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The State of Washington

Office of the Secretary of State
Division of Archives & Records Management
Olympia, Washington

August 1893

OFFICE OF THE COUNTY CLERK
GENERAL RECORDS RETENTION SCHEDULE
AUTHORIZATION

In accordance with the authority granted to it by RCW 40.14.070 and
WAGC 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 "List of Effective Pages" printed on the reverse
hereof, as the recurring disposition schedule for public records within or pertaining
o the Office of the County Clerk {Clerk of the Superior Court) of the State of
Washington. The COUNTY CLERK GENERAL RECORDS RETENTION SCHEDULE
constitutes continuing authority for the dispesition of public records identified
therein which are held by any County Clerk,

Dastruction authorization references for any record or series to be
destroyed-shall'tite the"CC- pagewnumberand date of the'page number on which
the record or .series appearswwithin.the,CounTy CLERK RECORDS RETENTION
SCHEDULE.

Signed in Olympia, Washington,
this the __]gt day of Septgmr , 1983 .o

For the Attorney Gene

For the State Auditor’

For the State Archivist:
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Introduction

All government records are important in that government, by its very nature,
affects many facets of the life of a community and its citizens. Some records are
of passing or very temporary interest to 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 alocal records custodian you are charged
to preserve ali records within your office as property of the state of Washington.

This manual deals with the ‘preserved, stored, transferred, destroyed or
disposed of* 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 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 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 otharwuse.
in any manner, you must consult this document.

Contrast with Prior Schedule

-This document is intended ta present in/a different manner, the information
‘ contained in the superseded 1983 County Clerk Records Retention Manual This
| manual reflects user recommerndations 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 items by iike 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 AII-Inc'Ius'ive

This document does not list all County Clerk records. Specifically, it does not list
many discontinued records, nor can it anticipate all ftture records. It is intended
that this document describe certain kinds of records, which should include many
others not specifically listed or bearing an identical title, County Clerks may from

“time to time feel that they have records which do not fit 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. Specific guidance conceming those records should be sought from
the Secretary of State, the State Archivist, the servicing Regional Facility 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 Washingion, 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, regardiess 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 shail 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 not be
placed in the custody of any other parson or agency, public or private, or
released to individuals except for disposition pursuant to law or as ¢therwise
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
Locsal Records Gommittee. "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 government records. RCW 40,14.070

Local Records Retertion 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 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 commoniy 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

County Clerk
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Use of microfim: 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.]

Authority to transfer records to the State Archives: Instead of being retained
permanently by the agency, records designated as 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 of records destruction: The primary objective of destruction is to reduce
obsolete records to an illegible form. Bumning, 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 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 racords shall not be left unattended
or unprotected while awaiting recycling. WAC 434.840

Documénting Records Dispbsal ’

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
alternative 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 availabie through a
local records management office.

County Clerk
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Affidavit of Records Destruction
Sample
I, , acting as an agent of (County Clerk)

hereby witness 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 85-1-00260-4 (Cases 85-1-0021 8-8 & 85-1-
00221-3 are active, not destroyed); after 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 Inciusive Dates Disposition Date Disposed
Authority .
Cash register daily
detail reports 1986 thru 1988 CC-26 of 8/93 11/3/93
Cash register . : v .
journals
Check registers . ' .
Checks, canceled . . .

, County Clerk
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County

Records Management Division

Records Destruction Notice
and Destruction Transmittal

INSTRUCTIONS: 1. Complete the foilowing form with the appropriate information.
2. Each records series title must be typed exactly as it is found on the County Clerk

Retention Schedule.

3. Please type this form and return completed form to Records Management Division.

Department COUNTY CLERK | Department Head

Date Submitted

110 Case files: Criminal - 85-1-00217-5 to 85-1-00260-4 5/31/85 t0 GC-25 / Original 8/93
(Active, not destroyed: 85-1-00218-8, 85-1-00221-3) 6/24/85 (Microfilmed)
111 | Case files: Criminal - 85-1-00261-2 to 85-1-00306-6 7110/85 to . .
(Active, not destroyed: 85-1-00266-3) 7/23/85
Destruction Witnessod By
(I Approved
. Department Head Date Method of Destruction
O Approved, as amended
L] Not approved ‘ Records Manager Date 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 coperates under tfie provisions of Chapter 40.14 RCW, the
Public Records Act, which also regulates the disposition of all records generated
by state and local government agencies.

Technical Assistance

The Division provides state and locai agencies technical assistance in complying
with 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, racords center operations, records retention
scheduling, records accesspand, disclosurey-, records p-and recording=media
storagé standards. ‘

Microfilm and Documert Conservation Services

The Division provides certain records management services on a charge-back
basis. These include source document microfiiming, film processing and
duplication, and conservation of endangered historical documents. In addition the
division provides both state and local agencies with security microfilm storage
services.

Archives

The Division is aiso 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 facilities, 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 probiems. Counties served within each regional jurisdiction
are indicated on the map which follows.

CENTRAL:

c/o History Department

Central Washington University
Ellensburg, Washington 98928

(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

Seatlle, Washington 981688-3710
{206) 764-4276 or SCAN 443-4278
MICHAEL SAUNDERS

SCUTHWEST:

NORTHWEST:

Washington State Archives

Western Washington University ]
Bellingham, Washington 98225-8123
(206} 650-3125 or SCAN 532-3125
FAX {208) 650-3323 or SCAN 532-3323
JAMES MOORE

EASTERN:

JFK Library N1584

Eastarn Washington University

Cheney, Washington 98004-2495

(509) 359-6900 or SCAN 353-6900
FAX (509) 359-6456 or SCAN 353-8456
RICHARD;HOBBS

1120 Washington Street SE
Olympia Washington, 98504-0238
(208) 753-1684 or SCAN 234-1684

WAYNE LAWSON

State or Deputy Archivist

assistance coordinaior.

Special Service Telephone Numbers

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

Microfiim Services .. ............... (206) 586-6232 or SCAN 321-8232
Dactiment Conservation Services . . . ... (206) 753-1801 or SCAN 234-1801
........ {206) 753-5485 or SCAN 234-5485

Archival Research . . ................ (206) 586-1492 or SCAN 321-1402
Aecords Disaster Recovery Hotline ..

Note: After hours, weekends and holidays, calling the -1801 number will provide you
with an emergency referral number that will put you in contact with the disaster recovery

.. (208} 753-1801 or SCAN 234-1801

‘
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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 aiternative 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 *after transfer to any approved altemative storage medium.”
Any approved altemative storage medium includes microfilming and any other
storage technology approved by the Secretary of State, Division of Archives and
Records Management. No record shouid be destroyed or transferred to the
Regional Archives Faciiity 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 empioyed
and the State Archives, Regional Facility, should be consulted before employing
any alternative storage medium.

Microfilm
Its Use arxd Abuse

Microfilm is a powerful records management tool. Unfortunately, its use is often
abused. Microfilm shouid 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 avallable for this purpose then at least
request more than one vendor analysis and proposal.

Legal Status of Microfim

Chapter 5.46.010 provides that photographic reproductions, including microfikn
and enlargements thereof are admissible as evidence. Chapter 40.20 provides
that public agencies may cause records to be reproduced on film, inctuding
microfilm, providing that the reproducing materiai 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.

County Clerk . :
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State Archivist's Certification

The office of the State Archivist maintains a certification program for those local
governments which wish to establish lccal microfilm facilities. It is important that
County Clerks assure that an agency which is to microfim 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 sarvice or system will

ant state minrafilm etandardes o nrld will alam nrhunn unu h‘ anv nthar annarant
meet siate MICrolim sancarcs K Wt aisU QUvioe yo qaily Uil apparicn

weaknesses in the proposal. In advance of any consideration of microfilm you
should obtain a copy of the Washington State Standards for Microfiim and
advise prospective equipment and service vendors of their need to meet these
standards. The standards manual is available upon request from the State
Archives. :

" Microfiim Services

Because of quality control, technical problems and higher investmert 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 Micrcfilm
Services Bureau.or from commercial.microfilm service bursaus certified by the
State Archivistn A listof certified service |bureaus is/available from the State
Microfilm Service Bureau.

State Microfilm Service Bureau

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

Security Microfilm Storage

A valid method of protecting public records is to geographically disperse muttiple
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 microfilm for local government and has
traditionally stored the silver halide negative fiim of all microfiimed records for the
County Clerks. Because of the volume of security film stored by the Division of
Archives, a controlled and documented transfer of microfilm from agencies to
archival custody is necessary. A manual titled Secunity Microfilm Storage
setting down the transfer and custody requirements is available from the State
Archives.

County Clerk
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Microfilm Quality Control

Use the original silver halide negative film for security only; do not jacketize it into
*micrafiche" 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 jacketizing, 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 resclution test target. Require that density and resolution
readings be posted on all film containers. Ensure that density, resoiution and
other film standards are met. Inspect all film produced and reject film that does
not meet standards.

Labei 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 microfiiming 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 Managemsant,

County Clerk
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Machine Readable Records

Modern 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 lagal 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
technoltogy this hardware and software may rict be available in just a very few
years. Since machine readable records are not directly readable by humans,
they must be "documented." Documentation inciudes identification of the
ariginators 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 advartages. 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 transiated rapidiy 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 elec¢tronic 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 life cycle of the information {record
series) or the information converted Into ancther madium such as hard copy
printout, or better, computer output microfilm.

County Clerk
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A basic principle to be followed in the decision to empioy 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, pubiic disclosure, accuracy and
consistency. Since electronic media are very perishable, we no longer have the
luxury of watting, as we did for conventional records, until the information has
waited out its life on records center shelves, to determine its uttimate 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 n¢ 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 reussd
indefinitely.

Thefollowing.procedures are suggestedfor 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
glectronic data onto paper printouts or microfilm. The most cost effective
method of outputting large files is by computer output microfitm (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 working copy floppy disks created by word processing,
personal computers or other office automation networks or systems
should clearly be labelad as such and differentiated from archival copies
which must be stered and managed under specific and strict controls.
Archival copies should be ‘write-protected® to prevent alteration or
inacdivertent deletion or erasure of the data,

County Clerk ‘
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Archival or Historically Valuable Records

RCW 40.14.070 requires that records having historical or archival vaiue be either
transferred to the state archives or retained by the office of record, in accord with
standards sstablished 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.
ldentifying 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
ultimate disposition may set some legal precedent. Other candidates for case file
preservation may be new causes of action or those involving new or changed
legistation or procedures. )

The process of identifying County Clerk records for transfer to the Regional
Facility and for identifying archival and historically valuable records is one of
collaboration bgtweer the regional archivist and the County Clerk. County Clerks
are urged to confer with the-regional~archivist forssuggestions and direction
regarding the identification 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. 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 Appendix B.
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Abandoned or Unclaimed Property Reports . ................... i

DESCRIPTION: Cffice copy of Report of Unciaimed .or Abandoned Properiy sent to the
Department of Revenue or unclaimed and undeliverabie restitution franamitted in accordance
with RCW 7.68.290. Reference to surrender to Department of Revenue should be recorded
in case file. Does not inciude exhibits.

MINIMUM RETENTION PERIOD: 3 years

DISPOSITION: Cestroy CLASS: OFM

DESCRIPTION: May be discentinued record; replaced by civii case file, Official
documentation of Superlor Court proceedings and filings. May inciude sealed documents,
published depositions and exhibits.

MINIMUM RETENTION PERICD: Permanent

DISPOSITION: Des’a'éy sfter transfer to any approved alternative storage medium; before

transfer it is recommended that SCOMIS "copy case” (if any) be printed and placed in case
file as the first viewable document. CLASS: OPR

" Account Recongciliation Records . .. ........ e e eenanas

DESCRIFTION: Locally prepared report indleating reconcillation of bank statements with
check registers and/or account ledgers.

MINIMUM RETENTION PERIOD: 3 years

DISPGSITION:  Destroy CLASS: OFR
Accounting Correspondence ................ et

DESCRIPTION: Accounting relatad correspondence nctincluded in cass file or other record,
" MINIMUM RETENTICON PERIOD: 3 years

DISPOSITION: Destroy CLASS, OFM

Administrative Working Files ............. ... ... it ceeaa

DESCRIPTICN: Usually topical files containing correspondence and data reiating to the
particulartopic. Usually involves procedure, policy, personnel and management information.

