeeeviieeeeeeenn. 116, 130

internet/telephone/fax .......cccccevvevveecreesveennen. 42

INEFUSION/@VENT ..oiiiiiieieeieee e eeaeeeeeas 41

weapons confiscation ........cccceeeeveeeeciieeecciiee e 74

WOrK assigNmMeENts .....cccveeeveieeeiniiee e 133
long-term plans........cccooeeviiiiniiniiiicceeee e 25
M
magazinesi(ageneysplblications) ........cccccccevveeenns 144
magnetic records (audio/video tapes).. 150, 151, 153
mail (delivery and receipt) .....ccoocveevveviencieneeneennen. 148
maintenance

history documentation ..........ccceeveevieeeniieniennnee. 63

10GS/rEPOIS c.evveieeeereecteece et 63
manuals

agency publications ........ccccceeeiiiiiiiieeeee s

installed equipment/systems .........c.ccoceeevevenennn.

operating (facility equipment)
manuscript collections (libraries)

maps/plans/charts (agency publications)............. 144
master indexes (public records)........cccoceeeecuienennns 155
master set

FOrMS. e 143

(0101 o] ITor= 1 4[] o 3PS UU 144
materials

disbursement tickets ......ccoocveveiriiiineniiiieeee 69

local
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receiving/disbursement.........ccccceeeevveecieeecneeennen. 70
reference/information (safety).......cccccoveevueennns 130
safety data sheet (MSDS) ......ccccevevciveeeecveeeennnn. 50
technical reference.......cccvceeeeeiieiencceeeerieeees 88
mechanical recordings ......ccccceeveerieeiieenieenneenane 159
media (press releases/newspaper clippings).......... 18
medical INSUranCe ........eeeeeeeeeciiieeeeeeecccireeee e 103
meetings
dates/times/locationsS......cccceeeeeeeeveveeeeeeeresianes 157
general offiCe ..., 8
notices (eMPIOYEe) ...cccevvveerieeierienieiieree e 159
memo/memorandum
ErANSITONY wovieieeeieiee e BT R e 159
messages
annual (agency executive) ... i .occiateeeeenneans 10
telephone/voicemail........eveeeee it 159
microfilm
records/standards ........cocceeevuieeinnns 150, 151, 152
MIGratioN.....viiieiiiiiiireee e see Glossary
CONVEISION PrOCESS c.ovvveeevviieeeeeeeniirireeeeeens 150, 151
o] ol ¢ Yol ] o SR 153
minimal retention value (public records) ............. 157
minors
library permissions .......ccccceevevvieeeeeeeesciinneeenn. 145
travel permissions .......ccccocccvvvveeeeeeeicciieee e e 29
minutes
boards/councils/committees........cccevveevrerrennenn. 12
INAEXES cnvvveeeeeeee et 11
general office meetings .......ccoeeevevevciie e, 8
public hearings........cccovveeviiiieeiiiieeee e, 15
SUbCOMMILEEES .uvveeeieeicieeee s 16
MISCONAUCE.......ccevviiiiiiiiiiiiiiiiiiiiccceeeeee, 122,124,125
models (research) ....cccceeeeeeeeciveveeee e 8
monitoring

