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The State of Washington
Office of the Secretary of State

Division of Archives & Records Management
Olympia. Washington

August 1993

OFFICE OF THE COUNTY CLERK
GENERAL RECORDS RETENTION SCHEDULE

AUTHORIZATION

In accordance with the authority granted to it by RCW 40.14.070 and
WAC 414.24.050. the Local Records Committee hereby approves. adopts and
publishes the COUNTY CLERK GENERAL RECORDS RETENTION SCHEDULE. consisting
of the dated pages indicated in the 'Ust of Effective Pages' printed on the reverse
hereof. as the recurring disposition schedule for pUblic records within or pertaining
to the Office of the County Clerk (Cierk of the Superior Court) of the State of
Washington. The COUNTY CLERK GENERAl RECORDS RETENTION SCHEDULE
constitutes continuing authority for the disposition of public records identified
therein which are held by any County Clerk.

Destruction authorization references for any record or series to be
destroyed shail cite the CC- page number and date of the page number on which
the record or series appears within the COUNTY CLERK RECORDS RETENTION
SCHEDULE.

Signed in Olympia. Washington.
this the -.ls.t... day of SeLltember . 19"",93",---,

For the State Archivist:
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Introduction

All government records are important in that government, by tts very nature,
affects many facets of the life of a communtty and tts cttizens. Some records are
of passing or very temporary Interest io anyone, while ottiers have ongoing effect
or may have, establishild a legal or historical precedent.

Numerous statutes, court rules and legal decisions dictate how and In what form
many records which come to the County Clerk are to be handlild during the
course of business. This manual is not intended to govern the handling of these
records while they are in dally use. As a local records custodian you are charged
to preserve aii records within your office es property of the state of Washington.

This manual deals wtth the 'preseNBd, stored, uansferred, destroyed or
disposed 0" portion of RCW 40.14.020. It is through the Lucal Records
Committee via this retention schedule that the state of Washington sets out
minimum periods of time that records must be preservild, establishes technical
standards for the reproduction, and preservation of original records when
transferred to alternative storage media, under what conditions they may be
transferrild to the custody of another and under what conditions they may be
destroyed or otherwise disposed. Before transferring any of your records to
another or before you consider disposing of any records, original or otherwise,
in any manner, you must consult this document.

Contrast with Prior Schedule

This document is intended to present in a different manner, 'the information
contained in the superseded 1983 County Clerk Records Retention Manual This
manual reflects user recommendations that a number of records be combined,
that some be deleted and that others be added. This document is arranged
alphabetically, only. lt was the considered opinion of the drafters that the prior
arrangement of items by like groups was difficult to use and that, while many
records may be logically grouped as to kind and subject, for ease of reference
the data should be presented alphabetically.

Retention Schedule Not All-Inclusive

This document does not list all County Clerk records. Specifically, tt does not list
many discontlnuild records, nor can tt anticipate all future records. It is intended
that this document describe certain kinds of records, which should Include many
others not specifically listed or bearing an Identical tttle. County Clerks may from
time to time feel that they have records which do not ftt any of the kinds of
records listed here. Those records may need to be added to this general
schedule, or, if the record is of an isolatild, non-recurring nature, may be the
subject of a one-time, local agency schedule approved by the Local Records
Committee. Specific guidance concerning those records should be sought from
the Secretary of State, the State Archivist, the servicing Regional Faciltty of the
State Archives, from professional associations and other local records custodians.
Forms to request the addition of or change to a record appear at the end of this
manual.

County Clerk
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Summary of Legal Requirements

In Washington, as in most states, statutes regulate the retention and disposition
of government records. In Washington, the Public Records Act, RCW 40.14, is
the primary statement of public policy regarding the retention and destruction of
public records.

Public records defined: The term 'public records' applies to any paper,
correspondence, form, bound volume, film, magnetic medium, drawing or other
document, regardless of form or physical characteristics, that has been created
or received by any state or local government agency during the course of public
business. RCW 40.14.010

Records as public property: All such public records shall be, and remain, the
property of the agency. Outgoing officials and employees must pass such
records on to their successors. Furthermore, public records shall be preserved,
stored, transferred, destroyed and otherwise managed according to the
provisions of RCW 40.14, unless otherwise provided by law.

Custody of public records; Public records must remain in the custody of the
agency in which they were originally received or created. They shall oot be
placed in the custody of any other person or agency, public or private, or
released to individuals except for disposition pursuant to law or as otherwise
provided by law. RCW 40.14.070

Disposition of public records; Public records may be destroyed or transferred
only in accord with the instructions and approval of the state of Washington'S
Local Records Committee. RCW 40.14.070

Local Records CommIttee: The Washington State Local Records Committee
includes the State Archivist and representatives of the State Auditor and the State
Attorney General. This committee has the authority to review and approve the
disposition of all local govemment records. RCW 40.14.070

Local Records Retention Schedule: Local agencies may establish a records
control program based on records retention schedules submitted to .the Local
Records Committee for approval. The Committee may approve, veto, or amend
the schedules. Once a records retention schedule is approved by the
Committee, the local agency has the authority to dispose of the records listed
thereon on a recurring basis until the schedule is either revised or amended.
RCW 40.14.070

General Records Retention SchedI.IIes" The Washington State Local Records
Committee may approve and issue records retention schedules Which give
authority to local agencies for the disposition of specific types of commonly held
records. General records retention schedules provide this authority on a
recurring basis until such time as they might be revised or rescinded by the
Committee. RCW 40.14.070

(
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Use at microlilm: Microfilm copies of public records, having a degree of
completeness and clarity that meets state standards and are officially sanctioned,
have the same legal status as It)e paper originals. RCW 40.20.020, 5.46.010
[See also, 'Microfilm' section in this manual.]

AuIhorily to transfer records to the Stale An:hives: Instead of being retained
permanemly by the agency, records designated as having archival or historical
value may be officially transferred to the State Archives or one of ~s regional
facil~ies. Except as provided in RCW 36.23.070, ~ is illegal to transfer public
records to private persons or organizations or to depos~oriesnot designated by
the State Archivist. RCW 40.14.070

Methods at records deslruetion: The primary objective of destruction is to reduce
obsolete records to an illegible form. Burning, pUlping and shredding are
considered to be the most effective methods, the latter two frequemly done in
conjunction w~h recycling. It is recommended that iocal agencies keep a
summary log and compile cenfficates or affidavits recording the date and details
of record destruction for future reference. Affidavits or cenificates of destruction
may be placed in a coun's general administration case file, for indexing/docketing
and preservation. Records which are to be recycled may be taken to a recycling
facility, where their pulping or shredding must be witnessed by the County Clerk
or the County Clerk's designee. Any such records shall not be left unattended
or unprotected while awaiting recycling. WAC 434.640

Documenting Records Disposal

Once approval has been given, through a specific local records committee
authorization or by way of a general records retemion schedule,such as that
comained within this manual, and arrangemems have been· made for the
appraisal and transfer of records of potemial archival value, the Clerk may
proceed with the destruction of non-archival records which have passed their
assigned retemion period and which .have been·transferred to an approved
aitematlve storage medium ff the retemion period is 'permanem.' The sample
formats, on the next two pages, for recording the destruction of records are
recommended. Your county may have other, similar forms available through a
local records managemem office.
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Affidavit of Records Destruction
Sample

I, , acting as an agent of ...,IC""o;"u:;-.ntv.......C"""le,-,;rk:<-)__--;:---,.,~:---'
hereby w~ness the destruction of the following public records, according to the
provisions of WAC 414.24.070 & 080.

Case files: Criminal - 85-1-00217-5 to 85-1-002604 (Cases 85-1-00218-8 & 85-1­
00221-3 are active, not destroyed); alter microfilming, per CC-25 of 8/93.

Destruction executed by: (method) _

on (date) --,., ~_

Signature of County Clerk or designee: _

Signature of Agent:, _

Destruction Log
Sample

Record Series Inclusive Dales Disposition Date Disposed
Authority

Cash register daily
detail reports 1986 thru 1988 CC-26 of 8/93 11/3/93

Cash register • • •
journals

Check registers • • •

Checks, canceled • • •

!
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SAMPLE

Complete the following form with the appropriate information.
Each records series title must be typed exactly as it is found Ion the County Clerk
Retention Schedule.
Please type this form and return completed form to Records Management Division.

Records Destruction Notice
and DestrUiction Transmittal

Date Submitted

CC-25 I Original 8/93
(Microfilmed)

,i.I~I~lilil

7/10/8510
7/Zl/85

5/3'1/8510
6/24/85

______County

Records Management· Division

110 I Case files: Criminal - 85-1-00217-510 85-1-00260-4
(Active, nOI destroyed: 85-1-00218-8, 85-1-00221-3)

111 ICase files: Criminal- 85-1-00261-210 85-1-00306-6
(Active, not destroyed: 85-1-00266-3)

Department

3.

INSTRUCTIONS: 1.
2.

ii'&
2§
a~
"'0
:DiD
lD=;t
at~
::)

g"
~
::)

Ii

i
~..........

o
"'­COs·
!!!.

i

Destruction

o Approved

o Approved. as amended

o Not epproved

Department Heed

Recorda Manager

Dele

Dolo

Witnessed By

Method 01 Destruction

Date of Destruction

SUPERSEDED
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Services and Assistance Provided by
The Division of Archives and Records Management

The Washington State Archives is a division of the Office of the Secretary of
State. The Division operates under the provisions of Chapter 40.14 RCW, the
Public Records Act, which also regulates the disposttion of all records generated
by state and local govemmem agencies.

Technical Asc;'sW1ce

The Division provides state and local agencies technical assistance in complying
wtth legal requiremems and developing systems for managing their records.
Services include standards. technical information and consuttation on
micrographics. filing and information retrieval, essemial records protection,
disaster preparedness and recovery, records cemer operations, records retemion
scheduling, records access and disclosure, records and recording media
storage standards. .

Microfilm and Document ConseNation 8ervices

The Division provides certain records managemem services on a charge-back
basis. These include source documem microfilming, film processing and
duplication, and conservationof endangered historical documems. In addttion the
division provides both state and local agencies wtth securtty microfilm storage
services.

Archives

The Division is also responsible for idemifying, storing, preserving and providing
public access to state and local govemmem records which have cominuing
historical value beyond their usefulness to the agencies which created them. The
Division has headquarter offices in Olympia which include microfilm services,
records cemer faciltties, archives and historical. research, and the documem
conservation lab.
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The Washington State Archives Regional System

The Division of Archives and Records Management staffs a system of regional
facilities to make its services more directly available to agencies and citizens
throughout the state. These operations are managed by senior state archivists
skilled in both archival and records management techniques. In addition to their
other duties, the archivists will now provide archival and records management
assistance to the courts in their regions (see map on reverse). Working through
your local records manager, your professional associations, or directly, the
archivists will be able to provide you with direct assistance on a broad range of
records management problems. Counties served within each regional jurisdiction
are indicated on the map which follows.

SOUTHWEST:
1120 Washington Street SE
Olympia Washington, 98504·0238
(206) 753·1664 or SCAN 234·1664
WAYNE LAWSON

CENTRAL:
clo History Depertment
Central Washington Unlversl1y
Ellensburg. Washington 98926
(509) 963·2136 or SCAN 453·2136
FAX (509j 963·1753 or SCAN 453·1753
TIMOTHY ECKERT

PUGET SOUND:
Sunset Activity Center
1609 South 140th Straet
SeaUle, Washington 98188-3710
(206) 764-4276 or SCAN 443-4276
MICHAEL SAUNDERS

NORTHWEST:
Washington Slate Archives
Western Washington University
Bellingham. Washington 96225·9123
(206) 650·3125 or SCAN 532·3125
FAX (206) 650·3323 or SCAN 532-3323
JAMES MOORE

EASTERN:
JFK UbraIY N1 584
Eastern Washington University
Cheney, Washington 99004·2495
(509) 359·6900 or SCAN 353·6900
FAX (509) 359-6456 or SCAN 353·6456
RICHARD HOBBS

(

.. '

Special Service Telephone Numbers

In addition to the services of the regional archivists the division has specialists
available In several fields. The following lelaphone numbers may be useful:

Mlcrofllm Servlcee (206) 588-6232 or SCAN 321 ·6232

Document Coneel'\llllion Servlcee . . . . . . (206) 753·1801 or SCAN 234·1801

State or Deputy Archlvle'............ (206) 753·5485 or SCAN 234·5485

Archlvel Re.oarch , ' (206) 586·1492 or SCAN 321·1492

RICord. DI.eeter RICovery Holllne ... , (206) 753·1801 or SCAN 234-1801

Note: After hours, weekends and holidays, calling the ·1801 number .wUl provide you
with an tfMrgency referral number lhat will put you In contact with the disaster recowry

assistance coordinator.
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Transfer of Records to State Archives Regional Facility

Only a few of the 'Dispos~ion' listings in this document direct that records be
transferred to a Regional Archives Facility. However, potentially every record is
a candidate for transfer. Most of the Iisiings direct the County Clerk to 'destroy,
atter transfer to any approved alternative storage medium.' Before destroying any
records, the county Clerk should have consulted the Regional Archivist in order
to ascertain which records may be destroyed and which may be transferred to
the custody of the Regional Archives Facility. The criteria for appraising and
transferring historically important records will vary and the County Clerk should
seek such appraisal and transfer guidance from the Regional Archivist.

"Approved Alternative Storage Medium"

Many of the 'disposition' listings in this document direct the County Clerk to
destroy the record 'atter transfer to any approved alternative storage medium.'
Any approved alternative storage medium includes microfilming and any other
storage technology approved by the Secretary of State, Division of Archives and
Records Management. No record should be destroyed or transferred to the
Regional Archives Facility until the microfilm or other approved alternative storage
medium has been checked for completeness of content and quality. Appropriate
WAC and RCW provisions may govern standards and methodS to be employed
and the State Archives, Regional Facility, should be consulted before employing
any alternative storage medium.

Microfilm
Its Use and Abuse

Microfilm Is a powerful records management tool. Unfortunately, Its use is often
abused. Microfilm should never be used simply to reduce the volume of records
of temporary value.

Before launching a costly microfilm system a complete cost benefit and systems
analysis study should be conducted, preferably by someone other than·a
prospective vendor. If a specialist Is not available for this purpose then at least
request more than one vendor analysis and proposal.

L..egaI Stalus of MicroIiIm

Chapter 5.46.010 provides that photographic reproductions, including microfilm
and enlargements thereof are admissible as evidence. Chapter 40.20 provides
that public agencies may cause records to be reproduced on film, including
microfilm, providing that the reproducing material be of permanent material and
accurately reproduce the original; and further providing that the State Archivist
approve such material for state records use and that the State Auditor approve
such material for local government.

(

(
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Stale Archivlst's Certification

The office of the State Archivist maintains a certification program for those local
governments which wish to establish local microfilm faciltties. It is important that
County Clerks assure that an agency which is to microfilm public records has
been certified by the State Archivist and meets those standards described in the
following section.

Microfilm Standards

The State Archives will determine if a proposed microfilm service or system will
moot state microfilm standards and will also ad',is8 you of a....ly c+.Jlsr apparent
weaknesses in the proposal. In advance of any consideration of microfilm you
should obtain a copy of the Washington State Standards for Microfilm and
advise prospective equipment and service vendors of their need to meet those
standards. The standards manual Is available upon request from the State
Archives. .

MiClofilm 8elvices

Because of quality control, technical problems and higher investment costs
inherent in the use of in-house microfilm systems the use of contracted microfilm
services as opposed to purchasing camera systems may be advantageous. The
decision should be based on a cost benefit analysis that considers both options.

Microfilming services can be obtained from the Division of Archives Microfilm
Services Bureau or from commercial microfilm service bureaus certified by the
State Archivist. A list of certified service bureaus is available from the State
Microfilm Service Bureau.

Stale Microfilm S8Ivice Bureau

The Division of Archives Microfilm Service Bureau offers a full range of services
for 16, 35, and 105MM microfilm systems. These include source document
microfilming, film development and inspection, diazo and silver film duplicating,
film cleaning and unttizing. In addition the Bureau will provide systems and cost
benefit analyses, and cost estimates on request.

8ecwily Microfilm Storage

A valid method of protecting public records is to geographically disperse multiple
copies of those records. Microfilm is regarded as one of the most durable and
compact methods of storing copies of original records and for dispersing the
'original' silver halide film negative and diazo working copies. The Division of
Archives provides security storage of microfrlm for local government and has
traditionally stored the silver halide negative film of all microfilmed records for the
County Clerks. Because of the volume of security film stored by the Division of
Archives, a controlled and documented trarisfer of microfilm from agencies to
archival custody is necessary. A manual titled security Microfilm Storage
setting down the transfer and custody requirements is available from the State
Archives.
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Use the original silver halide negative film for security only; do not jacketlze it into
'microfiche' or use it as a work copy.. Jacketing destroys the integrity of the roll
and hence the legality of the images.

Use a diazo.copy as a work copy or for jacketlzing, as it is less subject to
abrasion.

Use guide sheets at beginning and ending of roll, file break targets on all roll film.

Use the standard resolution test target. Require that density and resolution
readings be posted on all film containers. Ensure that density, resolution and
other film standards are met. Inspect all film produced and reject film that does
not meet standards.

Label each film container with the name of the originating organization, film roll
number, date of film production, and identifying information about the contents
of the roll, such as a records series title, inclusive file numbers and span dates.

Use acid-neutral film containers for storage of all film.

When filming or contracting for microfilming or other reproduction services,
require compliance with the Washington State standards for the production and
use of microfilm. Copies of those standards are available from the Division of
Archives and Records Management.

(

(
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Machine Readable Records

Modem organizations are rapidly automating their information systems. An
Increasing proportion of their records are computerized, resulting In a growing
body of electronic or machine readable records. Machine readable records are
defined as records which require the use of a computer in order for human

. beings to read them. They are public records under the Public Records Act and
subject to the same legal requirements as any other records.