MINIMUM RETENTION PERIOD: 2 years
DISPOSITION: L is recommended that working filles remain in the office as long as the topic

of the file is effective and for so lang as it is or may be important to preserve a history of the
topic. ’ CLASS: OFM

Annual Reportto OAC ................. .. ... e

DESCRIPTION: Cffice copy of aformal annual statistical report to Office of the Administrator
far the Courts (QAC).

MINIMUM RETENTION PERIOD: tUntil publication in OAC's annuai report

DISPOSITION: Destroy. CLASS: OFM

County Clerk
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DESCRIPTION: Any raport, whather required or optional, issued by the office which provides
an official review of the pravious year's activitias,

MINIMUM RETENTION PERICD: 3 years

DISPCSITION: Destroy. CLASS: OFM

Abitration Files . ...... ... .ttt mmmemenaa i een e e

DESCRIFTION: Any daia partaining to & county's mandatbry arbitration, to the extent that
the data within the arbitration file are nct made a part of the cass file.

MINIMUM RETENTION PERIOD: Unill time for filing appeal from arbitration award has
expired.

DISPOSITION: Destroy CLASS: OPR

Attendance Record ......... e teeaeeaea e, e neaaseaea

DESCRIPTION: Office record of jurer daily attendancs, mileage and reimbursable expenses,
used to prepare cost biil for Juror payments.

MINIMUM RETENTION PERIOD: 3 years
DISPOSITION: Destroy - CLASS: OPR

WITNESS DESCRIPTION: Office record of witness daily attendance, mileage and
relmbursable expenses, used to prepare cost bill for witnese payments,

MINIMUM WITNESS PERIOD: Until placed iricase filer

WITNESS RECORD DISPOSITION: Flace in case fils or any approved alternative storage
medium. CLASS: OPR

Automatic Account Reconciliation Records ..........ccieiiiiininennns

DESCRIPTION: Any -automatically prepared reconciliation of bank statements, check
registers and/or account {edgens.-

MINIMUM RETENTION PERIOD: 3 years

DISPOSITION: Destroy CLASS: OPR

DESCRIFTION: Includes canceled checks and record of debits and credits for daily and
Investment accourts.

MINIMUM RETENTION PERICD: 3 years

DISPOSITION: Destroy CLASS: OPR
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Original 8/93 Page CC-24 Records Retention Manual

—



DESCRIPTION: May be a disconfinued record; replaced by SCOMIS docket entry; hard
copy in case file. May have bean bound volumes centalning the criginal or copies of bonds
. filed by administrators, guardians and executors as security coples of bonda In case flles,
See also "Offictal Bond Register' for county officlals’ bonds.
MINIMUM RETENTION PERIOD: Permanent

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

BookofLevies ...............

DESCRIPFTION; May he a discontine
decuments and events,

MINIMUM RETENTION PERICD: Permanent

DISPOSITION: Transfer to State Archives, Reglonal Facility, after transfer to any approved
aiternative storage medium. CLASS: OPR

DESCRIPTION: The cffice copy of the officlally adopted budget, submitted to executive
and/er legislative branch of county government

MINIMUM RETENTION PERIOD: Until supersaded by new budget

DISPOSITION: Destroy ' CLASS: OFM
Budget & Estimated-Revenue Projections . .... .~ ... ... ............

DESCRIPTION: The office copy of projecﬂbna of revenue and expenditures submitted to
county governing body,

MINIMUM RETENTION PERIOD: 3 years

DISPOSITION: Destroy CLASS: OFM

DESCRIPTION: Officiai documentation of Superlor Court preceedings and filings. May
Inciude sealed documents, pubiished depositions and exhibits.

PUBLIC ACCESS RECORDS INCLUDE: Adult criminal, civil, domestic, probate, juvenile
offander after 1978, tax warrant, tax case, territorial, territorial district court case files. See,
also, "Tax Case Filas," "Tax Warrant Case Files," "Territorial Case Files® and Territorial District
Court Case Files." Access to files or individual documernts may be restricted by court order.

RESTRICTED-ACCESS RECORDS INCLUDE: Paternity, adoption, inveoluntary (mental)
commitment, juvenile dependency/tarmination of parenial rights, juvenile offender prior to
1978, family court case files.

MINIMUM RETENTION PERIOD: Permanent

DISPOSITION: Some may be archival or historically valuable; contact reglonal archivist
before destruction. Destroy after transfer to any approved alternative storage medium.
Before transfer it is recommanded that SCOMIS “copy case® {if any) be printed and placed
In case file as the first viewable decument. RCW 36.23.065. CLASS: OPR
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DESCRIFTION: May be discontinued record; locally maintained list of receipis and/or
disbursements, which may be replaced by Receipt Reporting Systom (RRS) record of
receipte and/for dishursements.

MINIMUM RETENTION PERIOD: 3 years

DISPOSITION: Destroy CLASS: OPR

Cash Register Adjustments Summary . . .........cceerenennnnnnnnnn..

DESCRIPTION: Any record reflecting detalls of any adjustments made to any automated or
manual accounting records. Includes Receipt Reporting Systemn (RRS) and any successor
systemn’s report reflecting all cash register adjustments made for each accounting day. If ail
adjustments are included in Journal Detail Repor, this record may be deleted and only the
Journal Detali Report retained.

MINIMUM RETENTION PERIOD: 3 years

DISPOSITION: Destroy ] CLASS: CFM

Cash Register Backup Diskettes . ......... ... iiaiann.

DESCRIPTION: Daily backups of automated accounting computer, includes Receipt
Reporting System and successor systems.

MINIMUM RETENTION PERIQD: 3 cycles

DISPOSITION:" Reuse ' CLASS: OFM

Cash Register Daily, Détail ReporS™ . . = - .. T o s R net. . JI—.1..

DESCRIPTION: Record of every detail of every transaction for each accounting day, May
include Receipt Reporting System-generated reports, its successor system or other simiiarly
maintained records.

MINIMUM RETENTION PERIOD: 3 years

DISPOSITION: Destroy CLASS: OFR:
Cash RegisterJournals ............. ey e

DESCRIPTION: May be discentinued record; replaced by Recelpt Reporting System {RRS)
Journal Detail Report. Any cther periodic non-RRS daily financial transaction recapitulation,

MINIMUM RETENTION PERIOD: 3 years

DISPOSITION: Destroy CLASS: OPR
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Cash Register Revenuo Account Distribution Summary ........... .

DESCRIPTION: Any daily or other regularly complied aummary reflecting the distribution of
receipts into revenue reporting codas, Including BARS/ARMS standard Washington revenue
codes and any successor or local revenus distribution method. Includes Receipt Reparting
Systemn (RRS) or successor system report reflacting distribution of receipts Into varicus
county and siate funds, by revenue code. This record must be preserved as a separate
record as long as individual courtties have the abillity to alter the BARS/ARMS distribution
tables.

MINIMUM RETENTION PERIOD: 3 years

DISPOSITION: Destroy ' CLASS: OFM

Cash Register Tapes . ................. e e

DESCRIPTION: Office copy of receipts given to payers.
MINIMUM RETENTION PERIOD: 3 years.

DISPCSITION: Destroy. . CLASS: OFM

Check Registers . ..........ceoiinrinnennnnnennnnennn. Cerreaaaeas

DESCRIPTION: Ledger showing deposits and withdrawals in Clerk's or other checking
and/or investment accounts.

MINIMUM RETENTION PERIQCD: 3 years

DISPOSITION: Destroy. ' CLASS: OFM

DESCRIPTICN: Clerk's bank checks returned by bank once negotiated by payes.
MINIMUM RETENTION PERICD; 3 years

DISPOSITION: Destroy CLASS: OFR -

Clerk’s Minute Book . ............ feeeaaeeaan et

DESCRIPTION: Separate collection of clerk’s notes of proceedings if not criginally ptaced
in case file. May be minutes recorded on court calendars, bound and retained without
transfer to case file.

MINIMUM RETENTION PERIOD: Permanent

DISPOSITION: Destroy after transfer to approved alternative storage medium has been
verified; before transfer it is recommended that SCOMIS “copy case’ be printed and placed
in case file as the first viewable document. ] CLASS: OPR
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DESCRIPTION: Written statament of terms of agreement between office and anothar office,
agency or individual; AKA: Agresments

MINIMUM RETENTION PERIOD: 1 year after terminstion

DISPOSITION: Destroy . CLASS: OFM
Correspondence, general (See Administrative Working Files) ..............
CostBill ................ e e eeecaraaa e

JURCR COST BILL DESCRIPTION: Any records used to compute paymaents owed to jurcrs.
Includes per diem, mileage and any other reimbursable expenaes.

MINIMUM JUROR COST BILL PERIOD: 3 years
JUROR COST BILL DISPOSITION: Destroy ’ CLASS: OPR

WITNESS COST BILL DESCRIPTION: That claim for witness fees, mileage, per diem and
any other reimbursable expenses, approved by the court.

MINIMUM WITNESS COST BILL PERIOD: Until placed in case file or transferred to any
approved alfternative storage medium.

WITNESS COST BILL DISPOSITION: Place in cass file or any approved alternative storage
medium. CLASS: OPR

Court Calendars . .. 0., .. .L. .. el e W AN e

DESCRIPTION: Schedule ¢fpréceedings heldinSuperior Court=if usedforClerk's'minutes;
gee "Cleork's Minutes® record.

MINIMUM RETENTION PERIOD: 1 month

DISPOSITION: Destroy CLASS: . OFM

Court Reporter/Recorder Notes/Tapes/Diskettes ............. ..........

DESCRIPTION: Paper record or approved electronic starage of record of court proceedings,
including audio and videc records.

MINIMUM RETENTION PERIOD, CVIL: Termination of case + 6 years,
MINIMUM RETENTION PERIOD, CRIMINAL: Termination of case + 15 years,

DISPOSITION: Destroy par RCW 36.23.070. CLASS: OPR

Daily Microfilm, Daily Recordings (seeJoumals) ...........coierierinsnnnnns

DESCRIPTION: May be discontinued receord; locally maintained unofficial diary.
MINIMUM RETENTION PERIOD: Permanent

DISPOSITION: Transfer to State Archives, Regional Facillty. CLASS: OFM
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Deposit Slips ..... e e

DESCRIPTION: Record of bank or savinga institution deposit transactions

MINIMUM RETENTION PERIOD: 3 years

DISPOSITION: Destroy A CLASS: OFR
Depositions, Unpublished/Unopened ................. PP

DESCRIPTION: Discontinued record as of 9/89.

MINIMUM RETENTION PERIOD: 60 days with court order or 8 years after final judgment.

DISPOSITION: Releass or destroy.
Dike DIStCt FIIBS . . . . o\ v oo ettt e e e e e e e e

DESCRIPTION: May be filed in Civil filas series. Court orders establishing Dike Districts,
compenasation for lands and appoiniment of Commiasioners.

MINIMUM RETENTION PERICD: Permanent

DISPOSITION: Destroy after transfar to any approved alternative storage medium.  CLASS: QFR

DiIdng&DrainageDisirictJoumals;...; ......

DESCRIPTION: May be discontinued record; chronological listing of documents and events
pertaining to a particular Dike or Drainage District. :

MINIMUM-RETENTION PERICD: Permanert

DISPOSITION: Transfer to State Archives, Regicnal Facility, after tranafer to any approved
alternative storage medium. CLASS: OFM

Docket............ et ie e e Ce e

DESCRIPTION: Variously used to describe alphabetic or numerical listing of cases,
chronclegy of events within particular cases and the schedule of cases heard during a
particular span of time. Generally replaced by SCOMIS index and docketing. See, also,
*Caurt Calendars.” May be open andfor resiricted-access records.

PUBLIC ACCESS RECORDS INCLUDE: Adult criminal, ¢ivil, domestic, probate, juveniie-
offender filed on or after July 1, 1978, Judgment or execution, tax warrant, tax, coroners, civil

appeals, c¢ivil, bond, criminal appeal and trial dockets, Accesas to files or documents may be

restricted by court order.