APPrOPriAte USE .uvvvvverereiervrerererererererererererererenannn 42
information systems........cccccccvveeeeviiee e, 41
motor pool
accidents/traffic collisions ........c.ccveeeveeecreeeeneeenne 61
auctions (disposal) ......cccveereieeeieeiiiieeiie e 36
DIllING e 59
CheckoUt 1085 ...covuveiriiieieeieeeee e 59
disposal (aUCLIONS) ......ceeevvieeeciiee e, 36
disposal (sale/salvage).......cccceceevcveeeieeecreeeineeenne 36
[EASES cuvviivieeiit ettt 59
maintenance (reports/history) ......ccceceeveevvennn. 61
safety analysis......ccooveeereeniiiniiee e 62
sale/salvage (disposal)........ammmen. . ... ssssrsssrssss. . 36
statistical reports........ o b 59
surplusipropentys=st........... 00w, ..... Lo 36
(VPN DUPURIN ST AUUUUON o1 DU 59
multi=mediaipresentations (videos/CDs/DVDs)
agency publications........cccccceeeiieiiiiiinnnn.n. 144, 157
from external SOUrces........cccceeevvveeveciveeescnneennn, 158
N
networks
access authorization ........ccccevecveeevciee e, 37
AUt Trail oo, 38
design/build.......cocuevveiiiiieeeeceeee e 40
newsletters
agency publications .........cccceeeeeveciiiieeee e 144
from external SOUrces........ccccevvvieeenncieeenineen. 158
newspaper clippings ...ccccceeeeeiciiiieee e 18
nine one one (911) taX ..ccceeecuveeeecieeeecieee e 100
NOISE EXPOSUIE ceeeieieiiiiiiieeeeereiirreeeeesesesinereeeeeessnnans 130
non-archival ......ccccccveiever i see Glossary

non-essential .....cccccovveeeeciveeiiiee e see Glossary
non-paper-based records ........ccccccveeivcieeencieeennns 153
non-sufficient funds (NSF) ......cooeeeveeiiiieeeciee e, 81
notes (shorthand/stenotype)........ccccoecerervecennene. 159
notices (informational) .......cccceevvveeviienieciiicies 159
notices of destruction ......cccoccueeevviiiiiniieniniiee e 154
numbered forms (accountable) .........cccceevvveeunennns 143
(0]
oaths of office (boards/councils/committees) ....... 13
0bSOIELE et see Glossary
occupational

INJUrY/diSEase ...ceeevrveeiiieciieecie e 117

health/safety .........foteeeeeiiieeieececee e, 128

INJUries/illNESSES w.vecvvieieieciii e 130
Office of

Financial Management

CENSUS FECOIMS....evrriieieerieeeieenieeeiee e e 24

Office of Record ......ccvvvvveviveeiccieeecieene see Glossary
OFM (Office Files and Memoranda)........ see Glossary
Old Age Security Insurance (OASI) ......cccoveeeiuveennn. 103
online

communications/advice .....coovevveieeeeeirieeeeeenns 6,7

content management ............eeeveveeeieieierereieiennnnn. 40

routine agency information..........cccceeecvvee e, 157
operating

manuals (facility equipment) .........ccceeeevieeennneen. 64

permits (boilers/elevators).......ccccccoevveeveeeveenee. 64
OPINION POIIS....uviiiiiiieeiieee e 19
opinions (1egal).......cccueieeiieeeeciececee e 22
OPR (Official Public Record).................... see Glossary
orders/requisitions ........ccccuveeceeerveeseeesveeseeenns 21,70
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ordinances
boards/councils/committees...........ccvevuvunees 13, 14
development files......ccccocveeececiee v, 13
INAEXES et ieiieeeiieee ettt eeiee e e e e e e saeee s 11

OVEIEIME e 113

P

PACKING SIIPS cvvveeeeiiee e 70

parent/guardian permissions
lIDraries ..o

parts inventory/reports ....

patron/users (libraries).....

pay (emMPIOYEe)Y cccvvveeeeeeee e et e

payroll
account adjustments .......... il 106
(o I=To [ U ot d e K- N 101, 103
direct deposit......cccceeeveeeercieeeccieee e 101, 102
EXPENSE JOZ.uiiiieiiiiieiie e 104
labor and industries report..........cccceeeeverennnenn. 103
[0G/SNEEL ...ttt 104
FEEISTON ittt 104

penalty assessmeNnt......cccccevveciiieeeeeeecciiieeee e 130

pension system (agency operated) 110, 111, 112, 113

performance
APPIENTICE. e eiiiiiieeeeeeriiereee e e e e e e 141
AU ettt 88
eValuations ......ccueviriiieiiiiiece e 133
MaNAgEMENT .oociiiiiiiiiiii e 133
monitoring/audits (IT)) c.ccvvveveeevieeneeeree e, 41
outstanding (employee) ......ccccoveieeevieeeirereeenns 134
request for maintentance work.........cccceeenneen. 64
retirement investment portfolio ........c............. 113