Machine readable records possess different characteristics than conventional
records, ~nd different techniques are required to manage them. The medium is
or may be fragile and short lived. Magnetic tapes and disks and optical disks
have a life expectancy of ten years or fewer. Specific hardware and software are
needed to regenerate the information. Because of the rapidly changing
technology this hardware and software may not be available In just a very· few
years. Since machine readable records are not directly readable by humans,
they must be 'documented.' Documentation includes identification of the
originators of the file, purposes and descriptions of programs and software,
'codebooks' containing the meaning of the codes or abbreviations used, and
interior and exterior labels.

Machine readable records do offer many advantages. They can be manipulated
rapidly, sorted, aggregated and listed in all sorts of combinations. For these
reasons they may be far more valuable than conventional files containing the
same Information. They can be translated rapidly from one medium to another,
and from one location to another. Unlike paper, magnetic media may be used
and reused many times;

Large central mainframe or minicomputer systems generally maintain their
records on tapes. The majority of these tapes are used for processing and
backup. The life cycle of these tapes Is short. Backup magnetic media are
described in the County Clerk Retention Schedule, herein.

Master files containing the data itself, for some kinds of records, are described
in the general schedule and are chiefly limited, at the present, to office
administration, SCOMIS and accounting records. Court reporter notes may now
be principally created and stored magnetically, but those e.lectronic records are
subject to the same retention and destruction requirements as notes stored on
any other medium. Any such machine readable records must either be
preserved on such media for the required Ille cycle of the information (record
series) or the information converted into another medium such as hard copy
printout, or better, computer output microfilm.
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A basic principle to be followed in the decision to employ electronic media for (
records under your control is that records retention and archival considerations
must be addressed at the very beginning of the system design. These
considerations may be considered along wtth the other data administration
constraints such as privacy, security, public disclosure, accuracy and
consistency. Since electronic media are very perishable, we no longer have the
lUXUry of waRing, as we did for conventional records, until the information has
watted out tts life on records center shelves, to determine tts ultimate archival or
other destiny. Nor are we able to worry later about how to retrieve electronic
data, as retrieval considerations and internal as well as external labels must be
incorporated at the time of creation of the electronic record. All of these
considerations must be addressed at the design stage of an electronic
application.

An increasing percentage of machine readable records is no longer created on
centralized mainframe environments, but on personal computers, local area
networks, word processing systems, etc. The 'floppy disk' or 'stilr removable
disk is the normal electronic media In general, floppy disks should be
considered as convenience copies. Correspondence, spread sheets, small data
bases or other material should be printed regUlarly and filed as conventional
records. If magnetic disks are to be used for long term storage, designate
specific disks for this purpose and regularly copy records to them from the
working disks or hard disks. The working disks can be used and reused
indefinttely.

The following procedures are suggested for managing machine readable records:

1.

2.

3.

4.

5.

Determine the life cycle of the electronic record data at the design or (
development stage of the electronic application.

Use the general records retention schedule for authortty for disposing of
processing and backup tapes or other electronic media

Whenever possible, satisfy retention requirements by outputting the
electronic data onto paper printouts or microfilm. The most cost effective
method of outputting large files is by computer 0UIput microIIIm (COM).

When machine readable data-must be preserved on magnetic media for
long periods, consider converting tt to a hardware and software
independent form so that tt can be regenerated on any computer, using
a simple program. For example, a data base file may be converted to a
'flat file' (a simple two-dImensional matrix of rows and columns) in ASCII
and stored on open reel tape or other electronic/magnetic media

Magnetic working copy flOppy disks created by word processing,
personal computers or other office automation networks or systems
should clearly be labeled as such and differentiated from archival copies
which must be stored and managed under specific and strict controls.
Archival copies should be 'wrtte-protected' to prevent alteration or
inadvertent deletion or erasure of the data

(
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Archival or Historically Valuable Records

RCW 40.14.070 requires that records having historical or archival value be e~her

transferred to the state archives or retained by the office of record, In accord w~h

standards established by the state archivist.

Some County Clerk records, especially some case files, may have historical
values which extend beyond their legal, financial or administrative uses.
Identifying case nes which may have historical or precedent-setting value is
substantially the job of the County Clerk. Newsworthy cases may become
candidates for preservation, as might cases which are appealed and whose
uttimate disposttion may set some legal precedent. Other candidates for case file
preservation may be new causes of action or those Involving new or changed
legislation or procedures. .

The process of identifying County Clerk records for transfer to the Regional
Facil~ and for identifying archival and historically valuable r.ecords is one of
collaboration between the regional archivist and the County Clerk. County Clerks
are urged to confer w~h the regional archivist for suggestions and direction
regarding the identWication of records having historical or archival value and
before transferring any records to the regional facil~.

Disaster Recovery - Emergency Procedures

Contrary to popular belief, there is a great deal that can be done to recover
records damaged in most disasters. The key is acting rapidly and being
prepared. Appendix A contains an outline of basic steps that should be taken
to recover disaster damaged paper records.

Records Storage - Problems and Standards

For common sense and technical considerations regarding the storage of
records, refer to AppeIIdix B.
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Abandoned or Unclaimed ~roperty Reports . . . . . . . . . . . . . . . . . . . . • . . . . . .

DESCRIPTION: OffIce copy of Report of Uncla/medor Abandoned Property sent to the
Department of Revenue or unclaImed and undeliverable restttutl.on transmitted In accordance
with RON 7.68.290. Reference to surrender to Department of Revenue should be recorded
in cue file. Does not Include exhibits.

MINIMUM RETElffiON PERIOD: 3 yeoro

DISPOSmON: Destroy CLASS: OFM

Abstract of Judgment . . . . . . . . . . . . . . . . . . . . . . • . . . . . . . . . . . . . . . . . . . ..

DESCRIPTION: Mey be discontinued record; repleced by civil case Iile. OffIciel
documentation of Superior Court proceedlngl and filinge. May inc:lude'sealed documents,
published depositions end exhibits.

MINIMUM RETElffiON PERIOD: Permenent

OlsposmON: Destroy after transfer to any approved atternative storage medium; before
trensfer ~ Is recommended that SCOMIS 'copy c....• (W any) be printed end pieced In ease
file os the lirat viewable document CLASS: OPR

,Account Reconciliation Records . . . . . . . . . . . • . . . . . . . . . . .' . . . . . . . . . . ...

DESCRIPTION: Locally preP!l'ed report Indicating reconciliation of bank alatemento w~
check regIsters andlor account ledgers.

MINIMUM RETElffiON PERIOD: 3 ye.,.

DISPOSmON: Deatroy

Accounting Correspondence

CLASS: OPR,

DESCRIPTION: Accounting related correspondence not .Included In case file or other record.

MINIMUM RETElffiON PERIOD: 3 yeoro

DISPOSmON: Deolroy

Administrative Working Files

CLASS: OFM

DESCRIPTION: Usually topical filao containing corraopondenee end data relating to the
particular topic. Usually involves procedure, policy I personnel and management information.

MINIMUM RETElffiON PERIOD: 2 yea..

OlsPOsmON: tt is recommended that working flies remain in the office as long as the topic
of the file is effective and for so long as it is or may be important to preserve a history of the
topic. CLASS: OFM

Annual Report to OAe

DESCRIPTION: OffIce copy of a formal annual statistical report to OffIce of the Administrator
lor the Courts (OAC).

MINIMUM RETElffiON PERIOD: Until publication In OAC's ennual report

DISPosmON: Destroy.
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Annual Reports ..

DESCRIPTION: Arrf reporl, whether required or optionel, Iesued by the office which provld..
an offioial review of the previous Ylar". aotivltl...

MINIMUM RETENTION PERIOD: 3 ye...

(

DlsposmON: Destroy. CLASS: OFM

Arbitration Files .

DESCRIPTION: Any deta pertaining 10 a county', mandotory arbitration, 10 the extent thot
the data within the arbitration file are not made a part of the case file.

MINIMUM RETENTION PERIOD: Until time lor filing appaeJ from arbitration award hae
expired.

DlsposmON: Deetroy CLASS: OPR

Attendance Record ..

DESCRIPTION: OffIce record 01 juror daily atiendance, mileage and relmbureable expen,..,
used 10 prepere coSt bill for Juror peymenll.

MINIMUM RETENTION PERIOD: 3 yean

DISPOSmON: Deetroy CLASS: OPR

WITNESS DESCRIPTION: OffIce record 01 wllneee delly elIendance, mileage and
reImbursable expenses, used to prepare COlt bill for witness payments.

MINIMUM WITNESS PERIOD: Until placed In c... file.

WITNESS RECORD DISPOSmON: Piece in COlO file or any approved eIlernative oIorage
medium. CLASS: OPR

Automatic Account Reconciliation Records

DESCRIPTION: Any ·eutomatically prepared reconciliation 01 bank _emenll, check
registers and/or account ledg.,..,

MINIMUM RETENTION PERIOD: 3 ye...

(

DlsposmON: Destroy CLASS: OPR

Bank Statements •• . • • • • • • • . • • • • • • • . . . • • . • • • • • • • • • • • • • • • • • . . • . • .

DESCRIPTION: IncIud.. canceled check. and record 01 debito and credito lor delly and
Inveatment accountl.

MINIMUM RETENTION PERIOD: 3 ye...

DISPOSmON: Deetroy CLASS: OPR

{,
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Bond Dockets .••........................•...............••....

DESCRIPTION: May be a dlscontlnuad racord; replacad by SCOMIS docket antJy; hard
copy in ca&8 file. May have been bound volumes containing the original or copies of bonda
filed by admlnletratonl, guardians and executora as security COP'" of bonds In case fll...
see also "OffIcial Bond Registe'" for county officials' bonda.

MINIMUM RETENTION PERIOD: Permanent

DlsPosmON: Destroy after transfer 10 any approved aftematlve storage medium. CLASS: OPR

Book of Levies . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . ..

DESCR!P110N: May be a d!aeontJnued r~-ordi Prob-hly Inc!uded poet-judgment exec!-rt!on
documents and events.

MINIMUM RETENTION PERIOD: Permanant

OlsposmON: Transfer to State Archives, Regional Facility, 8fter transfer to any approved
alternative storage medium. CLASS: OPR

Budget : ..............• ; ..•..............

DESCRIPTION: Tha office copy 01 the officially adoptad bUdget, eubmltted 10 exacutlve
and/or Iegillattve branch of county govemment

MINIMUM RETENTION PERIOD: Until auperaedad by new budget

DlsPOSmON: Deetroy

Budget & Estimated Revenue Projections

CLASS: OFM

DeSCRIPTION: The office copy of projection. of revenue and expenditures submitted to
county governing bodty.

MINIMUM RETENTION PERIOD: 3 yeare

DISPOSmON: Destroy CLASS: OFM

Case files .

DESCRIPTION: OII1clal documentatlon 01 Superior Court proceedlnga and filings. May
Include aealad documenta. publlahed depositions and exhlblla.

PUBUC ACCESS RECORDS INCLUDE: Adu~ criminal. civil. domeetlc. probele, Juvenile
offender after 1978. tax warrant, tax case, terrhorlal, territorial district court case files. See,
also, -rex Case Files," rraxWarrant Case Files," rrerritoriaJ Cue FilM" and "Territori~1 District
Court Cue FilM." Access to filM or individual documenta may be restricted by court order.

RESTRICTED-ACCESS RECORDS INCLUDE: Patem~. adopllon. Involuntary (menta~

comm~ent, Juvenile dependencyltermination 01 parental righta. juvenile offender prior 10
1978, lamily court caae fil...

MINIMUM RETENTION PERIOD: Permanent

OlsposmON: Some may be archival or historically valuable; contact regional archivist
before destruction. Destroy after transfer to any approved alternative storage medium.
Before transfer it is recommended that SCOMIS "copy case" (If any) be printed and placed
In caae Ille as the first viewable document RCW 36.23.065. CLASS: OPR
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Cash Book .........•••.••••••••••.•.••.•............•..•.....

DESCRIPTION: May be discontinued record; locally malntaln.d list of rec.lpIo end/or
disbursem.nto, which may be r.placed by Rec.lpt Reporting Syst.m (RRS) record of
receipts and/or disbursements.

MINIMUM RETENTION PERIOD: 3 y• .,.

(

CLASS: OPR

Cash Register Adjustments Summary . . . . . . . . . . • • • • • • • • • . • • • . • . . . . . . .

DESCRIPTION: Any record roflocting details of any adjustm.nts m.d. to .ny .ulomot.d or
manual accounting records. Includes Receipt Reporting_ System (RRS) and any auccesaor
system's report reflecting all cash reglater adjustments made for each accounting day. If all
.djustm.nto are inciud.d In Journal DetaIl Report, thl. record may be d.leted end only tho
Journal Detail Report retained.

MINIMUM RETENTION PERIOD: 3 Y.'"

DISPosmON: D.stroy

Cash Register Backup Diskettes

ClASS: OFM

DESCRIPTION: Dally b.ckupo of .ulomoled accounting computer, Includoe Rec.lpt
Reporting System and successor ayatems.

MINIMUM RETENTION PERIOD: 3 oycl..

DISPOSmON: R.u.. ClASS: OFM

Cash Register Daily DetaIl Reporls • . . • • • . . • • • • • . . . . . . . . . • . . . . . . . •.••

DESCRIPTION: Record of every detail of every transaction for each accounting day. May
include Receipt Reporting Sysf:em-genarated raporta, its 8uccessor ayl'tem or other similarly
maintained"recorda.

MINIMUM RETENTION PERIOD: 3 y• .,.

(

CLASS: OPR

Cash Register Journals ••..•..•..••••••••••••..•••••••..•.•......

DESCRIPTION: May be discontinued record; r.placed by Rec.lpt Reporting Syst.m (RRS)
Journal DetaIl Report Any other periodic non-RRS dolly finen~iollronooctlon rocopltulation.

MINIMUM RETENTION PERIOD: 3 y....

DISPOSmON: Dostroy CLASS: OPR

(
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Gash Register Revenue Account Disbibulion Summary ....•.............

DESCRIPTlON: Any dally or oth.r rogulorly complied .ummary roflocling tho diotributlon of
fecalpta Into revenue reporting codes, including BARS/ARMS standard Wuhlngton revenue
codes and any IUCC8880f or local revenue dletrlbutlon method. Includea Receipt Reporting
System (RRS) or 8ucceasor system report reflecting distribution of recelpta Into varloue
county and ltate fund., by revenue code. This record must be preserved as aa.parate
record .. long .. Individual countl•• h.v. tho &blllly to aIt.r tho BARS/ARMS dlotributlon
tabl...

MINIMUM RCTEtffiON PERIOD: 3 y....

DISPOSmON: Dootroy CLASS: OFM

Gash Register Tapes .

DESCRIPTlON: OffIc. copy of rocelpta given to pey....

MINIMUM RCTEtffiON PERIOD: 3 y.are.

DlsposmON: Do~oy. CLASS: OFM

Check Registers .•••....•......••.•..............•...•.•••.•..•

DESCRIPTlON: Ledg.r .hewlng d.pcoil. end wllhdrawal. In CI.rk'. or other chocking
and/or Investment accounts.

MINIMUM RCTEtffiON PERIOD: 3 y.ars

DISPOSmON: Dootroy. CLASS: OFM

Checks, canceled g •••••••••••••••••••••••••••••••••• "-' •••••••••

DESCRIPTlON: CI.rk'. benk check. rotum.d by benk one. nogotleted by pay...

MINIMUM RCTEtffiON PERIOD: 3 y.ars

DISPOSmON: Dootroy CLASS: OPR

Clerk's Minute Book . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . ...

DESCRIPTlON: Separet. colloclion of cl.rk'. not.. of proceeding. Wnot originally placed
in case file. May be minutes recorded on court calendars, bound and retained without
transfer to cue flle.

MINIMUM RE:TEtmON PERIOD: P.rmen.nt

DlsPOSmON: Destroy after transfer to approved alternative storage medium haa been
verified; before transfer It Ie recommended that SCOMIS ·copy C88e" be printed and placed
In cue file as the first viewable document CLASS: CPR
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Contracts ...................•.................................

DESCRIPTION: Wrillen _mont of tonne of egrooment between office end enother office,
agency or Individual; AKA: Agreomento

MINIMUM RETENTION PERIOD: 1 year alIer termination

(

DISPOSITION: DolItroy

Correspondence, general (See Administrative Working Rles)

CLASS: OFM

Cost Bill ................•.......•.............................

JUROR COST BILL DESCRIPTION: Any records uasd to compute paymanto owed to Jurors.
Includes per diem, mileage and 8ny other reimbursable expenaee.

MINIMUM JUROR COST BILL PERIOD: 3 ysars

JUROR COST BILL DISPOSITION: Destrcy CLASS: OPR

WITNESS COST BILL DESCRIPTION: That claim for wltne.. faes, mileage. par diem and
any other reimbursable expenses, approved by the court.

MINIMUM WITNESS COST BILL PERIOD: Until placed In c8se file or transferred to eny
approved alternative etorage medium.

WITNESS COST BILL DISPOSITION: Pisco In case file or any spproved a1tsrnstlve storage
medium. CLASS: OPR

Court Calendars

DESCRIPTION: SChedule of proceedings held In Suparlor Court. ~ uasd for Clark's mlnutao.
8ee 'Clerk's Minutes" -record.

MINIMUM RETENTION PERIOD: 1 month

(

DISPOSITION: Dsstroy

Court ReporterJRecorder NotesfTapes/Diskettes

CLASS: OFM

DESCRIPTION: Paper recorder approved electronic Itorage of rec.ord of court proceedings,
inclUding audio and video recorde.

MINIMUM RETENTION PERIOD. CML: Termination of case + 6 years.

