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INTRODUCTION

This publication supersedes all previous additions of the County Clerk Records
Retention Manual. It contains a revised schedule for the retention of records
commonly held in County Clerk's Offices. This "General Records Retention
Schedule" indicates the minimum amount of time functional groups of records
must be kept in order to satisfy legal requirements and ‘administrative needs.
It also glves County Clerks contmumg dlsposnlon authorlty for the records
described in its listings. . : :

The provisions of the General Records Retentlon Schedule are based on stat- _
utory requirements, experlence and the best information available. = This sched-
ule was first prepared’in-1976 through the cooperation efforts of the: Washington
State Association of County Clerks Records Retention Committee and the Wash-
ington State Archives. .The revised schedule was initiated by the King County
Clerk, edited and formatted by the staff of the State Archives. It has

been ammended, approved and issued under the authority of the State of
Washington's Local Records Committee.

The manual also discusses the concept of "Records Management," legal require-
ments for public records retention and procedures for establishing a continuing
records records retentlon program. '



Section A: . THE PAPERWORK EXPLOSION

I. THE PROBLEM

Our ability to control mformatlon has not kept pace with the capacity
of office and data processmg machines to spew it out.

'FOR EXAMPLE WHO IN YOUR OFFICE KNOWS?

The Total Volume of Records Bemg Held

What Portions Of Those Records Are Active, Inactive Or Obsolete
How Rapidly Your Records Are Expanding

How Many Forms Are Being Used

How Much Time Is Required To Prepare Each Form

How. Many Periodical -Reports Are Created And Who Recelves Them
How Much Time It Takes To Flle, Reference And Re_f11e Records

These are lmportant con51derat1ons. The conditions they relate to
have a.tremendous impact upon your agency's efficiency and success.
Their importance may also be gaugéd by the amount” of money that
the agency has invested in its records.

II. OUR INVESTMENT IN. RECORDS

The costs of records creation, maintenance and storage are not always
apparent. - They are hidden in manhours, Building and equipment expenses.

A. Re€brdd Credtion

Each inth" of file space|contains)up to 160/ pieces| of gorrespondence,
reports or forms. Original correspondence costs a minimum of $4.58

" in professional and clerical time to prepare. That adds up to
$733.00 per inch or $19,000.00 per file drawer! 1

B. Records Maintenance

The average annual cost of filing and retrieval is about $7.80 per
file inch in clerical and supervisory time. 2

C. Records Storage

The average cost of office space is about $10.00 per cubic foot

per year. On that basis, it costs $80.00 per year to house each
letter size four-drawer filing cabinet and $120.00 per year to house
each legal size four-drawer filing cabinet.

Cost estimates were obtained from a study done by the Washington State Department of Licen-
sing in 1976. The figures have been adjusted to reflect 1983 salary levels,

This is a natfonal average estimated in 19707by Management Information Services of Detroit.
The figure is based on a ratio of one clerk for every eleven four-drawer filing cabinets
and has also been updated to reflect 1983 salary levels.

Boeing Afrcraft Corporation - 1975.




II.

As the examples indicate, records keeping costs and records manage-
ment problems come from several different directions. The overall
solution -to the "paperwork explosion" involves the control of a myriad
of factors.

THE SOLUTION RECORDS MANAGEMENT DEFINED

"RECORDS MANAGEMENT" is a general term which encompasses a
number of activities that contribute to the common goal of making .

records keeping easier, more efficient and less costly. These include;

RECORDS RETENTION SCHEDULING

YNON CURRENT RECORDS STORAGE

FILES MANAGEMNET

FORMS MANAGEMENT

MICROGRAPHICS 7

ESSENTIAL RECORDS PROTECTION

COPIER CQNTROL

REPORTS MANAGEMENT

PUBLIC DISCLOSURE

Any or all lof these activities_may be incorporated 1nto a specific
program togmeet| the needs of a particular agency.) The remainder
of this manual deals with the single element of Records Retention
Scheduling. However, the other elements of Records Management
must be considered in developing a complete, effective program.

Further information on any of the topics listed above may be
obtained through your nearest State Archives Regional Branch.