RESTRICTED-ACCESS RECORDS INCLUDE: Paternity, adoption, invaluntary {mentai)
commitment, juvenile dependency/termination of parental rights, juvenile cffender filad on

or before June 30, 1978, family court dockets,

MINIMUM RETENTION PERIOD: Permanent

DISPOSITION: Destroy after transfer to any approved alternative storage medium.  CLASS: OPR
DISCONTINUED DOCKET SERIES: Coroners, bar dockets.

MINIMUM RETENTION PERIOD: Mot applicable.
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Employment Applications . ......... e

DESCRIPTION: Whritten record of professional and blographical data submitted by job
applicants. Original applications may be held by central parscnnel office within county.

MINIMUM RETENTION PERIOD: S0 days from hire date; however, application of person
hired becomes pant of smployee’s permanent record, may be held by central personnel
office,

DISPOSITION: Destroy ‘CLASS: OFM

Execution Dockef/Index ...... f e e adaetasea et et e ey,

DESCRIPTION: May be discontinued record; repfaced by SCOMIS docket entry; hard copy
in case file. Chronclogical and/or alphabetic Ilstng of judgmenis and post-judgment
documents and events.

MINIMUM RETENTION PERICD: Permanent
DISPOSITION: Destroy after ransfar to approved altarnative storage medium has been

veritied; before transfer it is recommended that SCOMIS 'copy case" be printed and placed
in case file as the first viewable document. CLASS: OPR

CVIL EXHIBITS DESCRIPTION: May include unpublished depesitions and civil exhibits
marked but not offered, marked but rejected and those admitted, transcripts and exhibits
included in appeals from lower courts and adminiastrative agencies. Does nct include
published depcsitions, as they are pait of the case file.

MINIMUM RETENTION CIVIL PERIOD: | 60 days with court order or & years after final
judgment..

CRIMINAL EXHIBITS DESCRIPTION: May include unpublished depositions and criminal
exhibits marked but not offered, marked but rejected and those admitted. Does not Include
published depositions, as they are part of the casa file,

MINIMUM RETENTION CRIMINAL PERIOD: 60 days with eour order or & years after final
judgment. RCW 36.23.070

CViL & CRIMINAL EXHIBITS DISPOSITION: Relesse or destroy. RCW 36.23.070,
63.40.010. CLASS: OPR

DESCRIPTION: May be discontinued record. Locally maintained list of receipts and/or
disbursements; replaced by ARS Journal Detail Repert and/or check registers.

MINIMUM RETENTION PERIOD: 3 years

DISPOSITION: Destroy CLASS: OPR

DESCRIPTION: Office copy of or summary of periedic financial transactions transmitted to
County Treasurer; principal transmittal held by County Treasurer.

MINIMUM RETENTION PERIOD: 3 yeara

DISPCSITION: Destroy ) CLASS: OFM
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Grand Jury Fleoords .................................. s

DESCRIPTION: May be discontinued record; records peraining t¢ matters before any grand
jury, may be seaied or unseaied. :

MINIMUM RETENTION PERICD: Permanent

DISPOSITION: Dastroy after transfer to any approved alternative storage medium.  CLASS: OPR

iIndex ......... i enaneaaaaan e ettt eraaraes

DESCRIPTION: Variously used to describe alphabetic listing of cases or persons. Generally
replaced by SCOMIS Index. May be open and/or restricted-access records.

PUBLIC ACCESS RECORDS INCLUDE: Aduit criminal, civil, domestic, probate, juvenile
offender filed on or efter July 1, 1978, judgment or axecution, tax warrant, tax, assignees,
bar, dental, midwives, drugless heaiers, csisopaihs, chiropodists, medical, notary, bonds of
county officials, optometry, powers of attornsy, records of wills and attorneys indices,
RESTRICTED-ACCESS RECORDS INCLUDE: Paternity, adoption, involuntary (mentaf)
| commitment, juvenile dependency/termination of parental rights, juvenile offender filed on
! - or before June 30, 1978, family court dockets,
! : MINIMUM RETENTION PERIOD: Parmanent
| . " .
DISPOSITION: Destroy after transfer to any approved altemative storage medium.  CLASS: OPR

DISCONTINUED INDEX SERIES: Bar, dental, midwives, -druglm hesters, osteopatha,
chiropodiats, medical and optometry.

MiNIMUM RETENTION PERIOD: Parmanent
DISPOSITION: Destroy after transferto any appreved alternative storage medium.
DISCONTINUED INDEX SERIES: Notary

MINIMUM RETENTION PERIOD: Not applicable

7 DISPOSITION: Transfer to State Department of Licensing.

JobDescriptions .................... e e e

DESCRIPTION: Offictal published description of duties and required skilis/feducation for a
specific staff position within a county office or offices. Official, current and superseded job
descriptions may/should ba retained by a central personnei office.

MINIMUM RETENTION PERIOD: Until superseded

DISPOSITION: Deatroy : _ CLASS: OFM
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DESCRIFTION: Variously used to describe chronolfogical listing of documents and events
in particular cases. Generally replaced by SCOMIS docket. May be open and/or restricted-
access records. Also Includes “dally micrefilm® or "security microfiim® of decuments as the
‘journal® required of RCW 36.23.030.

PUBLIC ACCESS RECORDS INCLUDE: Aduit criminal, civil, domestic, probate, juvenile
offender filed on or after July 1, 1978, judgment or execution, tax wamant and tax case
journals.

RESTRICTED-ACCESS RECORDS INCLUDE: Paternity, adoption, involuntary (mental)
commitment, juvenile dependency/termination of parental rights, juvenile offender filed on
or before June 30, 1978, and family court case journais.

MINIMUM RETENTION PERICD: Permanent

DISPOSITION: Destroy aiter transfer to any approved alternative storage medium. - CLASS: OPR

Juror Attendance Record (see Attendance Records) ....................

MASTER LIST DESCRIPTION: List of all persona eligible to serve as jurors who have bean
randomly selected for the jury pool.

MINIMUM RETENTION MASTER LIST PERIOD: Until supsrssded

TERM LIST DESCRIPTION: List of alf prospsctive Jurors for a partictlar jury term, randomty
selected from the jury master list. AKA “venirs.'

MINIMUM RETENTION TERM LIST PERIQD: Until ena of term.

DISPOSITION: Destroy CLASS: OFM

Land Registration Files (Torrens Act) ................ ... ..... e

DESCRIPTION: May be discontinued record; may be replaced by civil case file; folder(s)
containing all papers filed in a land registration/torrens case.

MINIMUM RETENTION PERIOL): Permanent

DISFOSITION: Destroy after tranafer to any approved alternative storage medium.  CLASS: OPR

MINIMUM RETENTION PERIOD: Permanent

DISPOSITION: Place in case file or destroy after transfer to any approved altemative storage
medium. CLASS: OFM

Microfilm, Daily or "Security" (see Joumals) e P S
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Monthly Reportto OAC ........... e reaaaanaa e reneaeeeaaa

DESCRIFTION: Office copy of monthly statistical repart to Office of the Administrator for the
Courts {OAC).

MINIMUM RETENTION PERIOD: Until publicetion in Offics of the Administrator for the
Courts (OAC)’s annual report. ’

DISPOSITION: Destroy - CLASS: OFM
Mother's Petition/Pension ..... e et e h e

DESCRIPTION; Discontinued record.
MINIMUM RETENTION PERIOD: Permanent

DISPOSITION: Transfer to State Archives, Regional Facility. CLASS: OPR
Naturalization Records . ....... .. ... ittt ittt e i eeennannnnns

DESCRIPTION: Various types of naturalization-related records, including declarations of
intentions, delayed birth files, naturalization affidavits, notifications of applicaiton for
admissionto U.S. citizenship, orders fixing naturalizetion terms, petitions & records, petitions,
receipta for cortificates of citizenship, racord of final decrees of citizenship and record of
| ' pefitions dockets. May be discontinued. '

MINIMUM RETENTION PERIOD: Permanent

DISPOSITION: Transfer to State Archives, Regional Facility. CLASS: OPR
Qaths: Béiliff, Couri‘Repeorter, Court Commissioher, &Others . .............

DESCRIPTION: Oatha signed as part of position. Similar to caths signed by deputies to
other slected officlals. May be a part of & miscollaneous SCOMIS (civil) file.

* MINIMUM RETENTION PERIOD: 1 year after termination

DISPOSITION: Destroy CLASS: OFR
. ' OfficialBond Files ..........ccoioiiiininmnannn.. e

DESCRIPTION: File containing offlcial bonds of county officials; may include junior taxing
district officiala’ bonds; Clerk's bond is recorded in County Auditor's Office and filad in
Treasurar's Cffice,

MINIMUM RETENTION PERIOD: Permanent

DISPOSITION: Destroy after fransfer to any approved alternative storage medium.  CLASS: OPR

OldAgeAssistanceClaims ................ ... it iiriiirnnnnnnns

DESCRIPTION: Discontinued racord, Records contalning chronotogleal Hsting of dacuments
periaining to requests for financial assistance for elderly persons.

MINIMUM RETENTION PERIOD: Permanent

DISPOSITION: Transfer to State Archives, Reélonal Faclity. CLASS; OPR
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One-Party Consent Files ............c.onoiiiiiiiiniiiiiinnnnann.

DESCRIPTION: Those sealed and unacaled wiretap records and reviews of wirataps, to the
extent that they are not made a part of a case file. .

MINIMUM RETENTION PERICD: Permansnt

DISPOSITION: Place in case file if unsealed, place in general purpose criminal cass file if
sealed or no charges filed, ) CLASS: OPR

Ordinances & Resolutions .......... .o nrnvacan

DESCRIPTION: May be discontinued serles. Refers to official records of county's legisiative
body, principal copies are held by county legisiative body.

MINIMUM RETENTION PERIOD: N/A

DISPOSITION: Transfer any originals to county legisiative body, destroy secondary copies.
CLASS: OFM

Personnel Files/Records . . ........c.c i oo neeeernnecnnnnnn

DESCRIPTION; Files and racords for which the office has primary custody. These may
include supervisory files, disciplinary racords, payroll, attendanca records and hiring process
documents relating to the particular indlviduel. May Include job deacriptions, classification
documents and performance evaluations., Payroll records held by another office need ncot
be included. May be coples of records held by central county personnel office.
MINIMUM RETENTION PERICD: 3 years after termination of employment

DISPOSITION: Destroy CLASS: OFM

Policy & Procedure Directive ............ .00 G v ohimeenen b anennn..

DESCRIPTION: Officlal statements promulgating policies and procedures of the office. It
is recommended that previous versions of these documents be retained even when

supersedad, to document the policy or procedure in affect at any given time in the past.
Countywide policy & procedure directives may be held and maintained by other county
offices. -

MINIMUM RETENTION PERIOD: Until superseded

QISPOSITION: Destroy CLASS: OFM

Purc!'ﬁaseOrders........ ........................

DESCRIPTION: Formal documentation of officlal purchases of equipment, supplies, stc.
MINIMUM RETENTION PERIOD; Until completion of State Auditor's Examination Repert.

DISPOSITION: Destroy CLASS: OFM-

DESCRIPTION: Records of monies received.
MINIMUM RETENTION PERIOD: 3 years

DISPOSITION: Destroy ' : CLASS: OFR
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DESCRIPTION: Variously used to describe alphabetic listing of cases or persons. Generally
replaced by SCOMIS Index. May be open and/or restrictad-access records.

PUBLIC ACCESS RECORDS INCLUDE: Adult criminal, civil, domestic, probate, juvenile

offender filed on or sfter July 1, 1578, judgment or execution, tax warrant, tax, assignees,

bar, dental, midwives, drugless healers, osteopaths, chiropodists, medical, notary, bonds of

county officials, optometry, powers of attorney, records of wilis and attcrneys indices.
RESTRICTED-ACCESS RECCRDS INCLUDE: Paternity, adoption, involuntary (mental)
commitment, juvenile dependency/termination of parental rights, juvenile offander filed on

or before June 30, 1978, and family court dockets.