MINIMUM RETENTION PERIOD, CRIMINAL: Termination of case + 15 years.

DISPOSITION: Destroy par RCW 36.23.070.

Daily Microfilm, Daily Recordings (see Journals)

CLASS: OPR

Day Books .............•.•••..................................

DESCRIPTION: May be discontinued record; locoIly malntolned unofficial diary.

MINIMUM RETENTION PERIOD: Permenent

DISPOSITION: Transfer to State Archlv.., Raglonel Facility. CLASS: OFM /
\
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Deposit Slips ... . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .

DESCRIPTION: Record of bank or savlngo lnatilution d.poa~ transactlono

MINIMUM RETENTION PERIOD: 3 y.,,",

DISPosmON: DooIroy

DeposWons, Unpubl~h~nopened

CLASS: OPR

•••••••••••••• w •••••••••••••••••

DESCRIPTION: Dlaoontlnued raoord .. of 9/89.

MINIMUM RETENTION PERIOD: 60 days with court ord.r or 6 y.ors aft.r fln.1 JUdgm.nt

DlsposmON: R.I.... or dootroy.

Dike District Flies . . . . . . . . . . . . . . • . . . . . . . • • . • . • . . . . . . . . . . . . . . • . . . .

DESCRIPTION: May be filed In Civil fil.. s.ri... Court ord... ootablishing Dlk. Diotricto.
compensation for·landa and appointment of Commissioners.

MINIMUM RETENTION PERIOD: P.rmon.nt

DISPOSmON: Destroy aft.r transf.r to any .pproved aft.motiv. otorag. m.dium. CLASS: OPR

Diking & Drainage District Journals I . . . . . . . . . . • . . . . . . . . . . . . . . . . •. . ...

DESCRIPTION: May be dlooontinued raoord; chronologlcalliotlng of docum.nts .nd ev.nts
portalnlng to • portlcul.r Dlk. or Dralnog. DIalrIct.

MINIMUM RETENTION PERIOD: P.rman.nt

DlsposmON: Tranofor to State Archiv... Reglon.1 F.cil~. after transf.r to eny approVed
a1temative storage medium. CLASS: OFM

Docket ' .

DESCRIPTION: Variously used to describe .Iph.betic or num.ric.1 Iioting of c.....
chronology of evente within particular cases and the schedule of cases heard during a
par:ticular span of time. Generally replaced by SCOMIS index and docketing. See, also,
·Court Cal~ndars.· May be open andlor restrlcted--.cceas records.

PUBUC ACCESS RECORDS INCLUDE: Adu~ criminal. civil. domeotlc. prob.t., juv.nile·
offencar filed on or after July 1, 1978, Judgmentor execution, tax warrant. tax, coroners, civil
appe., eMI, bond, criminal appeal and trial dockete. Access to files or documents may be
restricted by court order.

RESTRICTED-ACCESS RECORDS INCLUDE: Potem~, adoption, Involuntary (mental)
commitment, juvenile dependencyftermlnation of parental rights, juvenile offender filed on
or before June 30. -1978, family court dockets.

MINIMUM RETENTION PERIOD: Perm.n.nt

DlsPOSmON: DooIroy after transf.r to any approved aflem.liv. otor.ge medium. CLASS: OPR

DISCONTlNUED DOCKET SERIES: Coron..., bot dockota.

MINIMUM RETENTlON PERIOD: Not applicabl••
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Employment Applications . . . . • . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .

DESCRIPTION: Wrillen record of profeeeional and blogrephical dote eubmllled by job
applica~. Original app~lcatlona may be held by central personnel office within county.

MINIMUM RETENTION PERIOD: 90 deye from hire date: however, application of peroon
hired becomes part of employee', permanent record, may be held by central personnel
office.

(

DISPosmON: Dmroy .CLASS: OFM

Execution Docketllndex . . .... ~ . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .

DESCRIPTION: May be diecontinued record; replaced by SCOMIS docket antry; hard copy
in case file. Chronological and/or alphabetic listing of judgmenta and poR-judgment
documents and events.

MINIMUM RETENTION PERIOD: Pennanent

DISPosmON: Dewoy after tranoter to approved altematlve etorage medium hu been
verified; before transfer It I. recommended that scaMIS ·copy case- be printed and placed
in case file 88 the flrat viewable document CLASS: CPR

Exhibits .

CIVIL EXHIBITS DESCRIPTION: May Include unpubliahed depooitlone and civil exhiblta
marked but not offered, marlced but rejected and thoee admllled. tranecripta and exhlblta
included in appeals from lower courts and administrative agenciee. Does not Include
publiehed depooitlono, .. they are part of the cue ~Ie.

MINIMUM RETENTION CIVIL PERIOD: 60 daye with court order or 6 ye... after final
judgment

CRIMINAL EXHIBITS DESCRIPTION: May Include unpubliahed depooitlone and criminal
exhibits marked but not offered, marked but rejeeted and those admitted. Does not Include
published depositiona, aa they are part of the case file. .

MINIMUM RETENTION CRIMINAL PERIOD: 60 day. with court order or 6 ye... alter final
judgment RCW 36.23.070

CIVIL & CRIMINAL EXHIBITS DISPOSmON: Releus or deotIoy. RCW 36.23.070,
63.40.010. CLASS: QPR

Fee Book .............•.......•.................•.............

DESCRIPTION: Mey.be diacontinued record. Locally maintained llot of receipta andlor
dieburoemento; replaced by RAS Journal Datall Report andlor check reglotero.

(

MINIMUM RETENTION PERIOD: 3 ye...

DlsposmON: Dellroy CLASS: OPR

Fee Transmittals ........................................•......

DESCRIPTION: Office copy 01 cr summary of periodic financial transaction. transmitted to
County Treasurer; principal transmittal held by County Treuurer.

MINIMUM RETENTION PERIOD: 3 ye...

DISPOSITION: Dewoy
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Grand Jury Records . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .

DESCRIPTION: May be dlacontinued racord; racorcla pertaining to matlara before any grand
jury, may be Haled or unHaied.

MINIMUM RETEf'mON PERIOD: Permanant

DlsposmON: Oeotroy aIIer transfer to any. approved a1temative storaga medium. CLASS: OPR

Index ............................................................
DESCRIPTION: Varloualy uaed to deacribe alphabetic lIet1ng of ca..a or peraona. Generally
replaced by SCOMIS Index. May be open andlor restricted-acee.. racorda.

PUBUC ACCESS RECORDS INCLUDE: Adu~ criminal, civil, domeetlc, probate, juvenile
offender flied on or &ft" July 1, 1978, judgment or ~ecution, tax warrant, tax. assign88l,
bar, dentaJ, mldwivM, drugl... h...hini, OIieopath., chlropodieta, medical, notary I bonds of
county official., optometry, powers of attorney, recorda of willa and attorn.eya indlcea.

RESTRICTED-ACCESS RECORDS INCLUDE: Patem~, adoption, Involuntary (menta~

comm~ent, juvenile dependency!termlnatlon of perental righle, Juvenile offender filed on
or before June 30, 1978, family court docketa.

MINIMUM RETEf'mQN PERIOD: Permanent

DISPOSmON: Oeotroy aIIer transfer to any approved a1temative storege medium. CLASS: OPR

DISCONTINUED INDEX SERIES: Bar, dental, mldwlvea, drugl_ healera, osteopetha,
chlropodista, medical and optometry.

MINIMUM RETEf'mON PERIOD: Permanent

DlsposmON: Destroy after transfer to any approved alternative atorage medium.

DISCOf'mNUED INDEX SERIES: N!'f8ry

MINIMUM RETEf'mON PERIOD: Not eppllcable

DlsposmON: Tranafer to State Department of Ucenaing.

Job Descriptions ..

DESCRIPTION: OffIcial publlahed deacriptlon of dullea and required akllla/education for a
apeclflc stall poaitlon w~ln a county office or offioea. OffIcial, current and auperaaded job
deacriptlona may/ahould be rstalned by a central peraonnel office.

MINIMUM RETEf'mON PERIOD: Until auperaaded

DISPOSmoN: Oeatroy CLASS: OFM
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Journals .....•••.....• : ..••.•••••..•••••••••.••••••....•.....

DESCRIPTION: Variouely used to deocrlbe ohronologlcal lIoting of dooumentll and ...,entll
in partioular 0..... Generally replaoed by SCOMIS dookeL May be opon anellor restrloted­
access records. Also Includes ·dally microfilm" or "security microfilm' of documents 88 the
"journal" required of RCW 36,23.030.

PUBUC ACCESS RECORDS iNCLUDE: Adu~ oriminal. oivil, domeotio, probele, juvenile
offender filed on or after July 1, 1978, judgment or execution, tax warrant and tax case
journals.

RESTRICTED-ACCESS RECORDS INCLUDE: Pelemlty, adoption, involuntllry (manteQ
commitment, juvenile dependency/termlnation of parental rights, juvenile offender filed on
or before June 30, 1978, and family court oase journals.

MINIMUM RETENTION PERiOD: Permanent

DISPOSITION: Daotroy efter transfer to any approved efternelive oIorege medium.' CLASS: OPR

Juror Attendance Record (see Attendance Records) .

Juror Cost Bill (see Cost BilQ ...•.....•.•...•.•••••.••.....•.•.•••.

Jury Ust .

MASTER UST DESCRIPTION: Uol of all porsons eligible to serve as juro.. who have bean
randomly selooted for the jury pool.

MINIMUM ReTENTION MASTER UST PERIOD: Until supo_

TERM UST DESCRiPTION: UoI of all prospsotive Juro.. for a partioular jury term, randomly
selected from the jury master 1Iat. AKA "Venire.·

MINIMUM RETENTION TERM UST PERIOD: Until end of term.

(

(

DISPOSITION: Deolroy

Land Registration Files (Torrens Act)

CLASS: OFM

DESCRIPTION: Mey be dlaoontinued record; may be replaoed by oivil 0... file; folder(s)
containing aU papere filed in a land regletration/torrena case.

MINIMUM RETENTION PERIOO: Pennanant

DISPOSITION: Daotroy eftsr transfar to any approved efternelive oIorage medium. CLASS: OPR

Letters of II.- ...J) •••••••• • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • •

MINIMUM RETENTION PERIOD: Permanent

DISPOSITION: Plaos In .... file or d_oy efter transfer to any approved aKemelive oIorage
medium. CLASS: OFM

MicrofillTl, Daily or "Security" (see Journals)

(
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Monthly Report to OAC .

DESCRIPTION: Office copy of monthly otatIe1Icai report to Office of the Admlnlatretor for the
COurta (OAC).

MINIMUM RETENTiON PERIOD: Until publlcetlon In Office of the Admlnlatretor for the
COurte (OAC)'s ennual reporl.

DlsposmON: Destroy

Mother's Petition/Pension

DESCRIPTION: Discontinued record.

MIt>jIMUM RETENTiON PERIOD: Permanent

DlsposmON: Tranafer to Stets ArchlY.., Regional Facility.

CLASS: OFM

ClASS: OPR

Naturalization Records . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .

DESCRIPTION: Various typea of naturallzation-ralated racords, including doclarations of
Intentions, delayed birth file., naturalization affidavits, notifications of application for
admlulon to U.S. citizenship, orders fixing naturalization term., petitions & records, petitions,
recelpb for certHlcat.. of citiz,nahlp. record of final decrees of citizenship and record of
petilIons dockets. May be discontinUed.

MINIMUM RETENTiON PERIOD: Permanent

DISPOSmON: Tranafer to Stete ArchlY.., Regional Facility. CLASS: OPR

Oaths: Bailiff, Court Reporter, Court Commissioner, & Others .

DESCRIPTION: Ooths olgned .. part of poaitlon. Similar to ootho olgned by deputi.. to
other elected offIclalo. May be a part of a miecellan8Oll8 SCOMIS (clYiQ flle.

MINIMUM RETENTiON PERIOD: 1 year afler termlnetlon

DISPOSmON: Destroy

Official Bond Files

ClASS: OPR

DESCRIPTION: .Flle containing offlcial bonds of county offlclals; mey include junior taxing
dletrict officials' bonds; Clerk'o bond is recorded In COunty Aud~or'& Office and flied in
Treasurer's Office.

MINIMUM RETENTiON PERIOD: Porm&nant

DISPOSmON: Daatroy afler tranafer to any epproved aRemetive storage madlum. CLASS: OPR

Old Age AssIstance Claims ...•...•...............................

DESCRIPTION: Discontinued record. Recorda. containing chronological listing" of documents
pertaining to ,aquelte for financial 8seistance for elderly persons.

MINIMUM RETENTiON PERIOD: Permanent

DlsposmON: Tranafer to Stete ArchlY.., Regional Facility. CLASS: OPR

County Clerk
Records Retention Manual Page CC-33 Original 8/93

SUPERSEDED



One-Party Consent Files .

DESCRIPTION: Those sealed and unsealed wlretep records and revle.we of wiretaps, to the
extent that they are not made a part of a case file.

MINIMUM RETENTION PERIOD: Permanent

DlsposmON: Place in case file if unsealed, place in general purpose criminal case file if
sealed or no charges filed. CLASS: OPR

Ordinances & Resolutions ......................•.....•...........

DESCRIPTION: May be dlecontlnued series, Refers to official recorde of county'eleglelatlve
body, principal copies ere held by county leglelatlve body.

MINIMUM RETENTION PERIOD: NlA

DlsposmON: Tranefer any origlnale to county leglelatlve body. deetroy _ondory copies.
CLASS: OFM

Personnel Files/Records . . . . . . . . . . . . • . . • . • . . . . . . . . . . • • . . • • • •

DESCRIPTION.: Fllee and recorde for which the office hu primory custody. These mey
include supervisoryflies. disciplinary recorda, payroll, attendance records and hiring proceaa
documents relating to the perticulerll;dMdual. Mey Include job descriptions, cl...lflcation
documents and performance evaluations. Payroll recorda' held by another office need not
be included. May be copies of records held by centraJ county personnel office.

MINIMUM RETENTION PERIOD: 3 ye818 after termination of employment

(

DlsposmON: Deetroy

Policy & Procedure Directive

CLASS: OFM

(

DESCRIPTION: OffIcial n,temente promulgating policies and procedures of the office. ~

is recommended that previous versions of these documents be retained even when
superseded, to document the polley or procedure In effect at any given time in the put.
Countywide policy & procedure dlreatlves mey be held and maintained by other county
offices.

MINIMUM RETENTION PERIOD: Until aupsreeded

DlsPosmON: Deetroy CLASS: OFM

Purcliase Orders .....•..........................••........... ..

DESCRIPTION: Formal documentation of official purcheeee of equipment. eupplies, etc.

MINIMUM RETENTION PERIOD: Until complation of State Aud~or'e Exomination Reporl.

DlsposmON: Deetroy CLASS: OFM·

Receipts ................•...•......••••...............•......

DESCRIPTION: RecQrda of manie. received.

MINIMUM RETENTION PERIOD: 3 yeera

DISI'OSmON: Deetroy CLASS: OPR

(
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Register •.....................................................

DESCRIPTlON: Variously used to deocrlbe alphabetic lIol1ng 01 caaaa or parsona. Genarally
replaced by SCOMIS Index. May be opan and/or reotrlcte<l-aceeaa recorda.

pUBUC ACCESS RECORDS INCLUDE: Adu~ crlmlnal, civil, domaallc, probate, juvenile
offender filed on or Ifter July 1, 1978, judgment or execution. tax warrant. tax, aseigneee,
bar, dental, mldwtvee, drugleaa healers, osteopath., chlropocllata, medical. notaly, bonds of
counly offIciall, optometry, pewe.. of attomey, racordo 01 willi and attorneys Indlc...

RESTRICTE[).ACCESS RECORDS INCLUDE: Patarnity, adoption, Involuntary (mantal)
commitment. juvenile dependencyftermination of parental rights, juvenile offender filed on
or before June 30, 11178, and family courl docka1o.

MINIMUM RETENTION PERIOD: Parmanant

DISPOSmON: Dealroy after transfer to any epproved a~ernallve storage medium. CLASS: OPR

DISCONTINUED RECORDS SERIES: Bar, dental,mldwlves, drugl... heale.., osteopaths,
chiropodlsta, medical .nd optometry ragist....

DlsposmON: Transfer to State Archives Regional Branch.

DISCONTINUED RECORDS SERIES: Notary register.

DISPOSmON: Transfer to State Department of Ucana.lng.

Requisitions . . . . . . • . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . ..

DESCRIPTION: Formal requeata for equipment, personnel, luppllea, etc.

MINIMUM RETENTION PERIOD: Until completion of State Audllor'. Examlnlition Report

DISPOSmON: Deatroy CLASS: OFM

Revenue Projections .

DESCRIPllON: Projecticnl·of revenue lubmttted to cournv governing body.

MINIMUM RETENTION PERIOD: 1 yaar

DISPOSmON: Destroy

search Warrant Records

CLASS: OFM

DESCRIPTION: Thoae oeaIed and unsealed flies containing search warrant eppllcetions,
returns, and other data.

MINIMUM RETENTION PERIOD: Permanent

OlsPOSmON: Place in cue file If unauJed, place In general purpose criminal cue file if
sealed or no charges flied. CLASS: OPR

Security Microfilm (see Journals)
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Software Backup Data . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . '.' . . ....

DESCRIPTION: Tapes, dlaka and punch carda providing backup data which Is revlm and
re~reated In a regular cycle.

MINIMUM RETENTION PERIOD: 3 cycl..

(

DlsposmON: Recycle backup modi.. CLASS: OFM

Special Inquiry Records . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .

DESCRIPTION: Raccrda of procaadinga belora Specla/lnquiry Judga. Reatrlclod-acc...
record.