Section B: . RECORDS RETENTION & DISPOSITION

The retention of obsoclete records is an unnecessary expense and a manage-
ment hazzard. Often, such material takes valuable working space and
hinders the use of active records through the crowding .and chaos it can
create. N

The object of a Records Retention- Schedule is to provide for the disposition
of records that bear no further legal obligation or administrative usefulness
by setting up a continuous cycle for rétaining and disposing of each type
of record kept by an agency. It also piovides for: the identification of
historically valuable records which. should be transferred to the nearest
State Archives Regmnal Branch at the end of their adm1mstrat1ve or

legal lives. : .

Whether in the public or the private sector, Recor&s"R‘e"t’entién' Scheduling makes
good management sense. However, thére are also statutory requirements involved.

I. LEGAL REQUIREMENTS

In most states, statutes regulate the retention and disposition of
government records. In Washington State, the PUBLIC RECORDS ACT,
Revised. Code of Washington (RCW) 40.14, is the primary. statement
of public policy on government records. RCW 40.14 and the Washmg-—
ton Administrative Code include the following prov1s1ons

A. Pubhc Records Defined'

The term "Public Records! lapplies to any paper, correspondence,
form,%bound volume, film,\magnetic medium,. drawing or other
doctfent, regardlesgTof form or pHySicdl chatacteristics, that
has. been created. or received by any state or local government
agency during the course. of public business. (RCW 40.14. 010 &
WAC 414-12- -010) . e S o

B. Records As Pubhc ‘Property

All such Public Records shall be and remain the property of
the agency. Outgoing officials and employees must pass such
records on to' their successors. Furthermore, Public Records
shall be preserved, stored, transferred, destroyed and other-
wise managed according to the provisions of RCW 40.14 unless
otherwise provided by law. (WAC 414-12-010)

C. Custody of Public Records

Public records must remain inthe custody of the agency in which
they were originally filed. They shall not be placed in the cus-
tody of any other person or agency, public or private, or released
to individuals except for disposition pursuant to law or as other-
wise provided by law. (RCW 40.14.070 & WAC 414-12-020)




Disposition Of Public Records

Public Records may be destroyed or transferred only in accord
with the instructions and approval of the State of Washington's
LOCAL RECORDS COMMITTEE. (RCW 40.14.070)

Local Records Committee

The State of Washington's Local Records Committee includes the
State Archivist and representatives from the offices of the State
Auditor and State Attorney General. This committee has the
authority to review and approve the disposition of all ‘local gov-
ernment records. (RCW 40.14.070)

Records Retention Schedule

A local government agency .may establish a records control prog-
ram based on a recurring Records Retention Schedule submitted
for the approval of the Local Records Committee on forms provided
by the State Archives. The committee may either approve, veto
or ammend the schedule. Once a Records Retention Schedule is
approved by the Local Records Committee, it gives an agency
authority to dispose of the records listed thereon on a recurring
basis until it is ammended or revised by the committee.

(RCW 40.14.070)

Authorijty, To AdopteGeneral=Records Retention Schedules

The Statejof Washington's LOCAL RECORDS COMMITTEE /may
approve“and issue Records Retention Schedulés which give auth-
ority to like agencies for the disposition of specific types of
commonly held records. These General Records Retention Sched-
ules provide this authority on a recurring basis until such time
as they might be ammended or revised by the committee.

(RCW 40.14.070 & WAC 414-24-050)

The Use of Microfilm

Microfilm copies of Public Records, the completeness and clarity
of which are officially guaranteed, have the legal status as the
paper originals. (RCW 5.46, RCW 36.23.065 & RCW 36. 23 067
(See Appendix E))

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 Branches.
It' is illegal to transfer Public Records to private parties or to
repositories not designated by the State Archivist.

(RCW 40.14.070 & WAC 414-12-030)



J.

Methods of Records Destruction

The primary objective of destruction is to reduce obsolete records,
not eligible for transfer to the custody of the State Archives, to
an illegible condition. Burning, pulping and shredding are con-
sidered to be the most effective records destruction methods.

It is recommended that agencies keep summary logs and compile
certificates or affidavits recording the date and details of destruc-
tion for their future reference. (See Appendix F)

An agency may use either of the two methods described below
to recycle obsolete records.