permanent retention .........cccceveveveiiiennnns see Glossary
permission to travel (Minors)......ccccceecveeeeccveeecnneen. 29
permissions
networks/systems/data........ccccevereveeeererecreeennen. 37
parent guardian (library) ......cccceevvveveeniieeieenns 145
permits
confined SPaCES .....c.cueeeueeriiiniiene e 30
hazardous waste disposal.........ccceecvvveeecireecnnnenn. 50
operating (boilers/elevators) ...64
personal service contracts ........ccccceeevevveeeecveeeennnnn. 20
personnel
ACLION reqUEST......oiiiiieiireeeee e 139
T e o T e P — 126
L1 SO T U - TN L 135
pesticiderspray application ...... 0. Lo 51
petitions (boards/councils/ec@ammittees)|................ 14
pettyseashmm... Lol . 81
[0 aTe] o 21 1 D ISP 72
PhotOgraphs......coivcieiiiiieeece e 18
agency forms/publications ............cc.cc..... 143, 144
physical examination reports.......cccccevveeeveeeneennnen. 51
plans
- LT =4 (o PPN 24, 25
WOPK ettt e e e e s 25
plans (facilities) .....ccceeeceeeeeciiiee e, 66
point-in-time (wWebpage/site) ......cccovvivvvrerceeennnns 40
policies
EMPIOYEE ...
INSUFANCE ..o
official @geNCY ...uuvvevieiiiece s
polls (public 0piNIoN) ..cc.eeeeeiiiieeeiee e,
pollution studies ........cccceeeeiieiciiiiiiee e,
positions (classifications/development)
posters (agency publications) .........cccccuveeen.

posts (social Nnetworking) ........ccceeevveevieeeencieeeenns
potentially archival ........cccccoccvveeeniienennns
preliminary drafts ......cccoceeeeciieeece e
Premium COSES .ooiiiiiiiiiiiieeee et e e
presentations (videos/CDs/DVDs)
press releases/clippings ......ccoceverereneneeceieenienans
Price ChECKS....couiieieeiiieeeeteeee e
pPrimary record .......ccccvveeeeeeeeiiiineneee e

private vehicle (minor permission)
procedures (administrative/directives) .................. 26
processing claims............
professional education
project files

construction (facilitiés) .......ccceeveeevveeveeeiieeieeens 32

MISCEHANEOUS ......coclitiiiveeriee et 8
property purchases (real property) ......ccceecvveeenneen. 70
publicdisclosure

lobbyist reporting ......ccccvveeeeeiiiii e, 8

records requests/Iogs ........coevveevreevreecreeeeennenne 149
public hearings
public notices (mailing/posting/publication)............ 9
public opinion

citizens’ complaints/requests.........ccoceeeevveeeneeens

POIIS et
public records .......ccccvvieeeeiieiiiiieeee e,

backups (disaster preparedness)
CONSEIVATION e e
conversion/digitization .........ccceeevvveeineeens

AeStrUCTION ..vveeeiiee e
digitized ..oeeeeeieee s
disclosure/requests ......c.cccovveeereeeereeecreecireeenennn
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MABNETIC .iiiiiiiiiiiiiiee e 153
MIGration ...cccvvvviiiiiiiiiie 151, 153
minimal retention value ..........ccccccveeeecveeennneen. 157
records center transmittals/receivals............... 155
retention schedules/disposition authorization 156
transfer/donation ........ccoceeeeeeceeeceeceree e, 156
ErANSITONY woviiieeieeee e 159
publications
ageNCY SUPPHIES...vviieiiee e
audit-related.............
creation.......oeeceviveeennnn.

from outside sources

master set (agency-created)
purchasing agreements .......beeeeceeeitheeesinteeeeeneeass
purchasing/receiving ..............c ol cvecindeeevveenets

oo N[ =43RI SO ) UL 45 SUUPRY o

credit/debit.......cuoeovueeen i

EMEIZENCY 1eovveereiereiteerteesteeteeeeeresreesseesseeseessens

field Orders ...cccoecveveeeiieeecee e

materials (disbursement) ...............