MINiMUM RETENTION PERIOD: Permanant

DISPosmON: Dea1roy efter transfer 10 any approved eftemetlve alorage medium. CLASS: OPR

Support Ledger .. . . . . . . . . . . . . . . . . . . . . . • . . . . . . . . . . . . . . . . . . . . . . . .

DESCRIPTION: Bound volumes. cards or microfiche thowing from ,whom child support
payments are received, dates and to whom fundi are disbursed.

MINIMUM RETENTION PERIOD: Permanant

DISPosmON: Dastroy eftar transfer 10 any approved aKemetlva aloraga medium. CLASS: OPR

Tax Case Files .•.•.•••.•••••••••••••••••••••..•..••.•.•........

DESCRIPTION: May ba dlecontinued record; replaced by olvll cue file. File folderle)
containing all papers filed in a delinquent real estate tax case. The documents in the folder
have been entered on the SCOMIS system or a manually prepared docket contalnlng a
chronological listing of documents and events.

MINIMUM RETENTION PERIOD: Parmanent

DISPOSITION: Destroy after tranlfer to any approved attemative 810raga medium; before
Iransfer Rla recommended that SCOMIS 'copy ceae' (K any) be printed and placed In ceae
file as the firat viewable documant RCW 36.23.065. CLASS: OPR

Tax Warrant Case Files ..............••••........•........••••••.

DESCRIPTION: May ba discontinued record; replaced by civil ceae fila. File folder(a)
containing all papers flied In a delinquent non-real estate tax case. The documents In the
folder have been entered on the scaMIS ayltem or a manually prepared docket containing
a chronological lilting of documenta and events.

MINIMUM RETENTION PERIOD: Permanent

DlsposmON: Dea1rcy eftartransfer to approvod aKemetlve olor8ge medium; belore transfer
R ia recommanded that SooMIS 'copy ceae' ba printed and placed In c... file as the firat
viewabla document. RCW 36.23.065. CLASS: OPR

(
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Territorial Case Rles .

DESCRIPTION: Dlecontlnued r.cord. OffIcl.1 record of Washington T.rrItory c.... prior to
_.hood.

MINIMUM RETENTION PERIOD: P.nnan.nt

DlsposmON: Tranef.r to Stat. ArchlY... R.glonal Facility. RON 36.23.066.
CLASS: OPR

Transcripts of Judgment .

DESCRIPTION: May be dlecontlnued record: an Ind.x of or copl.. of judgm.nte flied with
the CI.rk; not to be confueed with tranooripta from Dletrlcl Court or abetracte from othar
Superior Courte.

MINIMUM RETENTION PERIOD: Pannan.nt

DlsPosmON: Deetroy aft.r tranefar to approved aIt.matlv. etorag. medium has baan
v.rified; balor. tranef.r RIe recomm.nded that SCOMIS 'copy c...• (~ any) be printed and
placed In caea fila as the filii vlewabl. docum.nt. CLASS: OPR

Treasurer's Receipts .

DESCRIPTION: Locally 0010",,1"0<1 lorm lor tho pariodlo tranemlliaJ of rac.•Ip1e to the County
Treuur~r. Usually Includee BARS fund and revenue numbers along with cumulative total
01 receipts for period. Should contain verification that monies were transferred to the County
Treasurer.

DESCRIPTION: Any periodic racord of truet fund balanc.., ueually containing .vld.nc. of
balance reconciliation.

MINIMUM RETENTION PERIOD: 3 y.....

DISPOSmON: Deetroy

Trust Fund Balance Register

MINIMUM RETENTION PERIOD: 3 y.....

DISPOSmON: Deetrey

Trust Fund Ledger

CLASS: OFM

CLASS: OFM

DESCRIPTION: Th••ntir. record of truet account d.bRe and credRe or d.pooRe and
withdrawal•.

MINIMUM RETENTION PERIOD: P.nnan.nt

DISPOSmON: Deetrey aft.r tranef.r to any approved aR.mativ. storage m.dlum. CLASS: OPR

Unclaimed PrOperty Reports ..

OESCRIPT10N: Annual reports made to the Department of Revenue, listing those monies
or Iteme whose ownel'li are unknown or who cannot be located. Original reports of record
with Department of Revenue.

MINIMUM RETENTION PERIOD: 3 y.a,.

DISPOSmON: Deetrey CLASS: OPR
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Unpublished/Unopened Deposition (see Depositions, Unpublished/Unopened).

Verbatim Report of Proceedings .

DESCRIPTION: Written trano<:ript of proceedings or etIpuleted _ement prepered for
trensmitlello Court of Appeole. The origlnol treno<:ripl la docketed In SCOMIS end sent to
the Court of Appeals. A cue file may contain transcripts of certain proceedings or portions
of proceedings and become part of the case file. Transcripts or tapes are sent to the
appellate court and are not kept with the Superior Court case file and are not returned from
the appellate oourt .

MINIMUM RETENTlON PERIOD: NlA

DlsposmON: Destroy SlI<:ondery copl..; retum unpold originol treno<:ripla 10 reporter or
transcriptionist. ClASS: CPR

Vouchers " .•.•..•..........•...•.................

DESCRIPTION: OffIca copy of form authorizing or Invoicing oIfIce or agency for fsea owed;
principel copy held by County Aud~or.

MINIMUM RETENTlON PERIOD: Until completion of Stale Aud~or'a Exernlnatlon Report.

(

DlsposmON: Deatroy

Wllness Attendance Record (see Attendance Records)

CLASS: OFM

Wrtness Cost Bill (see Cost BiI~ ....••...........................•..

Work Orders ................"........................... ... """.

DESCRIPTION: OffIce copy of loceIly determined forms for requeatlng sorvlc.. of other
county agencies to perform work in or for the court or clerkj principal copy of fonn held by
office/agency performing work.

MINIMUM RETENTION PERIOD: Until completion of Stale Aud~or's Exernlnatlon Report.

(

DISPosmON: Destroy
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DISCONTINUED RECORDS SERIES

As many County Clerks have transferred various discontinued records to
State Archives Regional Depositories, the decision was made not to list
each individual discontinued record and provide a specific definition for
each such record. However, to facilitate locating retention and disposition
information for those offices that still have some of these records or which
may be in the midst of changing from a separate records format inbound
volumes to individual file folders, the following cross-reference listing is
provided:

_ 01 Judgment (as a saparal. record sarlea) - .... _ 01 Judgment

BarAol~cldonRecordI-aee Dock~ IndEIx. Reg'"

Bond~ (sa a separate recClrd series) - see Bond DockeIII

Book 01 ............. Book 01 ......

C&ah Reg_ JoumaIo (as 0 sapareto record ••rl••) - .... C&ah Reg_ JoumaIa

~ _ - HI Joumalo,..-. RegIoI8r

Con>no<'a _ - ... D<>o!lo!:

DeyBoob- .... DeyBoob
llanIaI _ - HI RagioIor

~__'"" HI ..-. RagioIior

~1IIon Dock~ (as 0 sapereto record eariea) - ... ExecolllonDock~ Docket, _

F"" _ - ... F"" _

Grand Jury_- Grand Jury_

Land Regiobaliod FiIelrIT Al:t (as 0 eaparal. reCord eariea) - ... Land Regiolndlon FiIea (T........ Ad!
~ (as a eapareto record. eariea) - ... L-.01...

Medical _ - .... ..-. RegiotIor

_..-.. PenaIon -.ao _..-.. PenaIon

M1dwiveo_-... ..-. Reg_NaIu....-_-...__
NolaIy - - ... ..-. RagioIior
0kI Age A 'r _ a.imI-'" 0kI Age__ a.imI

0pII0maIry - - HI ..-. RegIoI8r

0rdInancee Met n••alllone - Me 0rdInancee and ReeoIuIIo(w

0.- peIh _ - ... ..-. RagioIor

__JoumaIo - HI JoumaIo

Tax c.. i=v. (as 0 eaperala record eariea) - ... c.. FIIae, Tax c.. FiIea

TaxW_c.. FIIao (as 0 eaperet. record earieo) - ... c.. FIIae, TaxW_c.. FIIeo
T__- ... c.. FIIae, Teniloriel c.. FIIao

T~ 01 Judgment (as •••pareto r.cord earl..) - ...T~ 01 Judgment
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COUNTY CLERK
RECORDS RETENTION SCHEDULE

11.I.l.·•.•.Il;·.·...lifl •••••••.•.•••.•.•.••.••.:.•.•.••.•.•••..••..••..•.•.•.•..•.•..•.1.:..•.•.•.•·..•.•.•.•.•••..••..•.•.••..• lJ.···.···.··.RIl.··············~le./.~Ea.··.··.······:·.o.r.~.)~.··:···.;.lllli(n:rl: ••·.•··.•.•...;.••.••.•.•.•.·1•. 1" ' ::::::::::~~::::tt:;:::::::::::::::::::::::::::::::=::::::,:- .

[ 1 NEW RECORD Request

[ 1 CHANGE to Existing Record

RECORD (short, concise name), _

DESCRIPTION

[ 1 ORIGINALS held

[ 1 COPIES held

[ 1 DISCONTINUED record, list inclusive dates:

[ 1 NEW RECORD (not listed in current schedule)

(

NAME: _

PHONE: _

COUNlY: _

Mail to: State Archivist
P.O. Box 40238
Olympia, Washington 98504-0238
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Appendix A

Disaster Recovery - Emergency Procedures

In add~ion to following these steps we recommend that the local records custodian:

• Develop a disaster preparedness plan. A manual of suggestions for this
plan is available from the State Archives.

• Contact the State Archives Disaster Recovery Team for advice and
gssis1:ance (205=585=,1801) in the event of a disaster that damage-s public
records.

1. After any fire is out, any water pumped out and any rubble cleared away, calmly
assess the damage, determine the extent and kinds of damage, and the volume
of records damaged.

2. Evaluate and prior~ize records for recovery. Records which are still active.
necessary for current business and are not duplicated elsewhere should receive
attention first

3. Prepare a logical plan of attack covering. removal, restoration and
ra-establishment of controls.

4. Prepare a damage assessment and control worksheet for each record series
damaged. The work sheet should note the record series t~le, original location of
the records, damage incurred, and restoration plan and priority. This record

. should be maintained and kept as a control throughout the recovery process.
This can be done by file cabinet or shelf un~ or by other logical grouping.

5. Arrange for a temporary storage area if necessary.

6. Arrange for restoration services if necessary (contact the State Archives disaster
recovery team for advice).

7. Remove damaged records in the order in which they were stored. Note original
locations on the damage control worksheet

8. Transfer damaged records to temporary storage or to an area where restoration
can begin.

9. Arrange for storage once restoration is complete.
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F"n Damage

Closely packed paper bums with difficulty, therefore the damage caused by fire may be
more apparent than real.

Salvage procedure:

1. Remove documents from containers.

2. Gently spread papers out to air and inspect the extent of damage.

3. Minimum damage (smoke damage, sooty, lightly charred at edges):

a. Allow paper to air in an open space.
b. Clean gently with a soft brush.
c. Humidify by circulating moist air.
d. Refile in clean folders.
e. Replace in new or restored cabinets.

4. Moderate damage (edges heavily charred, paper discolored by heat, very
dirty, brittle):

a. Spread papers out in a very humid, well ventilated area
b. Brush off the worst dust and soot. .
c. Relile in clean folders or copy and discard originals depending

on document value, retention and rate of reference.

(

5. Badly damaged (badly charred, very dirty, extremely brittle):

a. Separate pages.
b. Remove surface soot or dirt npossible.
c. Copy, microfilm or use infra-red photography n necessary.
d. Discard originals.

(

6. Completely destroyed

Discard. Retain record of records destroyed nthey can be identified.

(
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Water Damage

Mold growth, disintegration, and the bonding of leaves into inseparable mats are the
main problems resulting from water damage. QUICK ACTION IS THE KEY to recovery of
water damaged records. After 24 hours molding begins and paper fibers begin to bond
between Isa-ves Qi tUin into papei pulp.

Salvage PiOCadUias:

1. Drain excessive water from records.
2. Remove additional moisture by blotting with an acid-free paper.
3. Separate/spread papers to dry in a warm, dry, well ventilated room.
4. Flatten while still slightly damp.
5. Fumigate to kill mold spores.
6. Clean with a soft brush to remove dead mold spores.
7. Re-folder In clean folders and refile.

It is best to have the records deep-frozen immediately, especially If there is a large
volume of damaged records (more than a few cubic feet). Arrangements for
deep-freezing can be made with most local cold-storage companies.

Freezing will arrest further damage and allow the treatment of small batches of damaged
records over a more extensive period of time, and allow for better treatment planning
including consideration of freeze-drying techniques.

Freeze-drying: It is far more efficient and possibly more economical to treat large batches
of records by freeze-drying than by the hand-drying processes llescribed above.
Freeze-drying requires the preliminary process of deep-freezing.

Other Media

A more extensive discourse on the recovery of disaster damaged records, inclUding
non-paper media, .such as film and magnetic tapes is available in a mariualtltled Disaster
Preparedn It includes detailed instruction on disaster prevention planning and
recovery techniques. Your regional archivist has a copy of this manual and can arrange
addltionaltralning and consultation on this subject with the state conservator.
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Appendix B
Records Storage - Problems and Standards

The most serious mistake in the long history of record keeping may have been
when information began to be recorded on substances more perishable than the
baked clay tablet, which will not tear or bum and which is not a source of food
for various vermin. Most modem papers are still considered too perishable, and
many of the new record keeping media are even more perishable. The Ine span
of almost all modem recording media is less than one hundred years, with most
having a life of less thal1 ten years. Proper care al1e! treatment cal1 sub-stal'ltial!y
extend this Ine span n the records are worth the cost, and the loss of records
from fire al1e! flood cal1 be minimized with reasonable precaY!lons ane! planning.
Poor storage conditions can cause irreparable damage to records still in use, and
disasters can quickly obliterate masses of records n recovery techniques are not
quickly applied.

This section is imended to idemny the primary causes of record deterioration and
provide basic standards for the storage and care of temporary records as well as
inform court officials and staff . about the essamial steps and processes of
disaster recovery.

Enemies d Records

Heat: Heat affects paper records by increasing the rate of reaction time
chemicals within the paper are absorbed by paper. Heat can warp magnetic
tapes and disks and can cause the recording emulsions to separate from the
carrier bases of all photographic media

Humkflly: Humidity by itseW, does not harm most recording media including
papers. In fact, without some moisture, paper and some other media, such as
film, lOoses flexibility, becomes brittle and susceptible to damage.

High humidity and heat promote mold growth. Wide variations in humidity can
also be damaging, particularly to papers. When the moisture contem of paper
changes, the individual fibers expand or comract, which stresses the paper hence·
accelerating the rate of deterioration.

Light Radiam energy, particularly uitraviolet light, reacts photochemically with
impurities in paper such as acids, glues, starch and dyes. The product of this
reaction is oxidization of the fibers in the paper causing yellowing, brittleness and
weakening of the paper by breaking the molecular chains in the cellulose. Long
term exposure to uitraviolet light will cause fading of photographic dyes and
almost all writing and priming inks.

Insects and rodents: Books and papers, all organic substances, are subject to
attack by many insect pests including silverfish, bookworms, termites, booklice,
cockroaches, and firebrats which feed and thrive on cellulose, leather, glues and
cloth, of which books and paper records are made. These same record materials
are extremely susceptible to rodem damage. Mice, rats and squirrels will shred
paper, leather and vellums for nest building purposes and the acids in rodem
droppings can damage papers for the reasons that follow.
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Acids: Chemicals are introduced to paper during manufacture or later by
atmospheric pollutants or contact with acids in storage containers, folders, wood (
shelving or other paper records. These chemicals react with moisture in or
absorbed by the paper. This process, called hydrolysis, produces acids which
break down paper fibers, cause brittleness and ultimate disintegration. Hydrolysis
is characterized by yellowing (as often observed in newsprint).

There are other enemies of records but these are the main cause of records
deterioration regardless of recording media. It follows therefore that both
preventive maintenance in storage and recovery of damaged records usually are
concerned with these same problems.

Minimum Storage Specilicalions

• Store records In or on metal file cabinets or shelving, avoid wood
cabinets or shelving.

• Maintain a relatively constant temperature in the storage area, preferably
between 60 and 70 degrees F.

• Maintain a nearly constant relative humidity, preferably between 45% and
55%.

• Store records in cabinets or on shelving raised 4 to 6 inches above floor
level. (Note: many cabinet and shelving systems have this feature already
built in). This margin of safety has bean shown to be effective against
potential damage by standing water caused by fire fighting efforts or
minor floods. (

• A fire suppression system (water sprinkler), and/or a fire detection and
alarm system wired directly to the local fire department.

• Chemical fire extingUishers placed strategically in file storage areas.
(Note: chemical fire extinguishers may be preferable to water sprinklers
In.small file rooms due to water damage that often results from the use
of sprinkler systems. Lack of en automatic sprinkler system, however,
makes an alarm system to the fire department imperative for suppressing
after hour fires).

• An intrusion alarm system to protect against theft and vandalism.

Avoid As Much As Possible

• Exposure of records to sunlight, strong indirect natural light and strong
artificial light, particularly fluorescent light

• High temperature and humidity

• Frequent variations in temperature and humidity

• Dust and chemical vapors

• Wood, coal or gas-burning heaters
(
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• Attics; because of their extremes of temperature and generally dusty
atmosphere

• Basements, because of their frequently high humidity

There are numerous steps that can be taken to restore deteriorating records and
to inhibit further deterioration. If you encounter evidence of records deterioration
contact the regional branch of the state archives for advice and assistance or the
documents conservator at the main office of the State Archives in Olympia.