1. Agency personnel may take records elligible for destruction
to a recycling facility, witness them being pulped or shredded and
fill out a certificate of destruction and the agency's destruc-
tion log.

2. Records elligible for destruction may be released to a recycling
agency under the following conditions.

‘a. _The prompt destruction of the records shall be insured
~ and the ultimate respgnsibility for such destruction shall
continue to be that of the office of record.

b. The rencycling agency shall have in effect, or provide, a
performance bond in the penal sum of 100,000.00 or the
face value of the records being destroyed, whichever is
less.

c. Records shall not be left unattended or unprotected while
% awaiting=destruction,

d. The office of records_shalll obtain and preserve evidence
- of*the"destruction of such ‘records” in"the form of a cert-
ificate from the recycling agency. (WAC 414-24-070 - WAC 414-24-080)

II. RECORDS RETENTION SCHEDULING

A.

What is a Records Retention SC_hedule?

A Records Retention Schedule lists specific types of records
maintained by an agency and the period of time that each type
should be retained. Once a Records Retention Schedule is
approved for an agency by the Local Records Committee, it
serves. as the agency's authorlty to dispose of those specific
types of records on a recurring basis until such time as it
may be revised or ammended.

Basic Elements of a Records Retentlon Schedule

(Also See Appendices C & D)
1. Records Series

Each type of record listed on a Records Retention Schedule

is a Records Series. A Records Series can be defined as

a group of records, perférming a particular function, which is
used as a unit, filed as a unit and can be disposed of as a unit.

2. Rétention Period

Each Records Series listed on a Records Retention Schedule
has a corresponding Retention Period. This is the minimum
amount of time that records in that particular series must
be retained by the agency to meet its legal obligations and
administrative needs

6




Records Classification _ .

For the purpose of determining Retention Periods, Pubhc
Records are divided into two classifications., Whichever
classification the various Records Ser1es held by a Public
agency may fall under, the amounts .of time they are retained
must be accounted for on a Records Retention Schedule or

a General Records Retention Schedule

a.

Official Pubhc Record (OPR)

The class1f1cat10n of Official Pubhc Record apphes to any

' Records Series which serves legal or official proof of an

action, transactlon or agreement., OPR records include
all .original vouchers and .other documents necessary to
isolate and prove the validity of transactions relating to
the receipt, use and dlSpOSltlon of all public property
and public income from all sources; all original contracts
and agreements to which the agency is a party; all orig-
inal fidelity, surety and performance bonds; all original
claims filed against.the agency; all records or documents
required by law to be filed with or kept by the .agency;

~all other records determined by the 'Local. Records Com-
_mittee to be Official Public. Records. Unless otherwise

provided by law, the minimum legal Retention Period for
Official Public Records is 6 years after completion ‘of the
action that they document. : ~

Office F11es ‘and Memoranda (OFM)

The c1a331f1cat10n of Offlce Files and Memoranda applies

to all records not classified as Official Public Records;

all secondary copies of Official Public Records; all docum-
ents and reports. made for the internal administration of
an agency but not required by law to be filed with or
kept by that agency; all other records determined by the
Local Records Committee to be Office Files and Memoranda.

Archival Value .

Each Records Serles ‘which has a permanent historical or
research value beyond its assigned Retention Period will
bear the designations of Archival, Potentially Archival
or Selected Files Potentially Archival. All records from
series which bear these designations should be set asside
for appraisal by State Archives staff and transfer to the
nearest State Archives Regional Branch upon expiratlon
of their Retention Periods.



C.

Other Important Information

1. Location of Primary and Secondary Copies V

The original or przmary copy of a record, especially an
Off1c1a1 Public Record, should usually be retained longer
‘than secondary copies. Therefore, the status of a partic-
" ular Reécords Series as a primary or secondary copy often
has a direct 1mpact on the length of its Retentmn Perlod

2. The Use of Mlcrofﬂm:

The use. of microfilm may also effect the Retention Periods
of certain Records Series because microfilm copies may be
retained as’ substitutes for the paper originals. - The expense
of m1crof1m1ng, in most cases, is justified only when a Rec-
ords Series is extremely voluminous, has a long Retention
Perlod and a high rate of reference

3. Dlsposmon Rematks

The DlSpOSltlon Remarks or’ Remarks Column does not apply
‘to every Records Series. It is used for information that
“clarifies the provisions of a Retention Period, cites special
legal requirements or desxgnatmns of Records Series having
archival value which should be set aside for appraisal and
transfer to the nearest branch, of the: State Archives.