o] Lo 1= SR

property (real) ..........

receiving reports

R
rare book collections (libraries) ........cccccuuu.... 146, 147
reading files (chronological reference files).............. 5
real property (auctions/disposal) ......cccceeevvrevvvennen. 36
receipts
accounting (general)......ccoeeeecieeeccieeeeciee e, 82
bills Of SAlE ceeveieieeeeeee 77
€ash received ....oovevieenieinieeeeeee e 82

cash transmittals ......ccccoeeeveeieciee i, 77

credit/debit....ccceeeeeeeeieeceeee e 78

delivery (internal) ....cccceeevvivieeiee e, 67

MALErIAlS c.eevieeiiieeeeee e 70
recordings (mechanical).......ccccovveeeiieiieeciieeneenne 159
rECOIdS SEIES .uvvvierrireiriieeerreeeeriree s see Glossary
recruitment.......cccceeiiiiee 138, 140
reference

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

safety materials

registered mail (logs/return receipts) .148
regulations/rules.........cccevveereeeenienene e 26
Rehabilitation Act.0f 1973 ......cwmmm ... ... ssssssvwsssess 114
remedial site ... .ot e 53
remittanceradvicesstt. .. ... 0. ... .. S 82
remitted funds|l.......ih @b 82
rentaliagreements.........oh...... s L. 20
reports
accident/incident (no claim) .......ccoeeeeeeiveeeeneeene 27
accident/traffic colliSioNS.......ccocvveveveeeeeineeerenen, 61
accounts payable/receivable..........ccccceevverennen. 76
advisory bodies..........ccuune.
agency publications
annual (chief fiscal officer) .....ccccccoevveeeciniinnnen. 76
annual boards/councils/committees.................. 10
annual financial status (grants) ........ccccecvveveene 94
boiler Vessel.......ccceecvevieeciir e,
budget forecast.......ccccvvveviiriiiiieeeree e,
budget officer's monthly ..........cccocvvireninnnnnnn.
budget status.......cooeviiiieieiicccceee e,
CASh ACCOUNTS ...uvviieieeiceciiee e
Claims COStS ..
emergency response plan...
eMPlOYEE EXPOSUIE ...oevuveeririeeieenieeeieenreeeiee e

ENEIEY USAZE...ueeereerrreeieesirreeiseesieessneessssesnseesnne
environmental monitoring .........ccccevveeevcvveeeennen.
equipment and vehicle ........ccccceeeiiiieeeciiee e,
equipment/vehicle statistical data
expenditure transaction ...........ccoceeeieeniieeneenne
fiscal and performance audit........cccccceveriiieennnnns
from external SOUrces........cccceevvvveeercieeesineenn.
fuel/oil USAgE ......ccvveeeeeeieeceeeee e
fuel/pump tank audit....................
fund accounts .......cccevcveeniienieennen.
grant expenditures (final) .............
8rant Projects ..c.cccveereeeeeiiiieeierieee e
hazardous materials ........cccccoevveeeerciereriiieee e,
hazardous materials (inspection and test) ......... 48
INSUFANCE ...ttt
internal infoarmational use
iNTrusion alarms........cccooiieiiiiiee e,
iNVesStMeNt aCCOUNTS .....oovveerieiriienieeniiee e
library statistics.......cocevervveeeiiiie e,
lobbyist (to PDC)
MAINTENANCE ...
maintenance (equipment/vehicles) ................... 61
materials receiving/disbursement...................... 70
parts (master listing).......ccoceeeviieeeecieeeecieee e, 58
physical examination ........ccccceeecviviieeeieiiciieeenn.. 51
PrOSramM cocciiiiiiiiiiiiieieieieierererererererererererererererererenens 8
FECEIVING toiieiiiiiiiee ettt rirareee s 70
remedial investigation (superfund site) ............. 53
FESEANCN ittt
safety and fire inspection .........ccocccvieeeiiiiicinnns
state auditor’s examination
STOP PAYMENT...eiiiieiiiecee ettt
StOres oovveeeveerieenee,
SUDCOMMILEEES vt
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tire maintenance ......ccccooveiiiiieei e 64
treasurer/finance officer ....covvvveeevivevieveeeeeeinennns 84
underground storage tanks .........cccoceeeverineennnen. 56
VaNdalisSM..coeieeieiii e 73
waste materials analysis......ccccocveviriieeinniieeennns 56
workers’ compensation (employer’s)................ 116
requIsitions ...