MINIMUM RETENTION PERIOD: Permanent

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

DISCONTINUED RECORDS SERIES: Bar, dental midwwoa. drugless healers, osteopaths,
chiropodists, medical and optometry registers.

DISFOSITION: Transfer to State Archives Regional Branch,
DISCONTINUED RECORDS SEFIIES: Notary ragister.

DISPOSITION: Transfer to State Department of Licensing.

ROQUISHIONS - - - -+ e e e e e et e e e e et e e et et e e e

DESCRIPTION: Formal requests for equipment, personnel, supplies, ste.
MINIMUM RETENTION PERIOD: Until sompletion of Siate Auditer's Examination Report

DISROSMON;_Destroy CLASS: OFM

Revenue Projections ....................... e et aeranaa e

DESCRIPTION: Projections of revenue submitted to county governing body.
MINIMUM RETENTION FERIOD: 1 year

DISPOSITION: Destroy CLASS: OFM

Search Wamam ReCords . .... .ottt ittt i ittrneatatenesnsaeaanan

DESCARIPTION: Those sealed and unsealed files uomalnlng search warrant appilcations,
retums, and other data.

MINIMUM RETENTION PERIOD: Permanent

DISPOSITION: Place in case file if unasaled, place In general purpose criminai case file if
sealed or no charges filed. CLASS: OFR

Security Microfiim (5@ JOUMAls) . ... ....uvciivemineunernnerearaann.
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Software Backup Data ............... Cerveae e

DESCRIPTION: Tapes, disks and punch cards providing backup data which ia revised and
recreated In a rogular cycle.

MINIMUM RETENTION PERICD: 3 cycles

DISPOSITION: Recycle backup media. CLASS: OFM

Special Inquiry Records . . ... et

DESCRIPTION: Records of proceadings before Special Inquiry Judge. Restricted-access
record.

MINIMUM RETENTION PERIOD: Permanent

DISFOSITION: Destroy after transfer to any approvad alternative storage medium.  CLASS: OPR

Supportledger ................. e eacacanaaar e

DESCHIPTION: Bound volumes, cards or microfiche showing from whom child support
payments are received, dates and to whom funds are disbursed.

MINIMUM RETENTION PERICD: Pesrmanent

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

DESCRIPTION: May be discontinued record; replaced by civil case file. |File foldar(e)
containing all papers filed in a delinquent real estate tax case. The documents in the falder
have been enieradwon the 'SCOMIS systemrora manually prepared docket comfalning s
chronological listing of documents and events,

MINIMUM RETENTION PERIOD: Permanent

DISPOSITION: Destroy after transfer to any approved aiternative storage medium; before
transfer it is recommended that SCOMIS "copy case" (if any} be printed and placed In case
file as the first viewabie document. RCW 38.23.065. CLASS: QPFI

Tax Wamant Case FleS ... ... .o v vt n e eee ettt e e saaaanns

DESCRIPTION: May be discontinued record; replaced by civil case file. File folder{s)
contalning all papers filed In a delinquent non-real astate tax case. The documents in the
folder have been antered on the SCOMIS system or a manually prepared docket contalning
a chronological listing of documents and events.

MINIMUM RETENTION PERICD: Permanent
DISPOSITION: Destroy after transfer to approved altarnative storage medium; before transfer

it is recommended that SCOMIS "copy case® be printed and placed in case file as the first
viewable document RCW 38.23.065. CLASS: OPR
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Territorial Case Files ..........

DESCRIPTION: Discontinued record. Official record of Washington Territory cases prior to
statshood. '

MINIMUM RETENTION PERICD: Permanent
DISPQSITION: Transfer to State Archives, Regionat Facility. RCW 35.23.085.

CLASS: OPR
Transcripts of Judgment ............ e

DESCRIFTION: May be discontinued record; an index of or copies of judgments filsd with
the Clerk; not to be confused with transcripts from District Court or abstracts from other
Supaeriar Courts. .

MINIMUM RETENTION PERIOD: Permanent

DISPOSITION: Destroy after transfer to approved alternative storage medium has been

verified; before tranafer it is recommended that SCOMIS "copy case® (if any) be printed and
placed In case file as the first viewable decument. CLASS: OFR

Treasurer's Receipts ........... e

DESCRIPTION: Locally determined form for the periodic transmiital of receipts to the County
Treasurer. Usually includes BARS fund and revenue numbers along with cumulative total
of receipta for period. Should contain verification that monies wera transferred to the County
Treasurer,

MINIMUM RETENTION PERIOD: 3 years

DISPOSIFION: pDestroy CLASS: OFM
Trust Fund Balance Registen, "« e o clones bed o o o o s PR

DESCRIPTION: Any pericdic record of trust fund balances, usually containing evidenée of
balance reconciliation.

MINIMUM RETENTION PERIOD: 3 years

DISPOSITION: Destroy CLASS: OFM
Trust Fundledger ................. C e e ea e

DESCRIPTION: The entire record of trust account debits and credits or deposits and
withdrawals,

MINIMUM RETENTION PERIOD: Permanent

DISPOSITION: Destroy after transfer to any approved alternative storage medlum.  CLASS: OPR

Unclaimed Property Reports ......... e

DESCRIPTION: Annual reports made to the Department of Revenus, listing those monies
or items whose owners are unknown or who cannot be located. Original reports of record
with Department of Revenue. -

MINIMUM RETENTION PERIOD: 3 years
DISPOSITION: Destroy CLASS: OPR
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Unpublished/Unopened Deposition (see Depositions, Unpublished/Unopened).
Verbatim Report of Proceedings . ... .«.-ccvuveuriutrieneinrenenanns

- DESCRIPTION: Written transcript of proceedings or stipulated statement prapared for
transmittal to Court of Appeals. The origiral transcript ia docketed in SCOMIS and sent to
the Court of Appeals. A case file may centain ranacripts 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 nct returned from
the appsliate court ’

MINIMUM RETENTION PERIOD: N/A

DISPOSITION: Destroy secondary copies; return unpaid original transcripts to reporter or .
transcriptionist. CLASS: OPR

DESCRIPTION: Office copy of form authorizing or invelcing office or agency for fees owed;
principal copy held by County Auditor.

MINIMUM RETENTION PERIOD: Until completion of State Auditor's Examination Report,

DISPOSITION: Destroy : CLASS: OFM
Witness Attendance Record (see Attendance Records) ........ IEEREET R
wmwsCostBill(seecdaBi|0...... ...... e
Work Orders ..... % ... ob sl . soom o oage o Som. o995 L1 L . . ] .

DESCRIPTION: Office copy of locally determined forma for requesting aarvices of cther
" county agencies 1o perform work in or for the court or clerk; principal copy of form held by
office/agency performing work.

MINIMUM RETENTION PERIOD: Until completion of State Auditor's Examination Report.

DISPOSITION: Destroy . . CLASS: OFM
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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. Howaever, to faciiitate 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:

Abstract of Judgment (as a saparate record sarles) — ses Abslract of Judgment

Bar Association Racords — see Docket, index, Register

Bond Dockets (as a separale record serias) — see Bond Dockets

Book of Lavies, 26e Book of Lavies

Cash Regilstar Joumals (as a separate record serles) — see Cash Register Journals
Chiropodiet Records — see Joumals, Index, Register

Coroner's Racorda — sea Docket

Dey Books — see Dey Books

Dental Racords — see Ragisier

Drugless Healers — see index, Ragisler

Exocution Dockel/Index (as a separaie record series) — see Execution Docket/index, Docket, index
Féa Rdok — aag Faa\Bnak

Grand Juy Records’— =86 Grand Jiify Records

Land Registration Flles/Tomens Act (as & separate record series) — see Land Registration Files {Tommens Ac)
Letter (as a separate records sarias) — ses | eiters of... '

Medical Records — see Index, Register

Mothers Petition, Pension — see Mothers Petition, Pension

Midwives Records — sse index, Rogister

Naturalization Records — sea Naturalization Records

Notary Records — soe Indax, Ragisier

Oid Age Asmsistance Claims — ses Old Age Assistance Claime

Optomety Records — ses index, Regisior

Ordinances and Resolutions — see Ordinances and Resolutions

Ostsopath Recorda — see Index, Register

Secret Joumnals — see Joumals

Tax Case Files (as & separate record series) — see Case Files, Tax Case Files

Tax Warant Case Filos (as a saparate record series) — see Case Files, Tax Warrant Case Fios
Territorial Records — see Case Files, Termitorial Case Files

Tranacript of Judgment {as a separate record series) — see Tranacript of Judgment

County Cle:"k . _ .
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COUNTY CLERK
RECORDS RETENTION SCHEDULE

[ ] NEW RECORD Request

[ ] CHANGE to Existing Record

RECORD (short, concise name)

DESCRIPTION

[ ] ORIGINALS held
[ 1 COPIES held

[ ] DISCONTINUED record, list inclusive dates:

[- ] NEW RECORD (not listed in current schedule)

NAME: ' COUNTY:

PHONE:

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 iocal records custodian:

] Devslop a disaster preparedness plan. A manual of suggestions for this
plan is avallable from the State Archives.

e Contact the State Archives Disaster Recovery Team for advice and

assistance (206-588-1801) 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, dstermine the extent and kinds of damags, and tha 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, damagée incurred, and restoration plan and priority. This record

- should be maintained and kept as a comtrol throughout the recovery process.,
This can be done by file cabinet or sheif unit or by other logical grouping.

5 Arrange for a terhporary storage area if necessary.

8. Arrange for restoration services if necessaly (contact the State Archives dlsaster
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.

County Clerk
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Fire Damage

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

~ Salvage procedure:
1. Remove documents from containers,
2. Gently spread papers out 1o air and inspect the extent of damage.
3. Minimum damage (smoke damage, sooty, lightly charred at edges):
Allow paper to air in an open space.
Clean gently with a soft brush,
Humidify by circulating moist air.

Refile in clean folders.
Replace in new cr restored cabinets.

P00

4. Moderate damaqe (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. 7

c. Refile 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):
Separaie pages. _ _
Remove surface soot or dirt if possible.

Copy, micrefilm or use infra-red photography if necessary.
Discard originals. '

6. Completely destroyed
Discard. Retain record of records destroyed if they can be identified.

aoow
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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 18 THE KEY to recovery of
water damaged records. After 24 hours molding begins and paper fibers begin to bond

between leaves or tur into paper pulp.

1 Drain excessive water from records.

2 Remove additional moisture by biotting with an acid-free paper.

3, Separate/spread papers to dry in a warm, dry, well ventilated rocom.
4. . Flatten while still slightly damp.

5 Fumigate to kil mold spores.

6 Clean with a soft brush to remove dead mold spores,

7 Re-foider in clean folders and refile.

Freezing

ltxis best tophave 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 withi, 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 technigues.

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 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 titied Disaster
Preparedness. |t includes detailed instruction on disaster prevention planning and
recovery techniques. Your regional archivist has a copy of this manuai and can arrange
additional training and consuiltation on this subject with the state conservator.
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o 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 perishabie than the
baked clay tablet, which will not tear or burn and which is not a source of food
for various vermin. Most modern papers are stili considered too perishable, and
many of the new record keeping media are even more perishable. The life span
of almost ail modern recording media is less than one hundred years, with most
having a life of less than tan years. Proper care and treatment can substantially
extend this life span if the records are worth the cost, and the loss of records
from fire and flood can ba 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 affacts 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 emuisions to separate from/the
carrier bases of all photographic media.

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

High humidity and heat procmote 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 paper hence-
accelerating the rate of deterioration.

Light: Radiant energy, panticularly ultraviolet 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 mofecular chains in the cellulose. Long
term exposure to uftraviolet tight will cause fading of photographic dyes and
almost all writing and printing inks.

insects and roderts: 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 suscaptible to rodent damage. Mice, rats and squirrels wili 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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Original 8/93 Page CC-44 Records Retention Manual



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
dsterioration regardless of recording media. It follows thersfore that both
preventive maintenance in storage and recovery of damaged records usually are
concerned with these same problems.