What is a General Records Retentlon Schedule"

‘tion standard and d1sposxtlon authorlty for Records Series com-

A General Records Retention Schédule fulfills all' of the functions
of 4 Records Retention Schedtilelapproved for an individual agency
by they Local Records Committee.y HoWever, a General Schedule

is 1ssued oy the Loecal Records Commlttee to serve as the reten-

monly held by particular types of local government agencies.
Dlsposltlon authority for records not covered by a General Rec-
ords Retention Schedule must be . obtamed separately through
Local Records. Commltte approval of an’ 1nd1v1dual Records Reten-
tion' Schedule. S

The Use and Application of Général Records Retentlon Schedules

1. Formulatxon of Internal Workmg Schedules’

A General Records Retentlon Schedule may be applied directly
to. the disposition. of- the Records. Series it lists. However, it
may- also list Records Series which a partlcular agency does
not. have. _Therefore, an Internal Working “Schedule, which
is restrlcted to -listings that relate specifically to the agency's
holdings, should be abst1acted from the General Records
Retention Schedule.

2. Distribution

The Internal Working Schedule should be broken down into
functional units and distributed to those persons who will

be directly responsible for the disposition of various Records
Series.



F. The Use and Application of Individual Records Retention Schedules

1. Disposition of Records Series Not Covered by the General Retention
Schedule

Those Records Series not covered by the General Records
Retention Schedule should be entered on an SSA-24 "Public
Records Retention Schedule & Destruction Authorization" form
to be submitted for Local Records Committee approval. These
forms. can be obtained from the nearest branch of the State
Archives. Once approved, Individual Records Retention Sched-
ules should be mcorpated in the Internal Workmg Schedule.

2. Reduction of General Records Retentlon Schedule Retentwn Permds

Generally, Retention Periods for Official Public Records are
fixed by law and cannot be reduced. The Retention -Periods
for Office Files and Memoranda are oftén more flexible, If
an agency wishes to have Retention Periods for OFM Records
Series reduced, it should prepare an SSA-24 and submit it
to the Local Records Committee for approval:

PN
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II1. GENERAL RECORDS RETENTION SCHEDULE

The. General Records Retention Schedule constitutes authority -

for any County Clerk's office in the State of Washington .to:-

dispose of the Records Series listed thereon as per their -
assigned Retention Periods. This schedule is issued under
the authority of the State of Washington, Local Records
Committee according to the provisions of Chapter 40.14.070,
of the Revised Code of Washington and Washington Admmls-
trative Code 414:24-050.

PLEASE 'CONTAGT"THE REGIONAL ARCGHIVIST ATP=PHE

NEAREST BRANCH OF THE STATE ARCHIVES BEFORE

APPLYING. THE GENERAL RECORDS RETENTION :SCHED-

ULE TO THE DESTRUCTION OF RECORDS FOR THE FIRST
TIME.