research/program reports
resolutions
boards/councils/committees
development files......cooceeriiinieiniienieneeeeee
INAEXES et e e e e e R e reaeee s
respirator fit test/program files.......h....chceeeee. 131
restitution statements ........... B 23
retirement
benefit history file ............. .m0
eligibility benefits .........ccccovvveeiiiieeiiiinenn,
investment portfolios .......cccccvevevcieeincier e,
system application/report
transmittals.....ccooceveeeciei i

verification.....cceevvveeeieeieeinneenn.. 102, 104, 111, 112
Retirement Systems, Department of

APPlICALIONS. ...t 105
retrievals (records centers)......ccceceeeecveeeeiveeeennnns 155
revenue bonds/Coupons..........cceeveereeereeveennen. 82, 83
revenue estimates ....ccccccevvevrciieeeee e 92
Revenue, Department of

2o AV o SN

unclaimed property report.......ccccceeeeevennnnns
right-to-know (employee) .......cccoovvieiiiieeccieeecnen.
FiSK data coevveeeeeeee e
rosters (consultants/contractors)
routine information (agency operations) ............. 157

rOUtING SHPS...cvveeeeiie e 159
rules /regulations..........ccccueeeeeeieeecie e, 26
run reports (electronic info systems)........ccceeeueeee. 39
S

safety

agency reference material...........cccoceeeeivieeenns 130

analysis (equipment/vehicles) ........cccceeevveeeneene 62

committee MIiNUEES .....ccveveeeieiiiiiiiieee s 131

confined spaces permits......cccccevvveeeveenireennueenane 30

inspections (facilities) ,

L= 1T T Y= ST U AT SO N
salaries

checks (stop/payment)...qs.....cccceibunbesnnneeennneen. 83

gannishments...........0o.... s ... L. oy 105

SChedUIES .....eeeieieee e 105
sale/salvage (equipment/vehicles) .........cccceevvruennen. 36
scheduled tasks (electronic info systems) .............. 39
schedules

facility USe...ccuveeeeieeeeee e 59

records retention......cccccceeeevviee e e, 156

SAIAMES evee et 105

tasks (computer-driven) .......cccccveevvieeeiieenieennenn.

tasks (electronic info systems)

WOrK asSigNMENTS .....c.eevvveeerieriiieeneeeee e,
SCrAPbOOKS ..ceveiiieeeee e 19
screenshot/snapshot .......cceeecveeecieeccieecciee et 40
secondary (duplicate) copies .....cccccveeeecrveeeccrveennn. 158
secondary records........ccooceeeeeeeiiiiinnennnn. see Glossary
Section 313 SARA Title I ..ccoovvieiiniiiiiiiieeeiiee e 55
SECUNIEY eeeieieieiiiieeeeeseerireee e e e e e e rerereee e e e e ssannnees 72,73