Minimum Storage Specifications

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

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

L] 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 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 piaced 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 an automatic sprinkler system, however,
makes an alarm system to the fire department imperative for suppressing
after hour fires).

e An intrusion afarm system to protect against theft and vandalism.

Avoid As Much As Possible
® Exposure of records to sunlight, strong indirect naturat fight and strong
artificial light, particularly fluorescent light
e High temperature and humidity
] | Frequent variations in temperafure and humidity
) Dust and chemical vapors
@ Wood, coal or gas-burning heaters
County Clerk
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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 avidence 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 Clympia.
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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 40.14.07G 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 "List of Effestive 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 State of-
Washington. The COUNTY CLERK GENERAL RECORDS RETENTION SCHEDULE
consilitutes continuing authority for the disposition of public records identified
therein which are held by any County Clerk.

DBestruction authorization, references~for any-record=or series to be
destroyed shall cite the CC~ page number and date of the page number on which
the record or series appears within/ the COUNTY CLERX RECORDS RETENTION
SCHEDULE. :

Signed in Olympia, Washingion,
this the __]st day of _September , 1993 .

For the State Archivist;
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' Introduction

All government records are important in that government, by its very nature,
affects many facets of the life of a community and its citizens. Some records are
of passing or very temporary interest to 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 preserve ali records within your office as propeity of the siate of Washingion.
This manuat deals with ths “pressived, stored, transferred, desiroyed or
disposed of* portion of RCW 40.14.020. ft 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 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 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. It 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, it does not list
many discontinued records, nor can it anticipate afi 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 titte. County Clerks may from
time to time feel that they have records which do not fit 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. Specific guidance concerning those records shouid be sought from
the Secretary of State, the State Archivist, the servicing Regional Facility of the
State Archives, from professional assoclations and other local records custodians.
Forms to request the addition 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 shail be, and remain, the
property of the agency. Qutgoing 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 not be
placed in the custody of any other person or agency, public or private, or
released to individuais except for disposition pursuant to law or as otherwise
provided by law. RCW 40.14,070

Disposition of pblic [records:Public fecords)may be gdestroyed-or transierred
‘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 government records. RCW 40.14.070

Local Records Retertion 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
therecn 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
Committea, RCW 40,14.070 _
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Use of microfilm: Microfim 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 originais. RCW 40.20.020, 5.46.010
[See also, "Microfilm* section in this manual.]

Authority to transfer records to the State Archives: Instead of being retained
permanently by the agency, records designated as 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 lllegai to transfer public
records to private persons or organizations or to depositories not designated by
the State Archivist. RCW 40.14.070

Methods of records destruction: The primary objective of destruction is to reduce
obsolete records to an illegible form. Burming, pulping and shredding are
considered to be the most effective methods, the latter two frequently done in
conjunction with recycling. It is reCcommended 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 administration case file, for indexing/docketing
and preservation. Records which are t0 be recycled may be taken to a recycting
tacility, 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
locat records management office.
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Affidavit of Records Destruction
Sample

l, , acting as an agent of (County Clerk) .
hereby witness 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, nat destroyed); after microfilming, per CC-25 of 8/93.

Destruction executed by: (method)

on {date)

Signature of County Clerk or designee:

Signature of Agent:

Destruction Log
Sampie
Record Series Inclusive Dates 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 o . .

: : County Clerk
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Records Management Division

Records Destruction Notice
- and Destruction Transmittal

INSTRUCTIONS: 1.  Complete the following form with the appropriate information.
2. Each records series title must be typed exactly as it is found on the County Clerk

Retention Schedule.

3. Please type this form and return completed formto Records Management Division.

Department COUNTY CLERK | Department Head

Date Submitted

110 | Case files: Criminal - 85-1-00217-5 to 85-1-00260-4 5/31/85 to CC-25 f Original 8/
(Active, not destroyed: 85-1-00218-8, 85-1-00221-3) 6/24/85 (Microfilmed)
111 | Case files: Criminal - 85-1-00261-2 to 85-1-00306-6 7110/85 to . _
{Active, not destroyed: 85-1-00266-3) 7/23/85
Destruction Witnessed By
D Approved
Depariment Head Date Method of Destruction
[l Approved, as amended
[ ot approved Records Manager Date 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 reguiates the disposition of all records generated
by state and local government agencies.

Technical Assistance

The Division provides state and local agencies technical assistance in complying
with 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, | racords and recording media
storage standards. i :

Microfilm and Documemnt Conservation Services

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 addition the
division provides both state and local agencies with security 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 inciude microfilm services,
records center facilities, archives and historical research, and the document
conservation lab.

County Clerk
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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 revarse). Warking 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 preblems. Counties served within each regional jurisdiction -
are indicated on the map which foliows.

CENTRAL: NORTHWEST:

cfo History Department Washington State Archives

Central Washington University Westarn Washington Univarsity

Ellensburg, Washington 98926 Bellingham, Washingion 98225-9123

(509) 983-2136 or SCAN 453-2136 . (206) 650-3125 or SCAN 532-3125

FAX (509) 963-1753 ar SCAN 453-1753 FAX (208) 650-3323 or SCAN 532-3323

TIMOTHY ECKERT JAMES MOORE

PUGET SOUND: EASTERN:

Sunset Activity Center JFK Library N1584

1809 South 140th Street Eastern Washingtan Univarsity

Seattle, Washington 98168-3710 Chaney, Washington 99004-2495

(206) 764-4276 or SCAN 443-4276 (509) 359-6900 or SCAN 353-650¢

MICHAEL SAUNDERS FAX {508) 359-6456 or SCAN 353-6456
RIGHARD-HOBBS

SOUTHWEST:

1120 Washington Street SE
Olympla Washington, 98504-0238
(206) 753-1684 or SCAN 234-1684
WAYNE LAWSON

Special Service Telephone Numbers

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

Microfilm Services . ................ (206) 586-6232 or SCAN 3216232
Document Conservation Services . . . . .. {206) 753-1801 ar SCAN 234-1801
State or Deputy Archivist ............ (2086} 753-5488 or SCAN 234-5485
Archival Research .. ................ (206) 586-1492 or SCAN 321-1492
Records Disaster Recqvery Hotline .... {206) 753-1801 or SCAN 234-1801 .

Note: Afer hours, weekends and holidays, calling the -1801 number will provide you
with an emergency referral number that will put you in contact with the disaster recovery

assistance coordinator.
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Transfer of Records to State Archives Regional Facility

Oniy 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 consuited the Regicnal 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 appraisai and transfer guidance from the Regional Archivist,

"Approved Alterative Storage Medium®

Many of the "disposition” listings in this document direct the County Clerk to
destroy the record "after transfer to any approved alternative storage medium."
Any approved altemative 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 destrayed or transferred to the
Regional Archives Facility until the microfilm or other approved afternative storage
medium has been checked for compieteness 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 aiternative storage medium.

Microfilm
its Usa 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 vaiue.

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 spacialist is not available for this purpose then at ieast
request more than one vendor analysis and proposal.

Legal Status of Microfilm

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,

County Clerk : - _
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State Aml‘tivy‘st'sCeﬂiiceﬁon

The office of the State Archivist maintains a certification program for those local
governments which wish to establish local microfiim facliities. 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.

MicmﬁlmStandar_ds

The State Archives will determine if a proposed microfiim service or system will
meet state microfilm standards and will also adviss you of any other 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 setvice vendors of their need to meet those
standards. The standards manual is available upon request from the State
Archives, '

Microfilm Services

Because of quality control, technical problems and higher investrment 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.

Microfiiming semvices jcan jba-obiained-from=the Division=-of: ArchivesyMiercfilm
Services Bureausgr from commercial-microfilm service bureaus ceriified-by the
State Archivisti, A list of certified service bureats is available from the State
Microfiim Service Bureau.

State Microfilm Service Bureau

The Division of Archives Microfilm Service Bureau offers a full range of services
for 16, 35, and 10sMM microfilm systems. These include source document
microfilming, film development and inspection, diazo and silver film duplicating,
film cleaning and unitizing. In addition the Bureau will provide systems and cost
benefit analyses, and cost estimates on request.

Security Microfilm Storage

A valid method of protecting public recerds 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 microfilm for local government and has
traditionally stared 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 transfer of microfilm from agencies to
archival custady 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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Microfilm Quality Control

Userthe original silver halide negative film for security only; do not jacketize 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 jacketizing, as it is less subject to
abrasion.

Use guide shests at beginning and ending of roll, file break targets on all roll fitm.

Use the standard resoiution test target. Require that density and resolution
readings be posted on ali film containers. Ensure that density, resoiution and
cther film standards are met. Inspect alt film produced and re;ect film that does
not meet standards.

Label sach 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. Coples of those standards are available from the Division of
Archives and Records Management.

County Clerk
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Machine Readable Records

Modern organizations are rapidly automating their information systems. An
increasing proportion of their records are computerized, resulting in a growing
body of electronic ormachine 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 Clerk Retention Schedule, herein.

Master files containing the data itself, for some kinds of records, are described
in the general schedute and are chiefly limited, at the present, to office
administration, SCOMIS and accounting records. Court reparter 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 the required life cycle of the information (record
serieg) or the information converted imo another medium such as hard copy
printout, or better, computer cutput microfiim. '
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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 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 percertage 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 theelectronic 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 effective
method of outputting large files is by computer output microfilm (COM).

4, When machine readable data must be preserved an magnetic media for
long periods, consider converting it to a hardware and socftware
independent form so that it can be regenerated on any computer, using
a simple program. For example, a data base fila 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 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 contrals.
Archival copies should be ‘write-protected® to prevent aleration 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 either
transferred io 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
ultimate 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
Facility and for identifying archival and historically valuable records is one of
collaboration betweerythe regional archivist-and the"County Cleri-Courty Clarks
are urged to confer with the.regional-archivist for.suggestions and -direction
regarding the identification of records. having\historical.or.archival value and
befora transierring 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. Appendix A contains an outline of basic steps that shouid 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 Appendix B.
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Clerk of the Superior Court

General Records Retention Schedule
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Records Retention Schedule
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Abandoned or Unclaimed I?roberly Reports .................. e

DESCRIPTION: Office copy of Report of Unciaimed .or Abandoned Property sent to the

Department of Revenue or unciaimed and undeliverable restitution transmitted in accordance
| with RCW 7.68.290. Reference to surrender to Department cf Revenue shouid be recorded
| ‘ in case file. Does not include exhibits.

MINIMUM RETENTION PERIOD: 3 years

! DISPOSITION: Destroy CLASS: OFM

Abstractof Judgment . . ............ e re et eaeet et

DESCRIPTION: May ba disesntinuad record; replaced by civil casa file, Officlal

documentetion of Suparior Court proceadings and filings. May include sealed documents,
published depositions and exhibits.

MINIMUM RETENTICN PERIOD: Permanent
DISPOSITION: Destroy after transfer to any approved alternative storage medlum; before

transfer it is recommended that SCOMIS "copy case® (if any) be printed and placed in case
file as the first viewable document, ' CLASS: OPR

' Account Reconciliation Records . .......... e e

DESCRIPTION: Locally prepared report indicating reconclliation of bank statements with
check registers and/or account tedgers. .

MINIMUM RETENTION PERICD: 3 years

DISPOSITION: Destroy CLASS: OPR

Accounting Comespondence . .............cciiiiieeiiteninaaaaaan,

DESCRIPTION: Accounting related correspéndence notincluded In case flle or other record.
MINIMUM RETENTION PERIOD: 3 years

DISPOSITION: Destroy . CLASS: OFM

Administrative Working Files .......... chetesesuauacanannn catasann,

DESCRIPTION: Usually topical files containing correspondence and data relating to the
particulartopic, Usually invelves procedure, peoiicy, personnel and management information.

MINIMUM RETENTION PERIOD: 2 years
DISPOSITION: it is recommended that working files remain in the office as long as the topic

of the file ia effective and for so long as it is or may be Important to preserve a history of the
tople. ’ CLASS: OFM

Annuai Reportto OAC .............. .. ..... f e e aaeraen .

DESCRIPTION: Office copy of a formel annual statistical reportto Office of the Adminls’(ratér
for the Courts (OAC).