GENERAL RECORDS RETENT!ON SCHEDULE
& DESTRUCTION AUTHORIZATION

SSA.44

M

" REFERENCE: RCW 40.14.070 & WAC 414.24-050 CISFOSITION AUTHORITY NUMBER
_,, CC-1 Pass 1 == 1 wmaces
ST~ ~ESULE VITLE SCHEDULE ARPLICABLE 7O EFFECTiIvE ZTaTE
COERI RECORDS/CASE FILES COUNTY CLERKS DECEMBER 1982
!::_::J‘ RECORDS SERIES TITLE & DESCRIPTION O:F: N H'ECORDS L°c‘:‘°: < RE:-::;::O” dncmive? Mrlli‘:?; DISROSITION/REMARSS
14 COURT CASE FILES OPR} Clerk None Permanent + HMHReference RCW 36.23.065, revised}.
Official documentation of Superior or until 1_981" It }is suggestgd that micro-
Court proceedings and filings for micro- filming of case files be lagged for
the following types of cases. filmed & a sufficient. perlod oi. time after
verified+ final _]udgment to allow for late
CIVIL . fﬂmgs - A microfilm copy shall be
'CRIMINAL retained permanently.
PROBATE Original microfilm sHould be trans-
) ferred to the State Archives and
ADOPTION Records Center for se»urny
DIVORCE/DISSOLUTION |storage.
GUARDIANSHIP *Selected Files Potentially Archival
JUVENILE ISET ASIDE FOR APPRAISAL &
"ITRANSFER TO STATE ARCHIVES.
A
MENTAL ILLNESS REGIONAL BRANCH A
FAMILY COURT AS PER COUNTY CLERK' S ASSOCIATION
TAX JUDGMEN T - |JRESOLUTION . PASSED  APRIL 21, 1983,
. {TERRITORIAL DISTRICT COURT CASE
T 2 :
ggSTgFAC?’IpUVTY JUDGMENT FILES SHOULD BE TRANSFERRED.TO.
—_— ' THE NEAREST, REGIONAL BRANCH OF
THE STATE ARCHIVES FOR PRFSERV—
ATTON AND INDEXING
OR THE ATTORNEY GENERAL o FOR;H%/ " AUDITOR | FOR THE/YTATE ARCHRIVIST . .
‘ﬂm/w KgSch,MAJ ' g y
4



GENERAL RECORDS RETENTION SCHEDULE
& DESTRUCTION AUTHORIZATION

REFERENCE: RCW 40.14.070 & WAC 414-24-0501 | DISEOSITION AUTHORITY NUMBER
( CC-2 Pase ] of 2  paces
SCHEDULE TITLE SCHEDULE APPLICABLE TO EFFECTIVE DATE
| COURT RECORDS/NON-CASE FILES COUNTY CLERKS _ | DECEHMBER 1982
pTEm RECORDE SERIES TITLE & CESCRISTION ?5‘ PR‘M‘RY!::::Ds LO?::I::R comiEs -‘:::'?:. arcHIVET] ":_'li.:; numrno-/u:uu:s.
1) DIKE DISTRICT FILES OPR| Clerk District Permanent| * +  WMicrofilm may“"vbe effectively used}
. . Offices or until s a substitute for hard copy to |
Court o‘rdex_-‘s.estabhshl.ng Dike . : micro- ireduce the volume and protect the]
Districts, f1x11.1g -compensa_tlo.n ior filmed & security of this records series. .
land and-appomtmg COmmIiSSIoNers,) verified+ A microfilm copy shall be retained i
ermanently.
riginal microfilm should be trans+
erred to the State Archives and
ecords Center .for secuirty
torage.
FArchival
SET ASIDE FOR APPRAISAL &
TRANSFER TO STATE ARCHIVES _
REGIONAL BRANCH
© 20 BUSINESS TAX FILES OPR| Clerk Labor & Permanent + [Microfilm may be effectively used |
] C - Industries, br until RS a .substitute for hard copy to
iﬂe folders conta-lr;mg. Lax Internal micro- reduce. the volume and protect thel
~arrants and satisfactions. Revenue, filmed & security of this records series.
Empleymentierified+ A microfilm copy shall be retained
Security & permanently.
,Dfe%af?tmgnt Original microfilm should be trans-
Ot Licensing - ferred .to the State Archives &
Records Center for security
istorage.
2.
FOR THE ATTORNEY GENERAL i FOR T EAUDITOR

ETATE ARCTHIVIST

FOR TH
7

SSAL44.