,
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The State of Washington
Office of the Secretary of State

Division of Archives & Records Management
Olympia, Washington

August 1993

OFFICE OF THE COUNTY CLERK
GENERAL RECORDS RETENTiON SCHEDULE

AUTHORIZATION

In accordance with the authority granted to it by RCW 40.14.070 and
WAC 414.24.050, the Local Records Committee hereby approves; adopts and
publishes the COUNTY CLERK GENERAL RECOROS RETENTION SCHEDULE, consisting
of the dated pages Indicated in the OUst of Effect;ve Pages" printed on the reverse
hereof, as the recurring disposition schedule for public records within or pertaining
to the Office of the County Clerk (Clerk of the Superior Court) of the Stete of
Weshington. The COUNTY CLERK GENERAL RECORDS RETENTION SCHEDULE
constitutes continuing authority for the disposition of public records identified
therein which are held by any County Clerk.

Destruction authorization references for any record or series to be
destroyed shall cite the CC· p;tge number and date of the page number on which
the record or series appears within the COUNTY CLERK RECORDS RETENTION
SCHEDULE.

Signed in Olympia, Washington,
this the....1sL.. day of September ,1921-.

For the Attorney Gene

") _1 ~.,

~:~/{i~·

D' ~J
_-+----t-l..:;

For tha Slale AUdllor.:-~':f-_~==;zl:::;:;>"""=-"":::::::"" _

For the Slale Archivist:
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Introduction

All government records are important in that government, by tts very nature,
affects many facets of the life of a communtty and tts cttizens. Some records are
of passing or very temporary interest io anyone, while others have ongoing effect
or may have established a legal or historical precedent.

Numerous statutes, court rules and legal decisions dictate how and in what form
many records which come to the County Clerk are to be handled during the
course of business. This manual is not Intended to govern the handling of these
records while they are in daily use. As a local records custodian you are charged
to pieserve aU records within your office as property or the state of Washington.

This manual deals with the ·pi6seivYJd, stoied, transferred, destroyed or
disposed of' portion of RCW 40.14.020.' It is through the Local Records
Committee via this retention schedule that the, state of Washington sets out
minimum periods of time that records must be preserved, establishes technical
standards for the reproduction and preservation of original records when
transferred to alternative storage media, under what conditions they may be
transferred to the custody of another and under what condttlons they may be
destroyed or otherwise disposed. Before transferring any of your records to
another or before you consider disposing of any records, original or otherwise,
in any manner, you must consult this document.

Contrast with Prior Schedule

This document is intended to present in a different manner,the Information
contained in the superseded 1983 Coumy Clerk Records Retention Manual This
manual reflects user recommendations that a number of records be combined,
that some be deleted and that others be added. This document is arranged
alphabetically, only. It was the considered opinion of the drafters that the prior
arrangement of ttems by like groups was difficult to use and that, while many
records may be logically grouped as to kind and subject, for ease of reference
the data should be presented alphabetically.

Retention Schedule Not All-Inclusive

this document does not list all County Clerk records. Specifically, tt does not list
many discontinued records, nor can tt anticipate all future records. It is intended
that this document describe certain kinds of records, which should include many
others not specifically listed or bearing an identical tttle. County Clerks may from
time to time feel that they have records which do not Itt any of the kinds of
records listed here. Those records may need to be added to this general
schedule, or, if the record is of an isolated, non-recurring nature, may be the
subject of a one-time, local agency schedule approved by the Local Records
Committee. SpllclflC guidance concerning those records should be sought from
the Secretary of State, the State Archivist, the servicing Regional Faciltty of the
State Archives, from professional associations and other local records custodians.
Forms to request the addttion of or change to a record appear at the end of this
manual.
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Summary of Legal Requirements

In Washington, as in most states, statutes regulate the retention and disposition
of government records. In Washington, the Public Records Act, RCW 40.14, is
the primary statement of public policy regarding the retention and destruction of
public records.

Public records defined: The term· 'public records' applies to any paper,
correspondence, form, bound volume, film, magnetic medium, drawing or other
document, regardless of form or physical characteristics, that has been created
or received by any state or local government agency during the course of public
business. RCW 40.14.010

Records as public property: All such public records shall be, and remain, the
property of the agency. Outgoing officials and employees must pass such
records on to their successors. Funhermore, pUblic records shall be preserved,
stored, transferred, destroyed· and otherwise managed according to the
provisions of RCW 40.14, unless otherwise provided by law.

Custody cit public records: Public records must remain in the custody of the
agency in which they were originally received or created. They shall not be
placed in the custody of any other person or agency, public or private, or
released to individuals except for disposition pursuant to law or as otherwise
provided by law. RCW 40.14.070

Disposition cit public records: Public records may be destroyed or transferred
.only in accord with the instructions and approval of the state of Washington's.
Local Records Committee. RCW 40.14.070

LocaJ Records Committee: The WaShington State Local Records Committee
Includes the State Archivist and representatives of the State Auditor and the State
Attorney General. This committee has the authority to review and approve the
disposition of all local government records. RCW 40.14.070

LocaJ Records Retention SChedule: Local agencies may establish a records
control program based on records retention schedules submitted to. the Local
Records Committee for approval. The Committee may approve, veto, or amend
the scheduies. Once a records retention schedule is approved by the
Committee, the local agency has the authority to dispose of the records listed
thereon on a recurring basis until the schedule is either revised or amended.
RCW 40.14.070

General Records Retention Schedules: The Washington State Local Records
Committee may approve and issue records retention schedules which give
authority to local agencies.for the disposition of specific types of commonly held
records. General records retention schedules provide this authority on a
recurring basis until such time as they might be revised or rescinded by the
Committee. RCW 40.14.070

(
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Use rII microfilm: Microfilm copies of public records, having a degree of
completeness and clarity that meets state standards and are officially sanctioned,
have the same legal status as the paper originals. RCW 40.20.020, 5.46.010
[See also, 'Microfilm' section in this manual.]

Aulhorily to transfer records to the Stale Archives: Instead of being retained
permanently by the agency, records designated es having archival or historical
value may be officially transferred to the State Archives or one of its regional
facilities. Except as provided in RCW 36.23.070, it is illegal to transfer public
records to private persons or organizations or to depositories not designated by
the State Archivist. RCW 40.14.070

Methods rII records deslruclion: The primary objective of destruction is to reduce
obsolete records to an illegible form. Buming, pulping and shredding are
considered to be the most effective methods, the latter two frequently done in
conjunction with recycling. It is recommended that local agencies keep a
summary log and compile certificates or affidavits recording the date and details
of record destruction for future reference. Affidavits or certificates of destruction
may be placed in a court's general admiliistration case file, for indexing/docketing
and preservation. Records which are to be recycled may be taken to a recycling
facility, where their pulping or shredding must be witnessed by the County Clerk
or the County Clerk's designee. Any such records shall not be left unattended
or unprotected while awaiting recycling. WAC 434.640

Documenting Records Disposal

Once approval has been given, through a specific local records committee
authorization or by way of a general records retention schedule, such as that
contained within this manual, and arrangements have been made for the
appraisal and transfer of records of potential archival value, the Clerk may
proceed with the destruction of non·archival records which have passed their
assigned retention period and which have been'transferred to an approved
altemative storage medium if the retention period is 'permanent.' The sample
formats, on the next two pages, for recording the destruction of records are
recommended. Your county may have other, similar forms available through a
local records management office.
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Affidavit of Records Destruction
Sample

I, , acting as an agent of ...,(C~0C':u:"nty",-,C""I",,er,":k,,-) __-::-...,....--,,..--'
hereby w~ness the destruction of the following public records, according to the
provisions of WAC 414.24.070 & 080.

Case files: Criminal - 85-1-00217-5 to 85-1-PQ2604 (Cases 85-1-00218-8 & 85-1­
00221-3 are active, not destroyed); alter microfilming, per CC-25 of 8/93.

Destruction executed by: (methodj, _

on (date) '

Signature of County Clerk or deslgnee: _

Signature of Agent:, -,- _

Destruction Log
Sample

Record 8eries Inclusive Dates Dispo$ition Date Disposed
Aulhorily,,,,

Cash register daily
detail reports 1986 thru 1988 CO-26 of 8/93 11/3/93

Cash register • • •
journals

Check registers • • •

Checks, canceled • • •

(
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SAMPLE

Complete the following form with the appropriate information.
Each records series title must be typed exacltly as it is found on the County Clerk
Retention Schedule.
Please type this form and return completed form to Records Management Division.

Records Des1truction Notice
and Destruction Transmittal

Date Submitted

Ce-25 I Original 8/93
(Mlcrofilmad)

1!11

1111111 1
;

5/31/Si5to
6/24/SI5

1/10/Bl5 to
l/23/SI5

___--~County

Records Management Division

110 J Case files: Criminal - 85-1-00217-5 to 85-1-00260-4
(Active, not destroyed: 85-1-00218-8, 85-1-00221-3)

111 I Case files: Criminal - 8$-1-00261-2 to 85-1-0CJ306-6
(Active, not destroyed: 85-1-00266-3)

3.

INSTRUCTIONS: 1.
2.

~&g§
a~
"'0
J)iil
CD:;,.
Cit~
=:3

g"
~
=:3
li3-
~

cal

~..........

o
ca"
~
§

Destruction

o Approvad

D Approved. 8S amended

o Not approved

Dapartmant Head

Records Manager

Data

Data

Method of Destruction

Date of Destruction
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Services and Assistance Provided by
The Division of Archives and Records Management

The Washington State Archives is a division of the Office of the Secretary of
State. The Division operates under the provisions of Chapter 40.14 RCW, the
Public Records Act, which also regulates the disposnion of all records generated
by state and local government agencies.

TecIv1icaJ Assistance

The Division provides state and local agencies technical assistance in complying
wnh legal requirements and developing systems for managing their records.
Services include standards, technical information and consultation on
micrographics, filing and information retrieval, essential records protection,
disaster preparedness and recovery, records center operations, records retention
scheduling, records access and disclosure, records and recording media
storage standards. .

Microfilm and Docurnem ConservaIion 5ervices

The DiviSion provides certain records management services on a charge-back
basis. These include source document microfilming, film processing and
duplication, and conservation of endangered historical documents. In addnion the
division provides both state and local agencies wnh securny microfilm storage
services.

Archives

The Division is also responsible for identifying, storing, preserving and providing
pUblic access to state and local government records which have continuing
historical value beyond their usefulness to the agencies which created them. The
Division has headquarter offices in Olympia which include microfilm services,
records center facilnies, archives and historical research, and the document
conservation lab.
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The Washington State Archives Regional System

The Division of Archives and Records Management staffs a system of regional
facilities to make its services more directly available to agencies and citizens
throughout the state. These operations are managed by senior state archivists
skilled in both archival and records management techniques. In addition to their
other duties, the archivists will now provide archival and records management
assistance to the courts in their regions (see map on reverse). Working through
your local records manager, your professional associations, or directly, the
archivists will be able to provide you with direct assistance on a broad range of
records management problems. Counties served within each regional jurisdiction·
are indicated on the map which follows.

(

SOUTHWEST:
1120 Washington Slreat SE
Olympia Washington, 98504.()238
(206) 753·1684 or SCAN 234·1684
WAYNE LAWSON

CENTRAL:
cia History Department
Central Washington University
Ellensburg, Weshington 98926
(509) 963·2136 or SCAN 453·2136
FAX (509) 963·1753 or SCAN 453·1753
TIMOTHY ECKERT

PUGET SOUND:
Sunset Activity Center
1809 South 140th Street
SaaUle, Washington 98168-371 0
(206) 784-4276 or SCAN 443-4278
MICHAEL SAUNDERS

NORTHWEST:
Weshington Slate Archives
Western Washington University
Bellingham, Washington 98225·9123
(206) 650·3125 or SCAN 532·3125
FAX (206) 850·3323 or SCAN 532·3323
JAMES MOORE

EASTERN:
JFK Ubrary N1584
Eastern Washington University
Cheney, Weshington 99004·2495
(509) 359·8900 or SCAN 353·6900
FAX (509) 359-8456 or SCAN 353·8456
RICHARD HOBBS

(

.. -

Special Service Telephone Numbers

In addltfon to the services of the regional archivists the division has specialists
available in several fields. The following telephone numbers may be useful:

Microlilm Slrvlcle (206) 588-6232 or SCAN 321·6232

Dacument Caneervallan Servlcee ... , . . (206) 753·1801 or SCAN 234·1801

State ar Dlputy Archlvlal.. . . . . . . . . . . (206) 753·5485 or SCAN 234·5485

Archivil R,,"arch (206) 586·1492 or SCAN 321·1492

Recardl Dluater Recavery Hatllnl .... (206) 753·1801 or SCAN 234·1801

Note: After Jwurs, weeMnds and holid4ys, calling the -1801 number will provide you
with an emergellC)' referrall1llmber thai will put you in conlllci with the disinter reco~ry

assistQnce coordinator.
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Transfer of Records to State Archives Regional Facility

Only a few of the 'Disposition' listings in this document direct that records be
transferred to a Regional Archives Facility. However, potentially every record is
a candidate for transfer. Most of the listings direct the County Clerk to 'destroy,
after transfer to any approved alternative storage medium.' Before destroying any
records, the County Clerk should have consulted the Regional Archivist in order
to ascertain which records may be destroyed and which may be transferred to
the custody of the Regional Archives Facility. The criteria for appraising and
transferring historically important records will vary and the County Clerk should
seek such appraisal and transfer guidance from the Regional Archivist.

"Approved A1tetnative Storage Medium"

Many of the 'disposition' listings in this document direct the County Cieri< to
destroy the record 'after transfer to any approved alternative storage medium.'
Arty approved alternative storage medit.m includes microfilming and any other
storage technology approved by the Secretary of State, Division 01 Archives and
Records Management. No record should be destroyed or transferred to the
Regional Archives Facility until the microfilrn or other approved alternative storage
medium has been checked for completeness of content and quality. Appropriate
WAC and RCW provisions may govern standards and methods to be employed
and the State Archives, Regional Facility, should be consulted before employing
any alternative storage medium.

Microfilm
Its use and AbUse

Microfilm is a powerful records management tool. Unfortunately. its use is often
abused. Microfilm should never be used simply to reduce the volume of records
of temporary value.

Before launching a costly microfilm system a complete cost benefit and systems
analysis study should be conducted. preferably by someone other than a
prospective vendor. If a specialist is not available for this purpose then at least
request more than one vendor analysis and proposal.

Legal Status c:I MicroIiIm

Chapter 5.46.010 provides that photographic reproductions, including microfilm
and enlargements thereof are admissible as evidence. Chapter 40.20 provides
that public agencies may cause records to be reproduced on film, including
microfilm, providing that the reproducing material be of permanent material and
accurately reproduce the original; and further providing that the State Archivist
approve such material for state records use and that the State Auditor approve
such material for local government.

(
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State Archivist's certiIication

The office of the State Archivist maintains a certification program for those local
governments which wish to establish local microfilm facllttles. It is Important that
County Clerks assure that an agency which is to microfilm public records has
been certified by the State Archivist and meets those standards described In the
following section.

Microlilm Standards

The State Archives will determine if a proposed microfilm service or system will
meet state microfilm_standa;ds and will also ao-vise you of any OUiSi apparent
weaknesses in the proposal. In advance of any consideration of microfilm you
should obtain a copy of the Washington State Standards for Microfilm and
advise prospective equipment and service vendors of their need to meet those
standards. The standards manual is available upon request from the State
Archives. .

Microlilm 8eIvices

Because of qualtty contrOl, technical problems and higher investment costs
inherent In the use of in-house microfilm systems the use of contracted microfilm
services as opposed to purchasing camera systems may be advantageous. The
decision should be based on a cost beneitt analysis that considers both options.

Microfilming services can be obtained from the Division of Archives Microfilm
Services Bureau or from commercial microfilm service bureaus certified by the
State Archivist. A list of certified service bureaus is available from the State
Microfilm Service Bureau.

State Microlilm 8ervice Bureau

The Division of Archives Microfilm Service Bureau offers a full range of services
for 16, 35, and 105MM microfilm systems. These include source document
microfilming, film development and inspection, diazo and silver film duplicating,
film cleaning and unttizing. In addttion the Bureau will provide systems and cost
benefit analyses, and cost estimates on request.

Securly Microlilm Storage

A valid method of protecting public records is to geographically disperse muttlple
copies of those records. Microfilm is regarded as one of the most durable and
compact methods of storing copies of original records and for dispersing the
'orlginal' silver halide film negative and diazo working copies. The Division of
Archives provides securtty storage of microfrlm for local government and has
tradttionally stored the silver halide negative film of all microfilmed records for the
County Clerks. Because of the volume of securtty film stored by the Division of
Archives, a controlled and documented transfer of microfilm from agencies to
archival custody is necessary. A manual tttied Security Microfilm Storage
setting down the transfer and custody requirements is available from the State
Archives.
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Microfilm Quality ConIroI

Use the original silver halide negative film for security only; do not jacketize it imo
'microfiche' or use it as a work copy. Jacketing destroys the Imegrity of the roll
and hence the legality of the Images:

Use a diazo copy as a work copy or for jacketizlng, as it Is less subject to
abrasion.

Use guide sheets at beginning and ending of roll, file break targets on all roll film.

Use the standard resolution test target. Require that density and resolution
readings be posted on all film comainers. Ensure that density, resolution and
other film standards are met. Inspect all film produced and reject film that does
not meet standards.

Label each film comalner with the name of the Originating organization, film roll
number, date of film production, and idemifying information about the comems
of the roll, such as a records series title, inclusive file numbers and span dates.

Use acid-neutral film comainers for storage of all film.

When filming or comractlng for microfilming or other reproduction services,
require compliance with the Washington State standards for the production and
use of microfilm. Copies of those standards are available from the Division of
Archives and Records Management.