MINIMUM RETENTION PERIQD: Until publication in (';)AC'S annual report

DISPOSITION: Destroy. CLASS: CFM

County Clerk
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DESCRIPTION: Any repert, whether raquired or optional, lssued by the office which provides
an official review of the previous year's activities.

MINIMUM RETENTION PERIOD: 3 years

DISPOSITION: Destroy. CLASS: OFM

Arbitration Files ..........  n et e et et e e na et

DESCRIPTION: Any data pertaining to a county's mandatory arbitration, to the extent that
the data within the arbitration file are not made a part of the case file.

MINIMUM RETENTION PERIQD: Until time for filing appeal from arbfiration award has
expired.

DISPOSITION: Destroy © CLASS: OPR

Attendance Record ......... s M emEsEr et e et ettt e

DESCRIPTION: Office record of juror daily attendance, mileege and reimbursable expenses,
used to prepare cost bill for juror payments.

MINIMUM RETENTION PERIOD: 3 years
DISPOSITION: Destroy CLASS: OFR

WITNESS DESCRIPTION: - Office record of witness daily attendance, mlieage and
reimbursable expenses, ussd to praparecost billfor withass payments:

MINIMUM WITNESS PERIOD: Until placed in case file.

WITNESS RECORD DISPCSITION; Place in case fils or any approved allernative sterage
madium. CLASS: OPR

Automatic Acéount Reconciliation Records .. .- ........ et et enn e

DESCRIPTION: Any -automaticaity prepared reconciliation of bank statements, check
registers and/or account ledgers. . ‘

MINIMUM RETENTION PERIOD: 3 years

D!SPOSI'ﬁON: Destroy CLASS: OFR

Bank Statements . ....... ittt iit i erenceannsaansnnonsnasen

DESCRIFTION: Includes canceled checke and record of debits and credits for dally and
_inveatment socounts.

MINIMUM RETENTION PERIOD: 3 ysars

DISPOSITION: Destroy ' CLASS: OPR
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DESCRIPTION: May be a discontinued record; replaced by SCOMIS docket entry; hard
copy in case file, May have bean bound volumes containing the criginal or copies of bonds
filed by administrators, guardians and executors as security coples of bonds in case files.
See ajso "Cfficial Bond Regiater* for county officials’ bonds.

MINIMUM RETENTION PERIOD: Permanent

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

DESCRIPTION: May be a discontinued record; Probably included post-jucdgment execution
documants and avernis. . .

MINIMUM RETENTION PERIOD: Permanent

DISPOSITION: Transfer to State Archives, Regional Facility, after transfer to any approved
alternative storage medium. CLASS: OPR

DESCRIPTION: The cffice copy of the officially adopted budget, aubmittad to exescutive
and/or legisiative branch of county government.

MINIMUM RETENTION PERIOD: Until auperseded by new budgst

DISPOSITION: Destroy 7 CLASS: OFM
Budget & Estimated Revenue Projections | .. 5. ........ YRR

. : DESCRIPTICN:"The office copy of projections of fevenue and expenditures submitted to
1 county governing body.

MINIMUM RETENTION PERIOD: 3 years

DISPOSITION: Destroy CLASS: OFM

DESCRIPTION: Officlal documentation of Superior Court procesdings and fllinge. May
include sealed documents, published depositions and exhibits.

PUBLIC ACCESS RECORDS INCLUDE: Adult criminal, ofvil, domestic, probate, |uvenile
offender after 1978, tax warrant, tax case, tarritorial, territorial district court case files. See,
also, "Tax Casae Files," Tax Warrant Case Flles,” "Tarritorial Caas Filea® and *Territorial District
Court Case Files." Accese to files or individual documenta may be restricted by court order.

RESTRICTED-ACCESS RECORDS INCLUDE: Paternity, adoption, involuntary (mentai)
commitment, Juvenile dependencyftermination of parental rights, juvenile offender prior to
1978, family court case files.

MINIMUM RETENTION PERIOD: Permanent

DISPOSITION: Some may be archival or historically vaiuable; 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 case file as the first viewable document. RCW 36.23.065. CLASS: OPR
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DESCRIPTION: May be discontinued record; locally maintained list of recsipts andfor
disbursements, which may be replaced by Recaipt Reporting System (RRS) record of
recoipts and/or disbursements.

MINIMUM RETENTION PERIOD: 3 ysars

DISPOSITION: Destroy CLASS: OFR

Cash Register Adjustments Summary ... ... Benesasiiaiitctiateatanans

DESCRIPTION: Any racord reflacting details of any adjustments made to any automatad or
manual sccounting records. Includes Receipt Reporting System (RRS) and any successor
system’s report reflecting all cash register adjustments made for each accounting day. If all
adjustments are included in Jounal Detail Report, this record may be deleted and only the
Journal Detail Report retained,

MINIMUM RETENTION PERIOD: 3 years

DISPOSITION: Destroy : CLASS: OFM

Cash Register Backup Diskettes .. .......... ..o iiiicninninnncanans

DESCRIPTION: Daily backups of automated accounting computer, includes Receipt
Heporting System and successor systems.

MINIMUM RETENTION PERIOD: 3 cycles

DISPOSITION:" Reuse CLASS: OFM

Cash Register Daily Detail Reports™". ... .. .7, .. a1

DESCRIPTION: Record of every detall of every iransaction for each accounting day. May
Include Raceipt Reporting System-generated reports, its successor system or other similarty
maintained records.

MINIMUM RETENTION PERIOD: 3 ysars

DISPOSITION: Destroy CLASS: QPR
Cash Register Joumnals ..... s st it teetaeeeeeas ettt Ceteeaan

DESCRIPTION: May be discontinued record; replaced by Receipt Reporting System (RRS)
Journai Detall Report. Any other periodic non-ARS dally financial transaction recapitulation.

MINIMUM RETENTION PERIOD: 3 years

DISPOSITION: Destroy CLASS: OPR

County Clerk
Original 8/93 , Page CC-26 Records Retention Manual



Cash Register Revenue Account Distribution Summary ........... e,

DESCRIPTION: Any daily or other regularly compiled summary reffecting the distribution of
receipts Into revenue reporting codes, including BARS/ARMS standard Washington revenue
codes and any successor or local revenue distribution methed. tncludes Recsipt Reporting
System (RRS) or successor system report reflacting distribution of receipta Into various
county and state funds, by revenue code, This record must be prasarvad as a separate
record as long as Individual countles have 1he abliity to alter the BARS/ARMS distribution
tables.

MINIMUM RETENTION PERIOD: 3 years

DISPOSITION: Destroy CLASS: OFM

CashRegister Tapes ...........ccvvvvrnnnn. e,

DESCRIPTION: Oifice copy of receipis given io payers.
MINIMUM RETENTION PERIOD: 3 years,

DISPOSITION: Destroy. ' CLASS: OFM

Check Registers ........... T T S

DESCRIPTION: Ledger showing deposits and withdrawals in Clerk's or other checking
and/for invootmem accounts.

MlNIMUM RETENTION PERIOD: 3 years

DISPOSITION: Destroy. CLASS: OFM

Checks,canpeled............ ................. A

DESCRIPTION: Clerk's bank checks returned by bank oncs negotiated by payee.
"MINIMUM RETENTION PERICD: 3 years

DISPOSITION: Destroy CLASS: OPR

- Clerk’s Minute Book .. ... f et e eeamee et e

DESCRIPTION: Separate collection of clerk’s notes of proceedings if not originally placed
in case fila. May be minutes recorded on court calendars, bound and retained without
transter to case file,

MINIMUM RETENTION PERIOD: Permanent
OISPOSITION: Destroy after transfer to approved alternative. storage madium has been

verified; before transfer it ia recommended that SCOMIS ‘copy case* be printed and placed
in case file as the first viewable document. CLASS: OPR
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DESCRIFTION: Writtan statement of terms of agreement between office and anotier office,
agency or individual; AKA: Agreements

MINIMUM RETENTION PERIOD: 1 year after termination

DISPOSITION: Destroy CLASS: OFM
Correspondence, general (See Administrative Working Files) ..............
CostBill .........civ it ot h i aaeeererrrrreaeaanaeann

JUROR COST BILL DESCRIFTION: Any records used 1o compute paymants cwed to jurars.
includes per diem, mileage and any other reimbursable expenses.

MINIMUM JUROR COST BILL PERIOD: 3 years
JUROR CCST BILL DISPOSITION: Destroy _CLASS: OPR

WITNESS COST BILL DESCRIPTION: That claim for witnese fees, mileage, per diem and
any other reimbursable expenses, approved by the court.

MINIMUM WITNESS COST BILL PERIOD; Until placed in case fils or trangferred to any
approved alternative storage medium,

WITNESS COST BILL DISPOSITION: Place in case file or any approved alternative storage
medium. CLASS: OPFR

Court Calendars . ... E..0.0.. 0 L. ..1..5.C.%.0... 1. NL...B..

DESCRIPTION: Schedule of proceedings held in Superior Court. if used for Clerk’s minutes,
ses "Clerk's Minutes" record,

MINIMUM RETENTION PERIOD: 1 menth

DISPOSITION: Destroy CLASS: OFM

Court Reporter/Recorder Notes/Tapes/Diskettes ...................... .

DESCRIPTION: Paperrecord or approved electronic storage of record of court proceadings,
including audio and video records. -

MINIMUM RETENTION PERIOD, CML: Torminaﬂon of case + 6 years.

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

DISPOSITION: Destroy per RCW 36.23.070. CLASS: OPR
Daily Microfilm, Dafy Recordings (see Joumals) .......... et rareasienaraaes
DayBooks ........... f ettt e aaaraasssenaaat e Caees

DESCRIPTION: May be discontinued record; locally maintained unofficial diary.
MINIMUM RETENTION PERIOD: Parmanent

DISPOSITION: Transfer to State Archives, Regional Facility. CLASS: OFM
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DepositSlips .............. feeeea. e eeaiiiaaa e

DESCRIPTION: Record of bank or savings institution deposit transactions
MINIMUM AETENTION FERIOD: 3 years

DISPOSITION: Destroy ‘ CLASS: OPR

Depositions, Unpublished/Unopened .............. s

DESCRIPTION: Dlscontinued record as of 9/89.
MINIMUM RETENTION PERIOD: 60 days with court order or 6 years after final judgment.

DISPOSITION: Release or destroy.
Dike District Files . .. ... ... .. .. i i i i i it eennrannnns

DESCRIPTION: May be filed in Clvil files series. Court ordera establishing Dika Districts,
compensation for lands and appoirtment of Commissioners.

MINIMUM RETENTION PERIOD: Permanent

DISPOSITION: Destroy after transfer to any approved aftemative storage medium.  CLASS: OPR
Diking & Drainage District Joumals ......... cee

DESCRIPTION: Mey be discontinued record; chronological listing of documents and events
periaining to a particular Dike or Drainage District.

MINIMUM-RETENTION PERIOD: Parmanent

DISPOSITION; Transfer 1o State Archives, Regional Facility, after transfer to any approved
afternative storage medium, - : CLASS: OFM

--------------------------------------------------------

DESCRIPTION: Variousty used to describe alphabetic or numerical listing of cases,
chronology of events within particular cases and the schedule of cases heard during a
particular span of time. Generally replaced by SCOMIS index and docketing. Ses, also,
"Court Calendars." May be opert andfor restricted-access records,

PUBLIC ACCESS RECCRDS INCLUDE: Adult criminal, civil, domestic, probate, juvenile -
offender filed on or after July 1, 1978, judgment or execution, tax warrant, tax, coroners, civil
appeals, civil, bond, criminal appeal and trial dockets, Access to files or documents may be
restricted by court order, ' :
RESTRICTED-ACCESS RECORDS INCLUDE: Paternity, adoption, involuntary {mental
commitment, jtivenile depandency/termination of parental rights, juvenile offender filed on
or before June 30,1978, famlly court dockets.

MINIMUM RETENTION PERIOD: Permanant

DISPOSITION: Destroy after transfer to any approved altemative storage medium.  CLASS: OPR
DISCONTINUED DOCKET SERIES: Coroners, bar dockets.