/
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GENERAL RECORDS RETENTION SCHEDULE
& DESTRUCTION AUTHORIZATION

REFERENCE: RCW 40.14.070 & WAC 414.24.050 DISPCSITION AUTHORITY NUMBER
CC-2 PAGE 2 o= 2 PaAGESs
SCHEDULE TITLE SCHEDULE APSLICABLE TO EFFECTIVE DATE
COURT RECORDS/NON-CASE FILES COUNTY CLERKS DECEMBER 1982
X::' RECORDS: SE9}1E3 TITLE & DESCRISTION COOPF:M PR‘MAEYR:::‘TDS Loc::‘::q copies RE::E:[T)':N ARCHIVET M;i’:?; DISPOSITION/REMARK?
3.1 BOND FILES OPR| Clerk or None Termin-
i ation of
File folders containing official Auditor office +
bonds of county officials and 6 years
junior taxing district officials.
4. LAND TORRENS REGISTRATION |OFM Auditor Clerk Termin- !
FILES ation of
e +
Titles granted for the ownership gal;csears
of real property.
e

FOR THE ATTORNEY GENERAL
. .

SSA-44

Y4

FOR THE/BTATE ARCAHIVIST
;
<f \ C /
-

& calct”
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GENERAL RECORDS RETENTION SCHEDULE

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

| DISPOSITION AUTHORITY NUMBER

%L

'S 3 .CC-3 ;PAGE 1 ofF 9 races
SCHEDULE .TIT],ET‘_ COURT RECORDS/ %,CHEDULE APPLICABLE TC ‘EFFECTIVVE PATE
DOCKETS, JOURNALS & REGISTERS 'COUNTY CLERKS DECEMBER 1982
l:::d | : RECO.;s SERIES TITLE & D:scnlnﬂonA }':';:4 pmmyn::::os Léc::l::n copIES '?E:::‘ITJ:N -f AmcHIvE? MrlI:::,‘!‘ - DISPOSITION/REMARKS
1] CASE DOCKETS OPR|Clerk None Permanent * ] *Microfilm may: be effectively used
s . foo 1 U or until as a substitute for hard copy to }
Llstlr\';lgt; oéoz\;e?ts C&ieifcilsgn- Tés ‘ micro- reduce the volume and protect the
individual courz cases. Mav ’Ee in | filmed & { security of this records series.
the form of a bound v.oh.z-mevy indivi‘d{— verified The microfilm copy shall be retained
. ual cards,. or on an automated data permanently.
base®¥* Includes the following types Original microfilm should be trans-
of cases. ' ferred to.the State Archives and
CRIMINAL Records Center for security
_ storage. )
CIVIL v**Automated data bases should be {-
PROBATE ' backed up by periodic dumps . onto’ '
DiVORCE/DISSOLUTIO\’ hard copy or computer output
‘ ) - microfiche.
JUVENILE
ADOPTION
MENTAL ILLNESS
FAMILY GOURT
2.\ APPEARANCE DOCKETS " loPR{Clerk None Permanent * | *Microfilm may be effectively used
Listings of év\en:t's & official docum- ‘ or until as a substitue for hard copy to ‘
onts fgiled with Count. ‘Clerk for micro- reduce the volume and protect thel
Criminal & Civil caces May be coml filmed & security of this records series.
piled instead of Separate~Criminal & verified The microfilm copy shall be retained
Civil Dockets. May be in the form permanently.
of a bound volume, individual cards) Original microfilm should be trans-
or on an automated data base. ferred to the State Archives and
Automated data bases should be Records Center for security
backed up by periodic dumps onto storage.
hard copy or computer ocutput microfichel. . )
FOR THE ATTORNEY GENERAL ; 7 FOR THE STATE ARCHIVIST