(

(

County Clerk
Records Retention Manual Page Ce-17 Original 8/93

SUPERSEDED



Machine Readable Records

Modem organizations are rapidly automating their information systems. An
increasing proponion of their records are computerized, resulting in a growing
body of electronic or machine readable records. Machine readable records are
defined as records which require the use of a computer In order for human
beings to read them. They are public records under the Public Records Act and
subject to the same legal requirements as any other records.

Machine readable records possess different characteristics than conventional
records, and different techniques are required to manage them. The medium is
or may be fragile and short lived. Magnetic tapes and disks and optical disks
have a life expectancy of ten years or fewer. Specific hardware and software are
needed to regenerate the information. Because of the rapidly changing
technology this hardware and software may not be available in just a very few
years. Since machine readable records are not directly readable by humans,
they must be 'documented.' Documentation includes identification of the
originators of the file, purposes and descriptions of programs and software,
'codebooks' containing the meaning of the codes or abbreviations used, and
interior and exterior labels.

Machine readable records do offer many advantages. They can be manipulated
rapidly, sorted, aggregated and listed in all sorts of combinations. For these
reasons they may be far more valuable than conventional files containing the
same Information. They can be translated rapidly from one medium to another,
and from one location to another. Unlike paper, magnetic media may be used
and reused many times.'

Large central mainframe or minicomputer systems generally maintain their
records on tapes. The majority of these tapes are used for processing and
backup. The life cycle of these tapes is short. Backup magnetic media are
described in the County CletIc Retention Schedule, herein.

Master files containing the data Itself, for some kinds of records,· are described
in the general schedule and are chiefly limited, at the present, to office
administration, SCOMIS and accounting records. Court reporter notes may now
be principally created and stored magnetically, but those electronic records are
subject to the same retention and destruction requirements as notes stored on
any other medium. Any such machine readable records must either be
preserved on such media for t!le required life cycle of the information (record
seriell) or the information convened into another medium such as hard copy
printout, or better, computer output microfilm.
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A basic principle to be followed in the decision to employ electronic media for
records under your control is that records retention and archival considerations (
must be addressed at the very beginning of the system design. These
considerations may be considered along with the other data administration
constraints such as privacy, security, public disclosure, accuracy and
consistency. Since electronic media are very perishable, we no longer have the
luxury of waiting, as we did for conventional records, until the information has
waited out its life on records center shelves, to determine its uitlmate archival or
other destiny. Nor are we able to worry later about how to retrieve electronic
data, as retrieval considerations and internal as well as external labels must be
incorporated at the time of creation of the electronic record. All of these
considerations must be addressed at the design stage of an electronic
application.

An increasing percentage of machine readable records is no longer created on
centralized mainframe environments, but on personal computers, local area
networks, word processing. systems, etc. The 'floppy disk' or 'stiff' removable
disk is the normal electronic media In general, floppy disks should be
considered as convenience copies. Correspondence, spread sheets, small data
bases or other material should be printed regUlarly and filed as conventional
records. If magnetic disks are to be used for long term storage, designate
specific disks for this purpose and regUlarly copy records to them from the
working disks or hard disks. The working disks can be used and reused
indefinitely.

The following procedures are suggested for managing machine readable records:

1. Determine the life cycle of the electronic record data at the design or (
development stage of the electronic application.

2. Use the general records retention schedule for authority for disposing of
processing and backup tapes or other electronic media

3. Whenever possible, satisfy retention requirements by outputting the
electronic data onto paper printouts or microfilm. The most cost efIective
method of outputting large files is by computer output miClolilm (COM).

4. When machine readable data must be preserved on magnetic media for
long periods, consider converting it to a hardware and software
independent form so that it can be regenerated on any computer, using
a simple program. For example, a data base file may be converted to a
'flat file' (a simple two-dImensional matrix of rows and columns) in ASCII
and stored on open reel tape or other electronic/magnetic media

5. Magnetic wor1dng copy floppy disks created by word processing,
personal computers or other office automation networks or systems
should clearly be labeled as such and differentiated from archival copies
which must be stored and managed under specific and strict controls.
Archival copies should be 'write-protected' to prevent aiteration or
inadvertent deletion or erasure of the data
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Archival or Historically Valuable Records

RCW 40.14.070 requires that records having historical or archival value be enher
transferred to the state archives or retained by the office of record, in accord with
standards established by the state archivist. .

Some County Clerk records, especially some case files, may have historical
values which extend beyond their legal, financial or administrative uses.

. Identifying case files which may have historical or precedent-setting value is
substantially the job of the County Clerk. Newsworthy cases may become
candidates for preservation, as might cases which are appealed and whose
uitimate disposition may set some legal precedent. Other candidates for case file
preservation may be new causes of action or those involving new or changed
legislation or procedures.

The process of identifying County Clerk records for transfer to the Regional
FacUity and for identifying archival and historically valuable records is one of
collaboration between the regional archivist and the County Clerk. County Clerks
are urged to confer with the regional archivist for suggestions and direction
re,garding the identWication of records having historical or archival value and
before transferring any records to the regional facility.

Disaster Recovery - Emergency Procedures

Contrary to popular belief, there is a great deal that can be done to recover
records damaged in most disasters. The key is acting rapidly and being
prepared. AppencfIX A contains an outline of basic steps that should be taken
to recover disaster damaged paper records.

Records Storage - Problems and Standards

For common sense and technical considerations regarding the storage of
records, refer to AppeIIdix B.
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Abandoned or Unclaimed ~roperty Reports ..... . . . . . . . . . . . . . • . . . . . . . .

DESCRIPTION: Office copy of R.port of UncleJmed.or Abandoned Prop.rty ••nt to the
Department of Revenue or unclaimed and undeliverable rHtitutlon transmitted In accordance
with RCW 7.68.290. Reference to surrender to Department of Revenue should be recorded
in case file. Does not include exhibits.

MINIMUM RETENTION PERIOD: 3 y.....

DISPOSmON: lleetroy CLASS: OFM

Abstract of Judgment . . . • • . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .....

DESCRIPTION: May be. disMntinyed reeorcl; replaced by civil eMf) file, OffIcial
docymentatlon of Superior Court proceeding. and filings. May Include"sealed documents.
publlahed d.poeltlone end exhlblto.

MINIMUM RETENTION PERIOD: Permenent

OlsPOSmON: Destroy after transfer to any approved altemative storage medIum; before
trenaf.r it I. recomm.nd.d thill SCOMIS 'copy c...• (H eny) be printed .nd placed In c_
fil... the firal viewabl. docum.nt. CLASS: OPR

Account Reconciliation Records . . . . . . . . . . . . . . . . . . . . . . .. . . . . . . . . . ....

DESCRIPTION: Locally pr.par.d r.port indicating reconciliation of bank stal.m.nte with
check registers and/or aecount ledgers.

MINIMUM RETENTION PERIOD: 3 y.ars

DISPOSmON: Destroy

Accounting Correspondence

CLASS: OPR

DESCRIPTION: Accounting related correspondence not included In case file or other record.

MINIMUM RETENTION PERIOD: 3 y.....

DISPOSITION: Deetroy

Administrative Working.Files

CLASS: OFM

DESCRIPTION: UsueJly 10plceJ fil.. containing correspond.nce and dilla r.latlng 10 the
particulartopic. U8Ually involve. proc:edure, polley, personnel and management information.

MINIMUM RETENTION PERIOD: 2 y....

DlsPOsmON: It Is recommended that working files remain in the office 81 long as the topic
of the file ie effective and for 80 long 88 it .is or may be important to preserve a history of the
loplc. CLASS: OFM

Annual Report to OAe

DESCRIPTION: OffIce copy of aformal annual statistical report to OffIce of the Administrator
for the Courts (OAC).

MINIMUM RETENTION PERIOD: Until pUblicstion in OAC's ennual r.port

DlsPosmON: Destroy.
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Annual Reports .........•.................... .

DESCRIPTION:~ report. whotl1er required or optionel. Ieoued by the office which provld..
an official review of the previQUS year. activltl...

MINIMUM RETENTION PERIOD: 3 ye.,.

(

DlsposmON: Des1roy. CLASS: OFM

Arbitration Files .

DESCRIPTION: Any dela portalnlng to e coumy'. mendatory arbitration, to the extent that
the data within the arbitration file are not made a part of the case file.

MINIMUM RETENTION PERIOD: Until time for filing appeel from arbitration sward hoe
expired.

CLASS: OPR

Attendance Record .

DESCRIPTION: OffIce record of juror daily atlendence, mileage end reimbursable expon....
used to prepare coal bill for juror payments.

MINIMUM RETENTlON PERIOD: 3 y....

DlsposmON: Dos1roy CLASS: OPR

WITNESS DESCRIPTION: OffIce record of wIlnees delly attendence. mlle.ge end
reimbursable expeneee, used to prepare COlt bill for witn... payments.

MINIMUM WITNESS PERIOD: Until placed In c... file.

WITNESS RECORD DISPOSmON: Piece In ceoe file or eny approved alternative storage
medium. CLASS: OPR

(

Automatic Account Reconciliation Records ~ - .
DESCRIPTION: Any ·automatlcelly prepared reconciliation of bonk statements. chock
registers and/or account ledgera.

MINIMUM RETENTION PERIOD: 3 ye.,.

DISPOSmON: Des1roy CLASS: OPR

.Bank Statements .

DESCRIPTION: IncIud.. conceied check. end record of d.blt1l end credlt1l for delly end
investment accounts.

MINIMUM RETENTlON PERIOD: 3 y....

DISPOSmON: Des1roy CLASS: OPR

(
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Bond Dockets ...,................................"...,...............

DESCRIPTION: May be a discontinued record: repleced by SCOMIS docket entry; hard
copy in case file. May have been bound volumes containing the original or copies of bonds
flied by admlnletratol'8, guardian. and executors as security COP'" of bond. In caee filM.
see aleo 'OffIcial Bond Regiole~ for county offIclalo' bonde.

MINIMUM RETENTION PERIOD: Permanent

DISPosmON: Deotroy after transfer to any approvad a1tematlve storege medium. CLASS: OPR

Book of Levies . .. .. . . . .. . .. .. .. . . . . . , . . . . . .. .. .. .. .. .. .. . .. .. . .. . .. . . . . . . . .. . .. . .. ..

DESCRIPTION: Mey be a dlocontinued record; Probably Included poSt.judgment execution
document! 8.!ld !Wtmt!.

MINIMUM RETENTION PERIOD: Permanent

DlsposmON: Transfer to Stata Archlv.., Regional Facility, after transfer to any approved
aftemative storage medium. CLASS: OPR

Budget , ..

DESCRIPTION: The office copy of tile officially adopted budg8l, oubmilled to executive
and/or legillative branch of county government

MINIMUM RETENTION PERIOD: Until ouperoeded by new bUdget

DlsposmON: Oaotroy

Budget & Estimated Revenue Projections

CLASS: OFM

DESCRIPTION: The office copy of projectlone of revenue and expenditures submitted to
county governing body.

MINIMUM RETENTION PERIOD: 3 ye...

DlsPOSmON: Oastroy CLASS: OFM

Case files .

DESCRIPTION: OffIcial documentation of Superior Court procaedlngo and fillngo. May
include oealed documento, pUbllohed depooitlono and exhlblto,

PUBUC ACCESS RECORDS INCLUDE: Adu~ criminal, civil, domeatlc, probate, juvenllo
off.ndar .tun 1978, tax warrant. tax case, territorial, territorial dhrtrl.ct court case filea. See,
also. "'-U: Cue FilM,' 'Tax Warrant Cue Flies,' -rerritoriaJ Case Flies' and --r.rrttorl~1 Dlatrlct
Court Cue Files.· Acceae to tilee or Individual documenta may be reetrlcted by court order.

RESTRICTED-ACCESS RECORDS INCLUDE: Paternity, adoption, Involuntary (mentaij
comm~nt, Juvenile dependancy/tormlnatlon of parental righto, juvenUe offender prior to
1978, family court cue fil...

MINIMUM RETENTION PERIOD: Permenent

DlsposmON: Some may be archival or historically valuable; contact regional archivist
before destruction. Destroy after transfer to any approved alternative storage medium.
Before transfer it is recommended that SCOMIS 'copy cue" (tf any) be printed and placed
In ceoe file eo tile firot vlswable document ROW 36,23.065. CLASS: OPR
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Cash Book .

DESCRIPTION: May ba discontinued r_rd; locally maintained list 01 racelpta and/or
dlsbursem.nts, which may ba replaced by Raceipt Reporting Syst.m (RRS) record 01
receipts and/or diabursemen1a.

MINIMUM RETENTION PERIOD: 3 y.....

(

DISPOSITION: Destroy CLASS: OPR

Cash Register Adjustments Summ8IY . . . . . .. . . . . . . . . . . . . . . . . . . . . . . . . .

DESCRIPTION: Any roccrd relloctJng dotallo 01 any adjustments mad. to any automated or
manual accounting recordo. Includes Receipt Reporting System (RRS) and any succesaor
system'. report reflecting all cash register adjustments made for each accounting day. If all
sdjustm.nts ere included In Joumal DetaIl Report, this record may ba delated and only tho
Joumal Detail Report rotalned.

MINIMUM RETENTION PERIOD: 3 y.....

DISPOSITION: Destroy

Cash Register Backup Diskettes

CLASS: OFM

DESCRIPTION: Dally backUps 01 automated accounting computer, Includes Racelpt
Reporting System and 8uccessor 8ystems.

MINIMUM RETENTION PERIOD: 3 cycles

DISPOSITION:" Reus. CLASS: OFM

Cash Register Daily Detail Reports . . . . . . . . . . . . . . • . . . . . . . . . . . . . . . . . . .

DESCRIPTION: Record 01 every datall 01 ev.ry transection lor .ach accounting day. May
Include Receipt Reporting Syetem-generated repone. ita 8uccessor system or other similarly
maintained records.

MINIMUM RETENTION PERIOD: 3 y.....

(

DISPOSITION: Destroy CLASS: OPR

Cash Register Journals .....••••.••......................•.......

DESCRIPTION: May ba dleccntlnued Teccrd; r.placed by Rac.ipt Reporting System (RRS)
Journal DetaIl Report. Any other periodic non-AAS dally flnan~laI transection recep~ulatlon.

MINIMUM RETENTION PEAIOD: 3 yeers

DISPOSITION: .Destroy CLASS: OPR
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Cash Register Revenue Account Distribution Sumrrnuy ••..•.....•..•....

DESCRIPTION: Any daily or other regularly compiled oumm8fll roflecting the dlotrlbutlon of
recelpta Into revenue reporting codu, including BARS/ARMS ltandard Washington revenue
cod. and any lucceaaor or locat revenue dlatributlon method. Includes Receipt Reporting
System (RRS) or luee.nor system report reflecting dletrlbution of receipts Into various
county and atMe fundi, by revenue code. Th~ record must be preserved as a separate
record .. long .. Individual oountl.. h.ve the aIblilly to .ner the BARS/ARMS dlotrlbutlon
tebl...

MINIMUM RETENTION PERIOD: 3 ye.,..

DISPOSmON: Deotroy CL'.SS: OFM

Cash P.sglstsr Tap=, .

DESCRIPTION: Offic. copy of roc.lplI giv.n 10 p.y....

MINIMUM RETENTION PERIOD: 3 ye.,...

DlsPosmON: Deotroy. CL'.SS: OFM

Check Registers ...................................;...........

DESCRIPTION: Ledger ohowlng depoeno and wnhdrawalo in Clork'o or other chocking
an~or InvQtment accounts.

MINIMUM RETENTION PERIOD: 3 ye.,..

DISPOSmON: Deotroy.

Checks, canceled

DESCRIPTION: Clerk'. bank ohook. retumed by bank onoe negotiated by pay...

.MINIMUM RETENTION PERIOD: 3 ye.,..

DISPOSmON: Deotroy

CL'.SS: OFM

CL'.SS: CPR

. CleJk's Minute Book . . . . . • . . • . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . ....

DESCRIPTION: Separate oollection of olerk'o not.. of proceedlngo Wnot originally pl.ced
In case file. May be minutes recorded on court calendara, bound and retained without
Iranol.r to 0888 file.

MINIMUM RETENTION PERIOD: Permanent

OlsPOSmON: Destroy after transfer to approved attemaWe_ storage medium has been
verified; before transfer it is recommended that SCOMIS ·copy cue" be printed and placed
in 0... file .. the llrot vlewalble document CL'.SS: OPR
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Contracts .

DESCRIPTION: Wrillon _oment of lenne of ogreement between office end enothor office,
ogeney or Individual; AKA: Agreemonte

MINIMUM RETENTlON PERIOD: 1 yo., aItor lormlnetion

(

DISPOSmON: o-oy ClASS: OFM

Correspondence, general (see Administrative Working Files) .

Cost Bill .........................•............................

JUROR COST BILL DESCRIPTION: Any recordo uoed 10 compute peymente owod to juro...
Includea per diem, mileage and any other reimbursable expenaee.

MINIMUM JUROR COST BILL PERIOD: 3 yo.,.

JUROR COST BILL DISPOSmON: Destroy .CLASS: OPR

WITNESS COST BILL DESCRIPTION: Thet cleim for wnne.. feeo, mileege, per diem end
any other reimbursable expenses, approved by the court.

MINIMUM WITNESS COST BILL PERIOD: Until plecod in c80e Iflo or transferred to eny
approved alternative Itorsg. medium. .

WITNESS COST BILL DISPOSmON: Place In cua Ifle or any approved anemotivo storago
modium. CLASS: OPR

Court Calendars

DESCRIPTION: SChedulo of proooedingo held In Superior Court Wuoed for Clerk'o mlnut..,
see ·Clerk's Minutes" record.

MINIMUM RETENTlON PERIOD: 1 month

(

DlsposmON: Deolroy

Court Reporter/Recorder Notes/Tapes/Diskettes

ClASS: OFM

DESCRIPTION: Peper record or opproved olectronic storago of record of court procoedlngo,
including audio and video recorda.