MINIMUM RETENTION PERIOD: Not appiicable.
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Employment Applications ........ cheiaaaaaesaaaaaas e e

DESCRIFTION: Written record of professional and.bicgraphical data submitted by job
applicants. Original applications may be held by central personnel office within county.

MINIMUM RETENTION PERIOD: 90 days from hire date; however, application of parson
hired becomes part of employes’s parmanent record, may be held by central personnel
office,

DISPOSITION: Destroy "CLASS: OFM

ExecutionDocket/Index ..........covverivennanen. e e e

DESCRIPTION: May be discontinued record; repiaced by SCOMIS docket entry; hard copy
in caso fils. Chronclogical and/or alphabcllc listing of judgments and post-judgment
decuments and evants.

MINIMUM RETENTION PERIOD: Permanent
DISPOSITION: Desﬂoy after transfer to approved alternative storage medium has been

veritied; before transfer it Is recommendaed that SCOMIS 'oopy case" be printed and placed
in case file aa the first viewable document. CLASS: OPR

CIVIL EXHIBITS DESCRIPTION: May include unpublished depesitiona and civil exhibite
marked but not offered, marked but rejected and those admitted, tranacripts and exhibits
included in appeals from lower courts and administrative agencies. Does not include
published depcsitions, as thay are part of the case fils,

MINIMUM RETENTION\CIVIL PERIOD: |60 days with court order or 6 years after final
judgmant.

CRIMINAL EXHIBITS DESCRIPTION: May include unpublished depositions and criminal
exhibits marked but not offered, marked but rejected and those admitted. Does not inciude
published depesitions, as they are part of the case file.

MINIMUM RETENTION CRIMINAL PERICD: 60 days wilh court order or & years after final
judgment. RCW 36.23.070

CiVIL & CRIMINAL EXHIBITS DISPOSITION: Releass or destroy. RCW 36.23.070,
£3.40.010. CLASS: OPR

DESCRIPTION: May be discontinued record. Locally maintained list of receipts and/or
disbursements; replaced by RRS Joumal Detail Report and/or check registers.

MINIMUM RETENTION PERICD: 3 years

CISPOSITION: Deatroy CLASS: OPR

Fee Transmittals ............... .......... e

DESCRIPTION: Office copy of or summary of pericdic financial transactions transmitted to
County Treasurer; prin_cipal transmittal held by County Treasurer.

MINIMUM RETENTION PERICD: 3 years

DISPOSITION: Destroy ' . CLASS: OFM
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GrandJuryRecords . . ............... ... vvinann e

DESCRIPTION: May be discontinued recerd; records pertaining to matters bofore any grand
Jury, may be sesled or uneealed,

MINIMUM RETENTION PERIOD: Permanent

DISPOSITION: Dastroy after transfer to any approved alternative storage medium.  CLASS: OFR

index ....... Cereseranecnaaan e ieaanaas et raaia e seananaeeenan

DESCRIPTION: Variously used {o describe alphabetic listing of cases or persons. Generally
replaced by SCOMIS index. May be open and/or restricted-access records.

PUBLIC ACCESS RECORDS INCLUDE: Adult criminal, civil, domestic, probate, juvenile

offsnder filad on or after July 1, 1978, judgment or axecution, tax warrant, tax, assignees,

bar, dental, midwives, drugless healers, catacpaths, chiropediats, medical, netary, bonds of

county officlals, optometry, powers of attorney, recerds of wills and attorneys indices.
RESTRICTED-ACCESS RECORDS INCLUDE: Paternity, adoption, involuntary (mertal)
commitment, juvenile dependency/termination of parental rights, ;uvenlle offender filed on

or before Juna 30, 1978, family court dockets,

MINIMUM RETENTICN PERICD: Permanent

DISPOSITION: Destroy sfter transfer to any approved alternative storage medium.  CLASS: OPR

DISCONTINUED INDEX SERIES: Bar, dentai, midwives, .drugtm healera, osteopaths,
chiropodists, medical and optometry.

MINIMUM RETENTION PERIOD: Permanent.

DISPOSITION: Destroy afteriransfer io any appreved alternative storage medium.
DISCONTINUED INDEX SERIES: Notary |

MINIMUM RETENTION PERICD: Not applicable

DISPOSITION: Transfer to State Depariment of Licensing.

DESCRIPTION: Officlal published deacription of duties and required skills/education for a
specific staff position within a county office or offices. Official, current and superseded job
descriptions may/shouid be retained by a central personnel office.

MINIMUM RETENTION PERIOD: Until suparseded

DISPOSITION: Destroy - , CLASS: OFM
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DESCRIPTION: Variously usad to describe chronclogical listing of documents and events
in particular cases, Generally replaced by SCOMIS docket. May be open and/or restricled-
access records. Also inciudes “dally microfilm® er "sacurity microfilm* of documents as the
‘journal® requirad of ACW 36.23.030.

PUBLIC ACCESS RECORDS INCLUDE: Aduit criminal, civil, domestic, probats, juvenile
offender filed on or after July 1, 1978, judgment or executlon, tax warrant and tax case

jeurnals.

RESTRICTED-ACCESS RECORDS INCLUDE: Paternity, adoption, involuntary (mental
commitment, juvenile dependency/termination of parental rights, juveniie offender filed on
or betore ,June 30, 1978, and family court case journals,

MINIMUM RETENTION PERICD: Permanent

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

Juror Attendance Record (see Attendance Records) ....................
Juror CostBill (see CostBilf) ......... ..., ceaearaaaaa
Jurylist. ... ............... C e saEaseaaaaaaaseaas e

MASTER LIST DESCRIPTION: List of all persons eligibie to serve as jurors who have been
randomly selected for the jury pooi.

MINIMUM RETENTION MASTER LIST PERIOD: Until luperlodoci

TERM LIST DESCRIPTION: | List of all prospective jurars for a padicular jury.term, randomly.
solected from the jury master list  AKA *venire.”

MINIMUM RETENTION TERM LIST PERICD: Until end of tarm.

DISPOSITION: Destroy . CLASS: OFM

Land Registration Files (Torens Act) ........................ ceeeeees

DESCRIPTION: May be discontinued record; may be replaced by civil case file; foldar(s)
containing all papers filed in a land registrationftorrens case. .

MINIMUM RETENTION PERIOD: Permanent

DISPCSITION: Destroy after transfer to any approved aiternative storage medium.  CLASS: OPR

MINIMUM RETENTION PERIOD: Permanent

DISPOSITION: Place in case file or destroy after transfer to any approved alternative storage

medium, ) CLASS: OFM
Microfilm, Daily or "Security” (see Journals) .......................... .
County Clerk
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Monthly Reportto OAC . ................. e e e

DESCRIPTION: Office copy of monthly statistical repart to Office of the Administrator for the
Courts (CAC).

MINIMUM RETENTION PERIOD: Untit publication in Office of the Administrator for the
Courts (OAC)'s annual report. : ’

DISPOSITION: Destroy : CLASS: OFM
Mother's Petition/Pension ..... S e eeeeaeasaveras e .

DESCRIPTION: Discontinued record.
MINIMUM RETENTION PERIOD: Permanent

DISPOSITION: Transfer to State Archives, Reglonal Facility. . ] CLASS: OPR
Naturalization Records . .......... e asen e e

DESCRIPTION: Various types of naturalization-related records, inciuding declarations of
intentions, delayed birth files, naturaiization affidavits, notifications of application for
admission to U.S. citizenship, ordersfixing naturalization terms, petitions & recorda, petitions,
raceipts for certificates of citizenahip, record of final decrees of citizenship and record of
petitions docksts. May be discontinued.

- MINIMUM RETENTION PERIOD: Permanent

DISPOSITION: Transfor to State Archives, Regional Facility. CLASS: OPR
Qaths: Baililf, Court.Reporter, Court Commissioner, & Others . . .......... ..

DESCRIPTION: Oaths signed as part of position. Similar to oaths signed by deputies to .
other elected officials. May be a part of a miscellaneous SCOMIS (eivil) file,

MINIMUM RETENTION PERIOD: 1 year after termination

DISPOSITION: Destroy : : CLASS: OPR

DESCRIPTION: File containing official bonds of county officials; may include junior taxing
district officials' bonds; Clerk's bond is recorded in County Auditor's Office and filed in
Treasurer's Office,

MINIMUM RETENTION PERIOD: Permanent

DISPOSITION: Destroy after transfer to any approved alternative storage medium,  CLASS: OPR

Old Age AsSistance Claims . ..............c.oueeirennnivennnennannns

DESCRIPTION: Discontinued record. Records containing chronological listing of documents
pertaining to requests for financial assistance for elderly persons.

MINIMUM RETENTION PERIOD: Permanent

DISPOSITION: Transfer to State Archives, Regional Facility. CLASS: OPR

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



One-Party ConsentFiles ..............cciiiiiiiiieinnnnn.

DESCRIPTION: Those sealed and unsealed wiretap records and reviews of wiretapas, to the
extent that they are not made a part of a case file.

MINIMUM RETENTION PERIOD: Permanent

DISPOSITION: Place in casa flle if unsealed, place in general purpose criminal casa file if
sealed or no charges filed. CLASS: OPR

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

DESCRIPTION: May be discontinued series. Refers to officlal records of county’s legisiative
body, principal copies are held by county legislative body,

MINIMUM RETENTION PERIOD: N/A

DISPOSITION: Transfer any criginals to courty legialative body, destroy secondary copies.
CLASS: OFM

Personnel Files/fRecords ...........civivemmmecnaanan

DESCRIPTION: Files and records for which the office has primary custody. These may
include supervisory flles, disciplinary records, payroll, attendance records and hiring process
documents relating to the particular individual. May include job descriptions, classification
documents and performance evaluations. Payroll records held by ancther office need not
be inciuded. May bs copies of records held by central county personnel office.
MINIMUM RETENTION PERIOD: 3 years after termination of employment

DISPOSITION: Destroy CLASS: OFM

Policy & Procedure Directive .. .. . . . o - - o Poed + tovmnn + o« o mmene +homs

DESCRIPTION: Officlal statements promulgating policies and procedures of the office, |t
is recommended that previous versions of these documents be retained even when
superseded, to document the policy or procedurs in effact at any given time In the past
Countywide policy & procedurs directives may be held and mairtained by other county
offices. : - .

MINIMUM RETENTION PERIOD: Until superseded

DISPOSITION: Destroy : CLASS: OFM

Purchase Orders ............. f et meacsausceseneunaeenaceanan

DESCRIPTION: Formal documentation of official purcheses of squipment, suppiies, etc.
MINIMUM RETENTION PERIOD: Uniil completion of State Auditor's Examination Report.

DISPOSITION: Destroy CLASS: OFM

DESCRIPTION: Records of monias receivad.
MINIMUM RETENTION PERIOD: 3 years

DISPOSITION: Destroy . ’ CLASS: OPR
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DESCRIPTION: Varlously used to describe alphabetic liating of cases or persons. Generally
raplaced by SCOMIS index, May ba open and/or restrictad-acceas records.

PUBLIC ACCESS RECORDS INCLUDE: Adult criminal, civil, domestic, probate, juvenile
offender filed on or after July 1, 1978, judgment or execution, tax warrant, tax, assignees,
bar, dental, midwives, drugless healers, cstecpaths, chiropodists, madical, notary, honds of
county officials, optometry, powers of attorney, records of wills and attorneys indices,

RESTRICTED-ACCESS RECORDS INCLUDE: Patemity, adoption, involuntary {mental)

commitment, juvenile dependency/ftermination of parental rights, ]uvenile offender filed on
or bafore June 30, 1878, and family court dockets.

DISPOSITION: Destroy after transfer to any approved siternative storage medium,  CLASS: OPR

- DISCONTINUED RECORDS SERIES: Bar, dental,midwives, drugless healers, osteopaths,
chiropodists, medical and optometry registers,

DISPOSITION: Transfer to State Archives Regionai Branch.
DISCONTINUED RECORDS SERIES: Notary register.

DISPOSITION: Transfer 1o State Dapartment of Licensing.