building aCCESS....ceveceiiiieeiee e, 73

MICrofilm.....coeeeciieieeee e, see Glossary
monitoring (electronic information systems)..... 41
ViSIEOr [0S ciiviieeeiiee et 73
selection process (recruitment)........ccceceerveeennnn. 140
self insured
COSES ueeurieeteesteeeiteesteeeaeeeteeesteeebeeesseeesseenaeeenes
employer certification .........ccecceervienieenieenneen.
[IADIlLIES . .cuveeeieereeee e
workers’ compensation.................
shelf list (libraries)
shipping (Mail) ....ccoeeerieniiiiiere,
shorthand/stenotype Notes........ccccevvveereneenenne
SIERALUEE FECOEAS vummnreervreerrreerreeireeeirreeseeesireesanennns
SIte @asSeSSMENTES ...o.ooiitheriiieeiieiiieeeee e
SOCIalMEtWOTrKING ........oeeeeeeeeee e
software (COMPULEr) .. cciciiieecieeecieee e
sourcerrecords
imaged/digitized........cccceevvieiieiiieee e
(01 F={ = =T S
spam (unsolicited email)...................
special collections (libraries)
special purpose district (annual statement) ........... 15
speeches (officials/staff) .......ccceevereieieciccieeieens 19
staff
ACCESS uutttereeeeeierttereeeeesanbereeeeeeesanberbeeeeeesennnreee 73
development .....ceeeeecieee e 141
TrAINING e 141
standards
facilities (specifications) .......ccceeevveivcieeencieeenns 34
MICrofilM...ceeeeeieieiiiiieieieeeeeeeeeeeeeees 150, 151, 152
state and local tax returns ........cccoecveeieiveeeninennnn. 100
State Emergency Response Commission (SERC)..... 47
State Environmental Policy Act (SEPA).................... 54
state monitored personnel funds .......cccceeevnneenn. 105
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statements of boNd........cooceevieiniieiniiinneeeee 83
statistical report (libraries) ......cccceeevvvevecveeeiiiennne 145
StOp PAYMENtS/rePOrtS . ..cccuveeieecieeeree e 83
StOres report ... 71
storms (emergency management.......coceeeeeveeneene 29
Strategic Plans......coceeivierieiieeeeee 24,25
studies (research)......cccceecceeccieeeveesciee e 8
subcommittees (minutes/reports)........ccceeevveevueenns 16

subject files

F= 1o |1 S
subsidiary ledgers
superfund
release files...veciiiicc b i e 55
SItE fileS . ienieiiiienieeiieeree e BB e ceeb e b 53
supervisor’s performance bagkground files.......... 133
surplus property (inventories) ... 0wl 36
SUPVEIIANCE oo 73
SUrveys (research).....occeecceeccieeeceesciee e e 8
system design (computer applications) .................. 38
T
taskforces (MIiNULES) ...ocovvveeeeeieeeeeeee e 8
taxes
business/occupation........cceeveveeieenieecieciee e 99
combined eXCiSe ......ueeveeerieeniiinieereeenieeneene 100
local improvement districts.......ccccceeeveicvvennennn. 99
state/local retUrNS .......coovveeeieceeieieeee e 100
technical design (computer applications)............... 38
telephone Messages ......cccvvveeeeeeeeecciiiieeeeeeecciines 159
temporary employees.......cccceevceeeeecieeeeecvee e, 136
testimonies (public hearings)......cccccccvevecveeivieennnne 15

time cards/Sheets .....oovvvcvveveieeiiiieieeeeee e 106
tire MaintenanCe.....cccoeveiiieeee i 64
traffic collisions (vehicles)......cccooeeevvveeiccveeeiiieen, 61
EPAINING et 141
availability NOtices ......cccovvveeiiiiiiiiiieeeeeeee 142
completion report .......ccccevveeveeenieeniieenieeeeene 142
employee history .......ccocceevieeniieenieenieenieeeeeene 141
SEMINATS ceiieiiiiiieieee e e e re e e e e s 142
transcripts
boards/councils/committees........cccccvvvevvrvreeennn. 16
public hearings
transfers
materials/equUipMEent..........omwmmn. ... .. rswsssmssmss. . 57
transitory records ... bt b, 159
transmittals
DUSINESS taXES.....vuiuthe e e bbb, 99
cashireceipts............ch....ommeL L L. 77
[EELEIS weeiiieeeeee e 159
pPayroll deposits ......cccceevvveeveiiee e, 102
records CENTEIS....cccvueeeerieee e e e 155
retirement (employees).......cccceevveeveercreeeinenns 106
Transportation, Department of
Commute Trip Reduction Act (CTRA) ................ 107
travel
VOUCKNEIS oottt ettt 86
travel permission (MiNOrs).......ccceeevvevieeeveesveennen. 29
treasurer/finance officer reports........ccccceeeveereenen. 84
BrES e 58
trial balances.....ooccvviiiviiiniiie e 84
trustees, annual report (libraries).........cccceeeneeen. 145

U

U.S. Bureau of Labor Statistics
unclaimed property ....occccceeveveeeriieeeiiieeenn.
underground storage tanks .........cccceeecvieeenneen.
unemployment insurance.................