MINIMUM RETENTlON PERIOD, CML: Torminotion of cua + 6 ye.,..

MINIMUM RETENTlON PERIOD, CRIMINAL: Termlnotion of ceoo + 15 yea...

DISPOSmON: Destroy per RCW 38.23.070.

Daily Microfilm, Daily Recordings (see Journals)

CLASS: OPR

Day Books ................................................•...

DESCRIPTION: May be dlacontinuod record; locally metntalnod uno!ficiet dlery.

MINIMUM RETENTlON PERIOD: Pormenont

DISPosmON: Trensfer to Steto Archiv.., Regional Facllny. CLASS: OFM (
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Deposit Slips ..... . . . . . . . . . • . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .

DESCRIPTION: Record 01 bank or aavlnga Inatilutlon d.pod vanaactlona

MINIMUM RETENTION PERIOD: 3 y....

DISl'OSmON: Dee1roy

Depositions, Unpublished/Unopened

CLASS: OPR

•••••••• e 6 ••••••••••••••••••••••

DESCRIPTION: DlllOontinued record as 019/89.

MINIMUM RETENTION PERIOD: 60 daya with court ord.r or 6 y.... aft.r final judgm.nt

DlsposmON: R.I.... or deolroy.

Dike District Files . . . . . . . . . . . . . . . • • • • . . . . . . . . • . • . . • . . . . • • . . . . . . . .

DESCRIPTION: May be filed In Civil fil.. a.ri... Court ord... _bllahlng Dik. Diotrlclo,
compensation for lands and appointment of Commlsaloner8.

MINIMUM RETENTION PERIOD: P.rman.nt

DISl'OSmON: Deolroy aft.r vanal.r 10 any approved aft.mativ. oIorag.'medium. CLASS: OPR

Diking & Drainage District Journals ••........••••..••.....••.•.•.. •.

DESCRIPTION: May be dlllOoritlnu.d record; chronologicallioting 01 docum.nts and ev.nts
pertalnlng to a particular Dlk. or Dralnag. Diolrict.

MINIMUM RETENTION PERIOD: P.rman.nt

DISl'OSmON: Tranal.r to Slat. Archlv.., Regional Faclilly, aft.r tranal.r to any approVed
aJtemative storage medium. CLASS: OFM

Docket ' .

DESCRIPTION: Variously usod 10 describe alphabetic or num.rical listing 01 casea,
chronology of evente within particular cues and the schedule of cues heard during a
paJ\icular apan 01 tim.. G.n.rally r.placed by SCOMIS Ind.x and docketing. See, aloo,
·Court Calendars." May be open and/or restricted-access records.

PUBUC ACCESS RECORDS INCLUDE: Adu~ criminal, civil, domeotic, probat., juvanil.'
offender filed on or after July 1, 1978, judgment or execution. tax warrant, tax, coroners, civil
appeal8, civil, bond,'crimlnal appeal and trial dockets. Access to flies or documents may be
r_by court ord.r. '

RESTRlCTED-ACCESS RECORDS INCLUDE: Patemlly, adoption, Involuntsry (m.ntaI)
commtbnent, juvenile dependency/terminatfon of parental rlghta, juvenile offender filed on
or before June 30, '1978, famIly court dockets.

MINIMUM RETENTION PERIOD: P.rman.nt

DISl'OSmON: Dee1roy aII.r tranal.r 10 any approved a~.mativ. oIorag. medium. CLASS: OPR

DISCONTINUED DOCKET SERIES: Coron..., bar dockets.

MINIMUM RETENTION PERIOD: Not applicabl•.
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Employment Applications . . . . . . . . • . • . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .

DESCRIPTION: Written record of prof_lonei and· blographlcel deta eubmllted by Job
applicants. Original applications may be held by centraJpersonnel Office within county.

MINIMUM RETENTION PERIOD: 90 deye from hire date; however, appllcetion of perean
hired becomes part of employee'. permanent record, may be held by central personnel
office.

DlsposmON: Destroy .CLASS: OFM

Execution Docketllndex . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .

DESCRIPTION: May be. dlecontinued record; repleced by SCOMIS docket entry; hard copy
In c... file. Chronologlcel and/or e1phebetic lIating of judgmenta and poet·Judgment
documents and events.

MINIMUM RETENTION PERIOD: Pennenent

DlsposmON: Destroy after tranafer to approved alternative storege medium he been
verified; before transfer it I. recommended that scaMIS ·copy case" be printed and placed
in case file as the first viewable document ClASS: CPR

Exhibits .

CIVIL EXHIBITS DESCRIPTION: May Include unpublished depoaillone and civil exhibits
marked but not offered, marked but rejected end thOle edmltted, trenacripta end exhibits
included In appeals from lower courts and administrative agenciea. Ooee not Include
published depositiona, .. they are part of the cue 1jle.

MINIMUM RETENTION CIVIL PERIOD: 60 deye with court order or 6 yeara after f1nel
judgment

CRIMINAL EXHIBITS DESCRIPTION: Mey Include unpUblished depoaillone and crimlnel
exhibits marked but not offered, marked but rejected and those admitted. Does not include
published deposftlons, aa they are part of the case file. .

MINIMUM RETENTION CRIMINAL PERIOD: 60 daye with court order or 6 yeara after f1nel
judgment ROW 36.23.070

CIVIL & CRIMINAL EXHIBITS DISPOSmON: Rele... or d-oy. ROW 36.23.070.
63.40.010. CLASS: CPR

Fee Book .

DESCRIPTION: May.be dlacontinued record. LoceIIy melnteined list of rlCelpta and/or
dlsburaementa; replaced by RRS Journel Detell Report and/or check reglste",.

(

MINIMUM RETENTION PERIOD: 3 yeara

DISPOSmON: Deatroy CLASS: OPR

Fee Transmittals .

DESCRIPTION: OffIce copy of or eummary of periodic f1nenclel trensactione trenemltted to
County Treasurer; prinoipal transmittaJ held by County Treuurer.

MiNIMUM RETENTION PERIOD: 3 yeara

DISPOSITION: Destroy
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Grand Jury Records . . . . . . . . . . . . . . . . . . . . . . . . . . . . . ... . . . . . . . . . . . . . .

DESCRIPTION: M.y be dlacontinuad record; r&COrda pertaining to matle.. before .ny grand
Jury, m.y be Halad or. unHalad.

MINIMUM RETENTION PERIOD: Perm.nent

DlsposmON: Daotroy after transfer to any .pprovad .n.matlve stor.ge madlum. CLASS: OPR

Index

DESCRIPTION: Varlouoly uoad to doacribe a1ph.betic listing of c or persone. Gener.11y
repl.cad by SCOMIS Index. M.y be open .ndlcr rootrlclad-.cc racord••

PUBUC ACCESS RECORDS INCLUDE: Adun criminal, civil, domastlc, probat., jwenlle
off.nder fllad on or after July 1, 1978, judgment or axacllllon, tax w.......nt, tax, ...Ign_,
bar, dental, mldwiv.., drugl... h.al..... oeteopathl, chlropodletl, medical, notary, bonda of
county officials, optometry, POW'''' of attomey, record, of wille and attorneys Indlcea.

RESTRICTED-ACCESS RECORDS INCLUDE: Patemity, .doption, involuntory (mentaQ
commitment, jwenlle depend.ncy/termlnallon of porental righl8, jwenlle offender fllad on
or before June 30, 1978, fornlly court dockala.

MINIMUM RETENTION PERIOD: Permanent

DISPOSmON: Deatroy after transfer to any.pprovad atlematlve stor.ge madlum. CLASS: OPR

DISCONTINUED INDEX SERIES: Bor, dental, mldwlveo, drugl... heale.., osteopalhe,
chiropodlsta, madlcal and optomalry.

MINIMUM RETENTION PERIOD: Permanent

OlsPOSmON: Deetroy after transfer to any approved altemative atorsg. medium.

DISCONTINUED INDEX SERIES: Notary

MINIMUM RETENTION PERIOD: Not .ppllcable

DlsposmON: Transfer to State Depertment of Uceneing.

Job Desaiptions .. ' . . . . . . . . .

DESCRIPTION: OffIcial pUbllehad deacription of dlllleo and requlrad ekllle/educatlon for.
opaclflo otaff poeltlon within e county office or officea. OffIcial, current and oupersadad job
descriptiona may/ohould be raleinad by • central personnel office.

MINIMUM RETENTION PERIOD: Until eUporoadad

DISPOSmoN: Deatroy CLASS: OFM
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Journals ...•••.........•••.••••.••••.•••.............••..•..•

DESCRIPTION: Variously used to d080ribe chronological listing of documents and events
in particular cesee. Generolly repleced by SCOMIS dockeL May be open and/or restricted­
access records. Also includes 'dally microfilm" or "security microfilm" of documents as the
'journel' required of RCW 36.23.030.

PUBUC ACCESS RECORDS INCLUDE: Adu~ criminel. civil, domestic. probete. jwenile
offender filed on or after July 1, 1978, Judgment or execution, tax warrant and tax case
journals.

RESTRICTED-ACCESS RECORDS INCLUDE: Peternity, adoption, involuntary (mentaQ
commitment, juvenile dependencyltenninatlon of parental rights, juvenile offender flied on
or before June 30, 1978, and family court casa journels.

MINIMUM RETENTION PERIOD: Permanent

DISPOSITION: Destroy after transfer to any approved dernelive storage medium. CLASS: OPR

Juror Attendance Record (see Attendance Records) .

Juror Cost Bill (see Cost Bill) •••••••••••••••••• . . . . . . . . • • • • • . • . . . . .

Jury list .

MASTER UST DESCRIPTION: Ust of ell persons eligible to selVe as jurors who hove been
rendomly selected for the Jury pool.

MINIMUM RETENTION MASTER UST PERIOD: Until superseded

TERM UST DESCRIPllON: Uet of ell prospective jurors for a partiCUlar jury term, randomly
selected from the jury master lilt AKA -Venire.'

MINIMUM RETENTION TERM UST PERIOD: Until end of term.

(

(

DISPOSITION: Destroy

Land Registration Files (Torrens Act)

CLASS: OFM

DESCRIPTION: May be discontinued record; mey be replaced by civil case file; folder(s)
containing all papers flied In a land reglatration/tOrrena cue.

MINIMUM RETENTION PERIOD: Permanent

DISPOSITION: Destroy after transfor to any approved elternelive storage medium. CLASS: OPR

Letters of \..(__-J) . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .

MINIMUM RETENTION PERIOD: Parmanent

DISPOSITION: Place In casa file or destroy after transfer to any approved ~emelivestorage
medium. CLASS: OFM

Microfilm. Daily or "Security" (see Journals)

(

Original 8/93 Page CG-32
County Clerk

Records Retention Manual

SUPERSEDED



Monthly Report to OAC

DESCRIFTlON: Office copy of monthly otalIllicai report to Office of the Adminletretor for the
COurto (OAC).

MINIMUM RETENTION PERIOD: Until publlclllon In Office of the Admlnlotretor for the
COurte (OAC) 'a ennual reporl.

DISPOSmON: Oeotroy

Mother's Petition/Pension

DESCRIFTlON: Diaoonlinued record.

MiNIMUM RETENTION PERIOD: Permanent

DISPOSmON: Tranofer to Steta Archlv.., Raglen" Facility.

CLASS: OFM

CLASS: OPR

Naturalization Records . . . . . . . . . . . • . . . . ..'. . . . . . . . . . . . . . . . . . . . . . ...

DESCRIPTION: Various types of naturallz&tlon-related recorda. including declaration. of
intentions, delayed birth files, naturalization affidavits. nottflcatlons of application for
admiaalon to U.S. citizenship, ordereflxing naturalization terms, petition. & recorda, petitiona,
recelpta for certfflcat.. of oltizenshlp, record of final -decrees of citizenship and record of
petitlona dock...... May be dlaoonlinued.

MINIMUM RETENTION PERIOD: Permenent

DISPOSmON: Trenaler to Stete Archlv"", Raglonal Facility. CLASS: OPR

Oaths: Bailiff, Court Reporter, Court Commissioner, & Others .

DESCRIFTlON: Oetha algned .. pill of poaillon, Similar to oetha aigned by deputloa to
other alacled olIIclaia. May be a part of a mlacelienlOlJ8 seeMIS (clviij file.

MINIMUM RETENTION PERIOD: 1 yaar dar termination

DISPOSmON: Oeotroy

OlIicial Bond Files

CLASS: OPR

DESCRIPTION: File containing official bonda of county offlciaJsj may include junior taxing
district officials' bonds; Clerk'. bond is recorded In County Auditor's Office and filed in
Treaaur..... Office.

MINIMUM RETENTION PERIOD: Parmanent

DISPOSmON: Oeotroy der trenaler to eny epproved allemetlva storage medium, CLASS: OPR

Old Age Assistance Claims .........................;.............

DESCRIPTION: Discontinued record. Recorda containing chronologicaJ listing of documents
pertaining to requesta for financial assistance for elderly persona.

MINIMUM RETENTION PERIOD: Permenent

DISPOsmON: Trenaler to Stete Ar~hlvaa,Reglonai Facility. CLASS: OPR
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One-Party Consent Files •....................................•.•.

DESCRIPTION: Those seal.d and unsealed wiretap r_rds and rovl_ of wiretaps. to tho
extent that they are not made a part of a case file.

MINIMUM RETENTION PERIOD: P.rmansnt

DlsposmON: Place In case file if unsealed, place in general purpose criminal cus file if
sealed or no charges filed. CLASS: OPR

Ordinances & Resolutions .

DESCRIPTION: Msy be discontinued series. Ref... to official r_rds of county'slogislotlv.
body, principal copies .r. h.ld by county loglslotlv. body.

MINIMUM RETENTION PERIOD: NlA

DlsposmON: Transf.r any originals to county logislotlv. body, destroy secondary copies.
ClASS: OFM

Personnel FileslRecords .: . .. . . . . . . • . . . . . . . . . . . • . . . . • . . . . . .

DESCRIPTION.: FII.s and r_rds for which tho offlc. h.. primary custody. Th... may
include supervisory files, disciplinary records, payroll, attendance recorda and hiring proceee
docum.nts r.l.ting to tho partlculor Individual. May Includ. job dssoriptions, classification
documents and performance evaluations. Payroll recorda' held by another office need not
be Included. May be copies 01 records held by central county personnel office.

MINIMUM RETENTION PERIOD: 3 y.... sIt.r t.rmination of .mploym.nt

(

DlsposmON: Destroy

Policy & Procedure Directive

CLASS: OFM

(

DESCRIPTION: Official _.msnto promulgating policies and procedures of tho office. h
is recommended that previous versions of these documents be retained even when
superseded, to document the polley or procedure in effect at any given time In the past.
Countywld. polloy & proc.dur. dlrocllves may be h.ld and maintained by oth.r county
offices.

MINIMUM RETENTION PERIOD: Until supsrsoded

DISPOSmON: Destroy CLASS: OFM

Purcliase Orders .

DESCRIPTION: Formal docum.ntation of official purch.... of .qulpmsnt, supplies, eto.

MINIMUM RETENTION PERIOD: Until completion of Stet. Auditor'. Exornlnetion R.port.

DlsposmON: Destroy ClASS: OFM

Receipts •...•.......•••..•••...•••.....••••..•.....••.•••...•

DESCRIPTION: Record. of moni•• recelv.d.

MINIMUM RETENTION PERIOD: 3 y.ers

DISPOSITION: Destroy CLASS: OPR
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Register ................................................................

DESCRIPTION: VarlOWlIy ueed to d...~be alphabetic lIating of ..... or parsons. Ganarally
raplacad by SCOMIS Index. May be opan and/or reatrlclad-acc_ recorda.

PUBUC ACCESS RECORDS INCLUDE: Ad~~ c~mlnal, civil, domaatlc, probata, JINenlle
offender flied on or after July 1, 1978, judgment or execution, tax warrant, taxi assigneee,
bar, dental, mldwlv.., drugl_ heale.., osteopathe, chlropodlsta, medical, notaJy, bonde of
county official., optometry, powers-of altomey, record. of wille and attorneys indices.

RESTRICTED-ACCESS RECORDS INCLUDE: Patemity, adoption, Invol~ntary (mental)
commitment, IINenUe depandency/terminatlon of parantal ~ghl8, jINenUe offender filed on
or balore J~na 30, 1978, and femlly co~rt dockela.

.........., .... ...~..n"I 1""l~1"'I1""'n.. 1""1__..._ ...
MINIMUM nI;l 1:01'1 1 I '" rlliOnl..."'. r ..... ,.su, ,.

DISPosmON: Oeatroy after !renaler to any approved aIlematlve atorage medl~m. CLASS: OPR

. DISCOlffiNUED RECORDS SERIES: Bar, dental,mldwlv.., drugl_ heale.., ostaopathe,
chiropodlsta, madlcal and optometry ragiate...

DISPOSmON: Tranrfer to State Arohlv.. Raglonal Branch.

DISCOlffiNUED RECORDS SERIES: NotaJy raglalar.

DISPOSmON: Tranrfer to State Department of Ucenslng.

RequISitionS . . . . ',' . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . ....

DESCRIPTION: Formal roq~_ for oq~lpment, parsonnel, .~ppll.., ate.

MINIMUM RETENTION PERIOD: Until complation of State A~d~or's examination Report.

DISPOSmON: Deatroy CLASS: OFM

Revenue Projections '. . . . . . . . . . .

DESCRIPTION: Projectiono of raven~e s~bmltted to co~nI\I govarning bodIy.

MINIMUM RETElffiON PERIOD: 1 year

DISPOSmON: Oeatroy

Search Warrant Records

CLASS: OFM

DESCRIPTION: Thoao ooaled and ~nooaled fil.. containing oaarch warrant applications,
retum., and other data.