DESCRIPTION: Formal requeats for equipment, porlonne'l, supplies, etc.
MINIMUM RETENTION PERIOD:, Until completion of State Auditor's Examination Report.

DISPOSITION:“Dastroy CLASS: OFM_

Revenue Projections ... .............cccavuuuuns e diaanenaa e

DESCRIPTION: Projections of revenue submitted to county govarning body,
MINIMUM RETENTION PERIOD: 1 year

DISPOSITION: Destroy CLASS: OFM

SearchWarrantRecords .......... e e e tasea it e et

DESCRIPTION: Those sealed and unsealed files containing search warrant applications,
returns, and other data.

MINIMUM RETENTION PERIOD: Permanent

DISPOSITION: Place in case file if unseaied, place in general burpou criminal case file if
saaled or no charges filed. CLASS: OPR

Security Microfim (seeJournals) ............... ... . i i,

County Clerk :
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Software Backup Data .................. e e

DESCRIPTION: Tapes, disks and punch cards providing backup data which is revised and
tecreated in & regular cycle, :

MINIMUM RETENTION PERIOD: 3 cycles

DISPOSITION: Recycle backup media. CLASS: OFM

Special Inquiry Records . . . . .

DESCRIPTION: Records of proceedings before Special Inquiry Judge. Restricted-access
racord.

MINIMUM RETENTION PERIOD: Permanent

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

Supportiedger ................

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

MINIMUM RETENTION PERIOD: Pesrmanent

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

Tax Case Files . . . .. [

DESCRIPTION: (May ba discontinusd) record; replaced by civil' case file. Fife folder(s)
containing all papers filed in a delinquent real estate tax case. The documents in the folder
have been entered.on thexSCOMIS systemsor-a manually prepared.docket containing.a
chronological listing of documents and events.

MINIMUM RETENTION PERIOD: Permanent

DISPOSITION: Destroy. after transfer to any approved aiternative storage medium; befcre
transfer it is recommended that SCOMIS *copy case® (if any) he printed and placed in case
file es the first viewable document RCW 38.23.085. CLASS: OPR

TaxWarrant Case Files ................ e e

DESCRIPTION: May be discontinued record; replaced by civil case file, File folder{s)
containing all papera filed in a delinquent non-real estate tax case. The documents in the
folder have besn entered on the SCOMIS system or a manually preparsd docket containing
a chronological listing of documents and svents.

MINIMUM RETENTION PERIOD: Permanent
DISPOSITION: Destroy after transfer to approved altarnative storege medium; before transfer

it ia recommended thet SCOMIS "copy case® be printed and placed in case file as the first
viewable document RCW 36.23.085. CLASS: OPR
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Territorial Case Files ............ e e e et ae e

DESCRIPTION: Discontinued record. Officlal record of Washington Territory cases prior to
statehood.

MINIMUM RETENTION PERIOD: Permanent

DISPOSITION: Transfer to State Archives, Regional Facility. RCW 36.23.085.
CLASS: OPR
Transcriptsofdudgment .............................. e

DESCRIPTION: May be discontinued record; an index of or copies of judgments filed with
the Clark; not to be confused with transcripts from District Court or abetracts from other
Superior Courts.

MINIMUM RETENTION PERIOD: Permanent

DlSPdsmON: Destroy after transfer to approved alternative storage medium has been

varified; before tranafer it is recommended that SCOMIS "copy case* (if any) be printed and
placed In cass file as the first viewable document.. ' CLASS: OPR

Treasurer's Receipts .................... Cereareeaea e

DESCRIPTION: Locally detarminad form for the periodic transmittal of receipts to the County
Treasurer. Usually includes BARS fund and revenue numbers along with cumulative total
of recelpts for period. Should contain verification that moniea wers transferred to the County
Treasurer. '

MINIMUM RETENTION PERIOD: 3 yaars

CISPOSITIQN: y Destroy CLASS: OFM
Trust Fund Balance Register. "+ . v s R bl - - . . . e

DESCRIPTION: Any pericdlc record of trust fund balances, usually containing evidence of
balance reconciliation. ‘

MINIMUM RETENTION PERIOD: 3 years

DISPOSITION: Destroy . CLASS: OFM
TrustFund Ledger . ..ottt ittt i e e

DESCRIPTION: The entire record of trust account debits and credits or deposits and
withdrawals,

MINIMUM RETENTION PERICD: Permanent

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

Unclaimed Property HEpomS . ... .......oeeeueenenneennnsoernnsenss

DESCRIPTION; Annual reports made to the Department of Revenue, listing those monies
or tems whose owners are unknown or who cannot be located. Original reports of record
with Department of Revenue. -

MINIMUM RETENTICN PERIOD: 3 years ‘ .
DISPOSITION: Destroy : CLASS: OPR
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Unpublished/Unopened Deposition (see Depositions, Unpublished/Unopened).
Verbatim Reportof Proceedings .................. ..o ...

DESCRIPTION: Written transcript of proceedings or stipulated statamert prepared for
transmittal to Court of Appeals. The criginal transcript is docketed in SCOMIS and sent to
the Court of Appeals. A casa file may contain transcripts of certain preceedings or portions
of proceedings and become part of the case file. Transcripts or tapes are sent to the
appeliate court and are not kept with the Superior Court cage file and are not returned from
the appeliate court.

MINIMUM RETENTION PERICD: N/A

DISPOSITION: Destroy secondary coples; retum unpaid criginal {ranscripts to reporter or .
transcriptionist. CLASS: OPR

DESCRIPTION: Office copy of form authorizing of Inveicing office or agency for fees owed;
principal copy held by County Auditor,

MINIMUM RETENTION PERIOD: Until completion of State Auditor's Examination Repaort.

DISPOSITION: Destroy CLASS: OFM

Wilness Attendance Record (see Attendance Records) e
Witness CostBill (see CostBill} ............... ... a

Work Orders . ..... % ..... | el aal e Y = 1.. 0. ]..

DESCRIPTION: Office copy of locally determined forms for raquesting services of other
" county agencies to parform work in or for the court or clerk; principal copy of form held by

office/agency performing work.

MINIMUM RETENTION PERIOL: Untll completion of State Audhbr‘s Examinaticn Report.

DISPOSITION: Destroy : CLASS: OFM
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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
sach 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:

Abesiract of Judgment (as a separate record series) — see Absiract of Judgment
Bar Association Recorde — 2ee Dockel, Index, Rogister
Bond Dockets {as a separate record series) — see Bond Dockets
Book of Leviss, see Book of Lavies
Cash Reglster Jounals (as a separate record serles) — see Cash Register Joumals
.Chiropodist Records — ses Joumale, index, Ragister
Coroner's Racords — sea Docket
Dey Books — see Day Books
Dental Records — soe Register
Drugloss Healors — ses Index, Register
Exacution Docket/index (as a saparats record series) — ses Exacution Docket/indax, Docket, index
Fee Book — seo Fee Book
Grand Jury Records — see.Grand.Jury Records
Land Registration Files/Torrens Act (as a separate record seriea)—s'eelandﬁeghtraﬂonFllu(‘l‘oan
Lotter (as & separate records saries) — sao Lotiers of... '
Medical Records — seo Index, Regleter
Mothers Petition, Pension — see Mothers Petition, Pension
Mmmfsuhﬂmm
Naturalization Records — see Naturatization Records
Notary Records — see Index, Registor
Old Age Assistance Clakme — ses Old Age Assistence Claime
Optometry Recorde — see Indax, Register
Ordinances and Resclutions — see Ordinances and Resciutions
Ostoopeth Records — see index, Register
Secret Journals — see Journals A
Tax Case Files (as a separate record serias) — see Case Files, Tax Case Fios
Tax Wamrant Case Files (as a separate record series) — see Case Files, Tax Warant Caso Fllos
_ Territorial Records — see Case Filos, Torritorial Case Files
Tranacript of Judgment (as a separate record series) — see Tranacript of Judgmerd

County Clerk
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COUNTY CLERK
RECORDS RETENTION SCHEDULE

[ ] NEW RECORD Request
[ ] CHANGE to Existing Record

RECORD (short, concise name)

DESCRIPTION

[ ] ORIGINALS held
[ ] COPIES held
[ ] DISCONTINUED record, list inclusive dates:

{1 NEW REGORD (not listed in curent schedule)

NAME: . COUNTY:
PHONE:
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:

L] Develop a disaster preparedness plan. A manuai of suggestions for this
plan is availabie 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 stili active,
necessary for current business and are not duplicated elsewhere should receive
attention first.

3. Prepare @ logical\ plan jof 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, criginal location of
the records, damage incurred, and restoration plan and priority. This record
sheuld 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. Amrange for a terhporary storage area if necessary.

6. Arrange for restoratidn sarvices if necessary (contact the State Archives disaster

' recovery team for advice).

7. Remove damaged records in the order in whfch 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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Records Retention Manual ~ Page CC-41 Criginal 8/93



'Fire Damage

Clossly packed paper burns with difficutty, therefore the damage caused by fire may be
more apparent than real.

Salvage procedure:
1.

2

Remove documents from containers.

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

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

eQanom

Allow paper to air in an open space.
Ciean gently with a soft brush.
Humidify by circulating moist air.
Refile in clean folders.

Replace in new or restored cabinets.

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.

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

pcopopp

Separate pages. . _

Remove surface soot or dirt if possible.

Copy, microfiim or use infra-red photography if necessary.
Discard originals. '

Completeiy destroyed
Discard, Retain record of records destroyed if they can be identified.

Criginal 8/93
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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 beginto bond
between leaves or turn into paper puip.

Salvage procedures:

Drain excessive water from records.

Remove additional moisture by blotting with an acid-free paper.

Separate/spread papers to dry in a warm, dry, well ventilated rcom.
- Flatten while still slightly damp.

Fumigate to kili mold spores.

Clean with a soft brush to remove dead mold spores.

Re-folder in clean folders and refile.

Noahkobn~

Freezing

fthis bestjtorhave the“records deep-frozen i~mmadlate|y. especially If there is a large
volume of damaged-records (mare (than a few cubic| feet}. Amangements for
deep-freezing can be.made with'\.most iocal cold-storage.companies.

Freezing will arrest further damage and allow the treatment of smail 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: 1t 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 titied Disaster
Preparedness. 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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Appen_dix B

Records Storage - Problems and Standards

The most serious mistake in the long history of record keeping may have been
when information bagan to be recorded on substances more perishabie 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 modern recording media is less than one hundred years, with most
having a life of less than ten years, Proper care and treatment can substantially
extend this life span if the records are warth the cost, and the loss of records
from fire and flood can be minimized with reasonable precautions and planning.
Poar storage conditions can cause irreparable damage to records still in use, and
disasters can quickly obliterate masses of records if recovery tachniques are not
quickly applied. '

This section is intended to identily 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 emuisions to separate from the
carrier bases of all photographic media.

Humidity: Humidity by itself, does not harm most recording media including
papers. In fact, without some moisture, paper and some other media, such as
film, [ooses 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 paper hence
accelerating the rate of deterioration.

Light: Radiant energy, particularly ultraviolet light, reacts photochemically with
impurities in paper such as acids, glues, starch and dyes. The product of this
raaction 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 ultraviolet light wili cause fading of photographic dyes and
almost all wrltlng and printing inks.

Insects and rodents: Books and papers, all organic substances, are subject to
attack by many insect pests inciuding silverfish, bookworms, termites, booklice,
cockroaches, and firebrats which feed and thrive on cellulose, leather, glues and
cleth, of which books and paper records are made. These same record materials
are extremely susceptible to rodent damage. Mice, rats and squirrels wiil 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 brittieness 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
concemed with thesa same problems.

Minimum Storage Specifications

. 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 safsty 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 lccal fire department.

] Chemical fire extinguishers placed strategically in file storage areas.
(Note: chemical fire extinguishers may be preferable to water sprinklers
it smalt file rooms due to water damage that often results 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).

L] An intrusion alarm system to protect élgainst 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 humidify
. Frequent variations in temperaiure and humidity
® Dust and chemical vapors
e Wood, coal or gas-burning heaters (
County Clerk
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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 regionai 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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