N AUEUL E}QWJ




7oY. GENERAL RECORDS RETENTION SCHEDULE
: & DESTRUCTION AUTHORIZATION

{ REFERENCE: RCwW 4D.14.07C & WAC 414-24.050 TSP OTITION AUTIORTTY TouSTh
_ CC—‘3 PASE 2 o= 9 PAGES
SCHEDULE TITLE SCHEDULE ADPLICABLE TO FFECTIVE CATE
e COURT RECORDS/ EsiE STE TS e
DOFKETS, JOURNALS & REGISTERS COUNTY CLERKS DECEMBER 1982
..‘.‘C:— RECOP2Z SERIZS TyTLE & TIEIBIBTIGN ZO?:I pElMAF\"C-c;Y“ OT‘:EQ — é{:::’?ct:\ reCRIVE? N:::L‘:‘D; BISPOSITION/REMARKS
- 3./ CLERK'S MINUTE BOOKS/COURT {OPR!Clerk None Permanent] * | + [+Microfilm may be effectively used
DOCKETS ! or until as a substitute for hard copy to
" Imicro- reduce theé volume and protect
- ifilmed & the security of this records seres|
verified The microfilm copy shall be retainj
ed permanently. -
Original microfilm should be trans{
ferred to the State Archives and
Records Center for security
#storage.
b 3 *’Pétentially Archival
SET ASIDE .FOR APPRAISAL &
TRANSFER TO STATE ARCHIVES:
REGIONAL BRANCH
%) TRIAL DOCKETS OPR |Clerk* None 6 years | ** *May be retained in judges office.
after last - . ‘
entry Archival
SET - ASIDE FOR ‘APPRAISAL &
TRANSFER TO STATE ARCHIVES
REGIONAL BRANCH
5.| BON * s
7 OND DOCKETS OPR| Clerk Nore L‘.ntll_ casq *This records. series is discontinuec
Transcriptions of bonds filed by B file is in most instances.
administrators, guardians and micro-’ " :
executors. ‘Security copies of filmed &
originals in case files: -(veritied
EOR THE ATTORNEY GENERAL . FOR THE

WWW

ATE ARCHIVIST
|
/

SSA.44
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GENERAL RECORDS RETENTION SCHEDULE

& DESTRUCTION AUTHORIZATION
REFERENCE: RCW 40.14.070 & WAC 414.24.050

CC-3

DISPOSITION AUTHORITY NUMBER |

PASE 3 oF 9

PAGES

SCHEDULE TITLE

COURTS RECORDS/ -

DOCKETS JOURI\'ALS & REGISTERS 7

SCHEDULE APDLICARLE TO

COUNTY CLERKS :

EFFECTIVE DATE

ITE

4 MOl

’ RECORDS SERITS TITLE & ”ES:F!P"O‘{

QPR

RECCRSS LOCATION

RETERTION

OF

‘,p_mmAF.v coryY

2T4ES COPIES

- PERIOD

ARCHIVE?Y

HICBOoT
FiLmT

DECEMBER 1982

DISPOSITION/REMARKS

6.

10.

A LETTERS OF TESTAMENTARY

RECORD Vo_,FV PEIITTONS DOCKETS

OFM

| RECORD OF WILLS DOGKETS

DOCKETS

.| LETTERS OF ADMINISTRATION

DOCKETS

EXECUTION DOCKETS

lorm

OFM

OFM

OPR

Probate
case files

‘Probate
case files

Probate.-
case file_s

Probate
case files

Clerk

Record of
Petitions

Record of
wills

‘iLetters.of
Testamentaryifile is

Letters of

None

Until casd

Administration

is micro-
filmed &
verified

Until case
ifile is
micror
ifilmed &
verified

micro-
filmed &
verified

Until casq
file is
micro-
filmed &
verified

Permanent!
or until
micro-—

filmed &
verified

i

i *Potentlally Archival

SET ' ASIDE FOR APPRAISAL &
REGIONAL BRANCH

*Potentially: Archival
Yy

SET, ASIDE-FOR APPRAISAL &

TRAI\JSFER TO STATE ARCHIVES
REGIONAL BRANCH

*Potentlally Archival

SET ASIDE FOR APPRAISAL &
TRANSFER TO STATE ARCHIVES
REGIONAL BRANCH.

*Potentially Archival

SET ASIDE FOR APPRAISAL &
TRANSFER TO STATE ARCHIVES
REGIONAL BRA'\ICH ‘

as a substitute for hard copy to

security of this records series.

ferred to the State Archives and

Records Center for security
_jstorage.