MINIMUM RETElffiON PERIOD: Permanent

OISPOSmON: Place In caM file If unsealed, place In general purpose criminal cue file if
ooaled or no charg.. filad. CLASS: OPR

Security Microfilm (see Journals)
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Software Backup Data . . . . . . . . . . . • . . . . . . . . . . .
. .

DESCRIPTION: Tapes. dlaka and punch carda providing backup data which Ia ravlaad and
recreated In a regular cycle.

MINIMUM RETENTION PERIOD: 3 eycl..

(

DlsposmON: Racycla backup madi.. CLASS: OFM

Special Inquiry Records . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .

DESCRIPTION: Racords of proceedings before Special Inquiry Judge. Raatrlcled-acc...
record.

MINIMUM RETENTION PERIOD: Permanent

DlsposmON: Destroy atter tranefer to any approved a1tematlve storaga madlum. CLASS: OPR

Support Ledger . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .

DESCRIPTlON: Bound volume., card" or mlcrofiohe showing from whom child aupport
payments are received, dates and to whom fund. are disbursed.

MINIMUM RETENTION PERIOD: Permanent

DISPosmON: Destroy atter transfer to any approvad a1tematlva storage madlum. CLASS: OPR

Tax Case Files ..........•.•.••..••••••••••••..•.....••.........

DESCRiPTION: May ba dlscontlnuad record; replacad by civil caae flle. File folder(e)
containing all papers filed in a delinquent real estate tax case. The documents in the folder
have been entered on the SCOMIS sy8tem or a manually prepared docket containing a
chronological listing of documents and events.

MINIMUM RETENTION PERIOD: Permanent

DISPOSITION: Destroy· after transfer to any approved altemative atoraga medium; before
transfar ~ ia racommendad that SCOMIS 'copy caaa' rd any) ba printad and placad In caae
file sa the first viewable document RCW 38.23.065. CLASS: CPR

Tax WSrrant Case Files ••••• , ••.•••••.•••••....•..........••••.•.•

DESCRIPTION: May ba dlacontlnuad racord; replacad by civil caae flIa. Fila foldar(s)
containing all papera filed in a delinquent non-real estate tax case. The documents in the
folder have been entered on the SCOMIS eyltem or a manually prepared docket containing
a chronologicaillatlng of documenta and wonts.

MINIMUM RETENTION PERIOD: Permanent

DISPOSmON: Destroy &flertraneferlo approvad a1tematlve storage madlum; before transfer
~ Is recommandad that SCOMIS 'copy caae' ba printad and placad in cue flle .. the firal
vlawabla documarrt. ROW 36.23.065. CLASS: OPR

(
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Territorial Case Files ••..........................•...............

DESCRIPTION: Dlocontinued rooord. Official rooord of Wuhlnglon T.rritory cues prior to
stet.hood.

MINIMUM RETENTION PERIOD: P.rm.n.nt

DlsPOSmON: Tr.nsf.r to Stet. Archlvu, Regional F.cllity. RCW 36.23.065.
CLASS: OPR

Transaipts of Judgment •.......•..................... ' .

DESCRIPTION: Mey be dlocontinued rooord; en Ind.x of or copl.. of Judgm.nte flied with
the Cl.rk; not to be confused with trenecriple from Dletrlot Court or ebetracte from oth.r
Superior Courlo.

MINIMUM RETENTION PERIOD: P.rmen.nt

DlsposmON: Destroy elter trensf.r to approved a1t.metJv. stor.g. medium hu been
verified; before transfer It II recommended that SCOMIS 'copy cue' (if any) be printed and
placed In caM fil. eo the fim vlowobla docum.nt. ClASS: OPR

Treasurer'l; Receipts ..

DESCRIPTION: Locally det.rmln.d form for the periodic tren.millal of ree.lpIe to the County
Treuurer. Usually lncludee BARS fund and revenul numbers along with cumulative total
of receipts for period. Should contain verification thatmoniea were transferred to the County
Treuurer..

MINIMUM RETENTION PERIOD: 3 y....

DlsPOSmON: Destroy

Trust Fund Balance Register

CLASS: OFM

DESCRIPTION: Any periodlo record of trust fund balancu. u.ually containing .vld.nc. of
balen.. reconclllalton.

MINIMUM RETENTION PERIOD: 3 y....

DlsPOSmON: Destroy

Trust Fund Ledger

CLASS: OFM

DESCRIPTION: The .ntir. rooord of trust account d.bits end credits or d.posits and
withdrawalo.

MINIMUM RETENTION PERIOD: P.rman.nt

DlsPOSmON: Destroy afl.r transf.r to any approved aft.maflv. storage m.dlum. CLASS: OPR

Unclaimed Property Reports .

DESCRIPT10N: Annual reports made to the Department of RevenuB, listing those monies
or Itema whose owne~ are unknown or who cannot be located. Original reports of r!3lcord
with Department of Revenue.

MINIMUM RETENTION PERIOD: 3 y....

DISPOSmON: Destroy CLASS: OPR
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Unpublished/Unopened Deposition (see Depositions, UnpublishedIUnopened).

Verbatim Report of Proceedings .. .

DESCRIPTION: Wrltlon transcript of pr_lngo or otIpulated otatemont prepored for
transmtttal to Court of Appeals. The original transcript is docketed In SCOMIS and sent to
the Coull of Appeelo. A cooe filo may contein transcripto of cortain pr_lngo cr portlono
of proceedings and become part of the case file. Transcripts or tapes are sent to the
appellate court and are not kept with the Superior Court case file and are not returned from
the appellate court.

MINIMUM RETENTION PERIOD: NlA

DISPosmON: Deetroy oecondlllY copl..: ralum unpold criginol transcripto to ropoller or
transcriptionist. CLASS: OPR

. Vouchers .......•..•..........................•....•...........

DESCRIPTION: Offlce copy of form outhorlzlng or Invoicing office or egoney for feee owed;
principel copy held by County Aud~or.

MINIMUM RETENTION PERIOD: Until complotlon of Slato Aud~or'o Exornlnotlon Repolt.

(

DISPOSmoN: Deotroy

Witness Attendance Record (see Attendance Records)

CLASS: OFM

Witness Cost Bill (see Cost Bill) .. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .

Work Orders .................,.......................... .

DESCRIPTION: Office copy of locelly datermlned forme for requootlng "lVlc.. of othor
county agencies to perform work in or for the court or clerk; pri."cipal copy of form held "by
office/agency performing work.

MINIMUM RETENTION PERIOD: Until compiotion of Slate Aud~or'o Exorninotlon Repolt.

(

DISPosmON: Destroy
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DISCONTINUED RECORDS SERIES

As many County Clerks have transferred various discontinued records to
State Archives Regional Depositories, the decision was made not to list
each individual discontinued recordahd provide a specific definition for
each such record. However, to facilitate locating retention and disposition
information for those offices that still have some of these records or which
may be in the midst of changing from a separate records format in bound
volumes to individual file folders, the following cross-reference listing is
provided:

Abetract of Judgment (as a aeparate record series) - see AbBhct oj JucigrnenI:

Bar Aalcclldicn Recorde-aee Docktlt,lncllIlc. Reg'"

Bond Doc:l<eIo (ao a I8parata record I8riea) - oea Bond Dockllla

Book '" I..8viaa, oea Book '" IAvIoa
<:aah~ .Journak (as a I8parata record aarlea) - oea <:aah Reg_.Journak

.~_-see~lMa,~

Cornner'e Recorda - oea Dc>d<oI

DlIy_-oeaDlly_

DenIaI_ - see RogiIIIr

~_-oealMa,~

Exe.ution Docket/lMa (as a I8parate record I8riea) - aee ED.ullon Docketllndeo<, Docket, _

Fee Book - oea Fee Book

Gf8nd Jury_-oea Gf8nd Jury_

land RegilIb-' FllealTorrana Ad. (ao a I8parat. record I8riea) - aee land RegiatndIon FIIoe (Torrana Ad)

~ (as a I8perala recorda I8riea) - see~ oL
__-oealMa,~

MoIhers~ Penalon - aee MoIhers~ Pension

- - - aee IMa, RegIaIor----_.-
N*Iy - - oea IMa, RegIaIor
ad Age A I? ... CIMna- 1M ad AGe A J' tee CIaIrM

ClpIomoIIy - - see IMa, RegIaIor
0rdInancee Mel R••cl4bw- He O'.....tc.MeI~

a..ipIIII1_- oea IMa, RegIaIor

__JoumeIo - see JoumeIo

Ta Caee FIIoe (as a Hparate record I8ries) - _ e-FlIaa, Tae- FiIeo

TaW_ Caee FiIeo (as a I8parat. record Hriea) - oea e- FlIaa, Ta Wemont e- FiIeo

Terriloriel _ - see e- FlIaa, Terriloriel e- FiIeo

TraMCripl '" JucIgmenl (ao a a.parata record a.rlea) - _ TraMCripl '" Judgment
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COUNTY CLERK
RECORDS RETENTION SCHEDULE

[ 1 NEW RECORD Request

[ 1 CHANGE to Existing Record

RECORD (short, concise name) _

DESCRIPTION

[ .1 ORIGINALS held

[ 1 COPIES held

[ 1 DISCONTINUED record, list inclusive dates:, _

.[. 1 NEW RECORD (not listed in current schedule)

(

(

NAME: ---'-_

PHONE:, _

COUNTY: _

Mail to: State Archivist
P.O. Box 40238
Olympia, Washington 98504-0238

(
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Appendix A

Disaster Recovery - Emergency Procedures

In addition to following these steps we recommend that the local records custodian:

• Develop a disaster preparedness plan. A manual of suggestions for this
plan Is available from the State Archives.

• Contact the State Archives Disaster Recovery Team for advice and
assistance (206-586-.1801) in the event of a disaster that damages public
records.

Emergency Procedures

1. After any fire is out, any water pumped out and any rubble cleared away, calmly
assess the damage, determine the extent and kinds of damage, and the volume
of records damaged.

2. . Evaluate and prioritize records for recovery. Records which are still active,
necessary for current business and are not duplicated elsewhere should receive
attention first

3. Prepare a logical plan of attack covering removal, restoration and
re-establishment of controls.

4. Prepare a damage assessment and control worksheet for each record series
damaged. The work sheet should note the record series title, original location of
the records, damage incurred, and restoration plan and priority. This record
should be maintained and kept as a control throughout the recovery process.
This can be done by file cabinet or shelf unit or by other logical grouping.

5. Arrange for a temporary storage area if necessary.

6. Arrange for restoration services if necessary (contact the State Archives disaster
recovery team for advice).

7. Remove damaged records in the order in which they were stored. Note original
locations on the damage control worksheet.

8. Transfer damaged records to temporary storage or to an area where restoration
can begin.

9. Arrange for storage once restoration is complete.
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FreDamage

Closely packed paper bums with difficulty, therefore the damage caused by fire may be
more apparent than real.

Salvage procedure:

1. Remove documents from containers.

2. Gently spread papers out to air and inspect the extent of damage.

3. Minimum damage (smoke damage, sooty, lightly charred at edges):

a. Allow paper to air in an open space.
b. Clean gently with a soft brush.
c. Humidify by Circulating moist air.
d. Refile in clean folders.
e. Replace in new or restored cabinets.

4. Moderate damage (edges heavily charred, paper discolored by heat, very
dirty, brittle):

a. Spread papers out in a very humid, well ventilated area
b. Brush Off the worst dust and soot.
c. Refile in clean folders or copy and discard originals depending

on document value, retention and rate of reference.

(

5. Badlv damaged (badly charred, very dirty, extremely brittle):

a. Separate pages.
b. Remove surface soot or dirt if possible.
c. Copy, microfilm or use infra-red photography if necessary.
d. Discard originals.

(

6. Completely destroyed

Discard. Retain record of records destroyed if they can !Je identified.

(
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Water Damage

Mold growth; disintegration, and the bonding of leaves Into inseparable lTiats are the
main problems resutting from water damage. QUICK ACTION IS THE KEY to recovery of
water damaged records. After 24 hours molding begins and paper fibers begin to bond
between ieaves or tum into paper puip.

Salvage procedures:

1. Drain excessive water from records.
2. Remove additional moisture by blotting with an acid-free paper.
3. Separate/spread papers to dry in a warm, dry, well ventilated room.
4. Flatten while still slightly damp.
5. Fumigate to kill mold spores.
6. Clean with a soft brush to remove dead mold spores.
7. Rs-folder in clean folders and refile.

Freezing

tt is best to have the records deep-frozen Immediately, especially If there is a large
volume of damaged records (more than a few cubic feet). Arrangements for
deep-freezing can be made wtth most local cold-storage companies.

Freezing will arrest funher damage and allow the treatment of small batches of damaged
records over a more extensive period of time, and allow for better treatment planning
including consideration of freeze-drying techniques.

Freeze-drying: tt is far more efficient and possibly more economical to treat large batches
of records by freeze-drying than by the hand-drying processes described above.
FreeZe-drying requires the preliminary process of deep-freezIng.

Other MedIa

A more extensive discourse on the recovery of disaster damaged records, including
non-paper media, such as film and magnetic tapes is available in a manual tttled Disaster
Preparedn It includes detailed instruction on disaster prevention planning and
recovery techniques. Your regional archivist has a copy of this manual and can arrange
additional training and consuttation on this subject with the state conservator.
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Appendix 8
Records Storage - Problems and Standards

The most serious mistake in the long history of record keeping may have been
when information began to be recorded on substances more perishable than the
baked clay tablet, which will not tear or burn and which Is not a source of food
for various vermin. Most modem papers are still considered too perishable, and
many of the new record keeping media are even more perishable. The life span
of almost all modem recording media is less than one hundred years, with most
having a !!fe af!ess than ten yea.rs. Proper carea.'1d treatment ca.., substa!'ltlsl!y
extend this life span if the records are worth the cost, and the loss of records
from fire and flood can be minimized with reasonable precautions and planning.
Poor storage conditions can cause irreparable damage to records still In use, and
disasters can quickly obliterate masses of records if recovery techniques are not
quickly applied.

This section is intended to identify the primary causes of record deterioration and
provide basic standards for the storage and care of temporary records as well as
inform court officials and staff about the essential steps and processes of
disaster recovery.

Enemies of Records

Heat: Heat affects paper records by increasing the rate of reaction time
chemicals within the paper are absorbed by paper. Heat can warp magnetic
tapes and disks and can cause the recording emulsions to separate from the
carrier bases of all photographic media

Humkflly: Humidity by itself, does not harm most recording media including
papers. In fact, without some moisture, paper and some other media. such as
film, looses flexibility, becomes brittle and susceptible to damage.

High humidity and heat promote mold growth. Wide variations In humidity can
also be damaging, particularly to papers. When the moisture content of paper
changes, the individual fibers expand or contract, which stresses the peper hence
accelerating the rate of deterioration. .

Light: Radiant energy, p8rticularly uitraviolet light, reacts photochemically with
impurities In paper such as acids, glues, starch and dyes. The product of this
reaction is oxidization of the fibers in the paper causing yellowing, brittleness and
weakening of the paper by breaking the molecular chains in the cellulose. Long
term exposure to uitraviolet light will cause fading of photographic dyes and
almost all writing and printing inks.

Insects and rodenIs: Books and papers, all organic substances, are subject to
attack by many Insect pests including silverlish, bookworms, termites, booklice,
cockroaches, and firebrats which feed and thrive on cellulose, leather, glues and
cloth, of which books and paper records are made. These same record materials
are extremely susceptible to rodent damage. Mice, rats and squirrels will shred
paper, leather and vellums for nest building purposes and the acids In rodent
droppings can damage papers for the reasons that follow.
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Acids: Chemicals are introduced to paper during manufacture or later by
atmospheric pollutants or contact with acids in storage containers, folders, wood
shelving or other paper records. These chemicals react with moisture in or
absorbed by the paper. This process, called hydrolysis, produces acids which
break down paper fibers, cause brittleness and uitimate disintegration. Hydrolysis
is characterized by yellowing (as often observed in newsprint).

There are other enemies of records but these are the main cause of records
deterioration regardless of recording media it follows therefore that both
preventive maintenance in storage and recovery of damaged records usually are
concerned with these same problems.

Minimum Storage Spec:ilicaIiOIlS

• Store records in or on metal file cabinets or shelving, avoid wood
cabinets or shelving.

• Maintain a relatively constant temperature in the storage area, preferably
between 60 and 70 degrees F.

• Maintain a nearly constant relative humidity, preferably between 45% and
55%.

• Store records in cabinets or on shelving raised 4 to 6 inches above floor
level. (Note: many cabinet and shelving systems have this feature already
buiit in). This margin of safety has been shown to be effective against
potential damage by, standing water caused by fire fighting efforts or
minor floods. (

• A fire suppression system (water sprinkler), and/or a fire detection and
alarm system wired directly to the local fire department.

• Chemical fire extinguishers placed strategically in file storage areas.
(Note: chemical fire extinguishers may be preferable to water sprinklers
in small file rooms due to water damage that often resuits from the use
of sprinkler systems. Lack of an automatic sprinkler system, however,
makes an alarm system to the fire department imperative for suppressing
after hour fires).

• An intrusion alarm system to protect against theft and vandalism.

AVQid As Much As Possible

• Exposure of records to sunlight, strong indirect natural light and strong
artificial light, particularly fluorescent light

• High temperature and humidity

• Frequent variations in temperature and humidity

• Dust and chemical vapors

• Wood. coal or gas-burning heaters
(
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• Attics; because of their extremes of temperature and generally dusty
atmO$phere

• Basemems, because of their frequemly high humidity

There are numerous steps that can be taken to restore deteriorating records and
to inhibit further deterioration. If you encoumer evidence of records deterioration
comact the regional branch of the state archives for advice and assistance or the
documems conservator at the main office of the State Archives in Olympia.

'. ,
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