UNIONS tiiiiiiiiiiiiiciccccececceceeecereeeeeeeeeees
unsolicited mail/email
use

appropriate (computer/fax/phone).................... 42
equipment/vehicles.........ccovevereveneneeeeeenns 59
utilities (billing disputes) ......cccceeevieeeeciieeeeiee e, 78
"4
vandalism . e 73
vehicle (minor travel permission) ........ccccccevvveeennen. 29
vehicles
accidents/traffic collisions ......ccccccvvveeevvivereennneen.
auctions (disposal) ......cccceeveeeeciieeiciieeecee e,
DIlING weveeeeeeeeee e,

checkout logs
disposal (auction/sale/salvage)

maintenance (history/reports)
Parts in StoCK ....eeveiiiiiiiiie e,
o L € o] o 1= PR
safety analysis......occceeeeeiciiiieee s
sale/salvage (disposal)......cccceeveeevrveevieiiineeieeenns
statistical reports.....ccccceevcieeeecieee e,
SUIPIUS ProPerty ..eeeveeeieeriieeee ettt
T e
use ....
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vendor compliance reports......ccccceecveeeeccveeesvveeenns 21
video recordings of proceedings
(boards/councils/committees) .......cccecuveereennnen. 10
videos/CDs/DVDs (publications) ................... 144, 157
violence (Workplace) ......cccecveveveerieeenieecces e, 127
VISIEOr [0S .veeniiiiiieeieeeeceecee e 73
VOICEMAIl ceveeiieeiiiiee s 159
volunteer
APPHCAtIONS...eeeciiei e 140
service documentation.......cccceeeeeiiveeeeeenicninnens 136
vouchers
FEEISTOI i 86
L1 =1 V7< PSP PR 86
w
waivers (liability, insurance, hold harmless)........... 20

WaArTANTIeS coeeeiieieeee e e 20
Washington State

Archives (records transfer) .......cccccoeeeveeevcnneene 156

Librarian.....oooceeeieriiee e 145

Public Disclosure Commission

lobbyist reporting.......cceveveeeeincieeiniee e 8

standards (microfilm) .......cccceeveiviienieeiieeeene 152
waste

activity notification .........ccoeeeeciei i, 50

disposal permits.......cccceeevveeeeciiee i, 50

materials analysis .......ccccoveierieniiiiniee e, 56
water

boiler/hot water.tank .........cmmmmn. ... srsssssssssmes. . 61

encroachments (rights/obligations) ................... 68
WEAPONSTI. ... ETTTTTT et v vvvvve s ddi W oo o e SONSENNENEL . 74
webpage/site

agencyraddress ... Lo 157

apPlications.......ccveeeee i 37,38

online content management..........cccoc........ 6,7,40
WhistlebloOWer .......oeveviiieieeee e, 126
Women and Minority Owned Business Enterprise

(WIMBE) ettt s e 21
work

ASSIBNMENTS ..eeiiiiieiiriic e 26,133

(o] e [ S U URURN 63, 64
WOPK Plans......oei i 25
workers’ compensation ................. 116,117,118,119
WOPKING fllES . ueiiiiiieeceiee e 5
workplace

hazard assessment .......cccccevvecveeeviieeeenieee e, 132

VIOIBNCE: ... comsrmmssnsceeeevrerersreeeesseressseeeesssseesens 127
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For assistance and-advice in @pplying this records retention schedule,
please contact Washington State Archives at:

recordsmanagement@sos.wa.gov

or contact your Regional Archivist.
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