TRANSFER TO STATE ARCHIVES

*Microfilm may be effectively used

reduce the volume and protect thef:

Original microfilm should be transd:

FOR THE ATTORNEY GENERAL

%W&N

,/mﬂ‘ FA,

FOR THE STATE A:”'HlvlST

WW Ké&m

i SSA44




LT

DiSPOsSiTION AU"'HOR!T\‘\IUMBER . . 1
L L ‘ CC-3 ' fase 2 o= 9 eaces
5C“EDULE TITLE COURT RECORDS/ jscHEDULE A;PL‘;‘K-CABLE TS EFFECTIVE DaTE
DOCKETS JOLRNALS & REGISTERS COUNTY CLERKS DECEMBER 1982
I:;:‘ RECORDI SERIES TITLE & CESCRIpTION }PF:M PP‘VARYR::::;% LD:‘;:‘::R comes v RE:::':L,OR ARCHIVE? h;!li:a; CISPOSITION/REMARKS
11.| DELINQUENT TAX APPEARANCE |OPR|Clerk INone Permanent * |*Microfilm may be eifectively used
DOCKETS & FEE BOOKS or until’ las a substitute for hard copy to
imicro- ireduce the volume and protect
\ filmed & the 'security of this records seried
verified The microfilm copy shall be
retained permanently.
Original microfilm should be transj
' ferred to the State Archives and
Records Center for security '
Storage.
12.|REAL/PERSONAL PROPERTY TAX |OPR|Clerk None Permanent ** [*Involves long term litigation.
| JUDGMENT DOCKETSH or until '
micro- | **Microfilm may be effectivelu used]
filmed & as a substitute for hard copy to
verified reduce the volume and protect
' the security of this records series
The microfilm copy shall be
retained permanently.
Original microfilm should be trans—
ferred to the State Archives and
Records Center for security
storage.

FOR THE A1 TORNEY GENERAL

%M%C,W/

FORjiy

ARCHIVIST

SSA-44

r g

E % % !
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GENERAL RECORDS RETENTION SCHEDULE
& DESTRUCTION AUTHORIZATION

Ay

REFERENCE: RCW 40.14.070 & WAC 414.24.050 DISPOSITION AUTHORITY NUMBER
CC-3 ease 5 oF 9  maces
SCHEDULE TITLE COURT RECORDS/ SCHEDULE APPLICABLE TO EFFECTIVE DATE
DOCKETS, JOURNALS & REGISTERS COUNTY CLERKS DECEMBER 1982
‘T:M RECORDS SERIES TITLE & DESCRIPTION (:OP:':‘ pR‘MARYRCE::YRDS Loc;:‘::‘; comes “‘::R“';l:- ARCHIVE? .‘F’lt:do; DISPOSITION/REMARKS
13, MOTION & CONFIRMATION OFM] Case Files| Motion & {[Until *This records series is discontinued
DOCKETS* Confirmationjcase file
Dockets is micro-
filmed &
verified
14, LAND REGISTRATION/TORRENS  |OFM| Clerk None Permanent] * + |+Microfilm may be effectively used .
DOCKETS or until as a substitute for hard copy to
micro- reduce the volume and protect the
filmed| & security of this records series.
verified A microfilm copy shall be retained
permanently.
Original microfilm should be trans}
ferred to the State Archives and
Records Center for security storage
*Potentially Archival
SET ASIDE FOR APPRAISAL &
TRANSFER TO STATE ARCHIVES
REGIONAL BRANCH
154 CASE JOURNALS* OFM| Clerk None Until *This records series is discon-
Recorded copies of orders, judg- f;s;i(f;f tinued in most cases.
ments and minutes taken and filed imed &1
for the following types of cases. | erified
CRIMINAL
CIVIL
PROBATE
ADOPTION & MENTAL ILLNESS** **Also referred to as "Secret
T Journals". ' Not generally open to
DELINQUENT TAX S public inspection,
FOR THE ATTORNEY GENERAL OR THE STATR ARCHIVIST

SSA-44

L 2T




61

GENERAL RECORDS RETENTION SCHEDULE
& DESTRUCTION AUTHORIZATION
REFERENCE: RCW 40.14.070 & WAC 414.24.050

CI1SPOSITION AUTHORITY NUMBER

'\ CC-3 pase b orF 9 Pacss
SCHEDULE TITLE COLP\T RECORDS/ SCHEDULE APPIT!CABLE TO EFFECTIVE DATE |
DOCKETS, JOURNALS & REGISTERS COUNTY CLERKS DECEMBER 1982
fTEN 0FR RECORDS LOCATION PETENTION 9| MICROS - ON,I“ ARKS
NO. RECORCTS SI=tes TITLE & DESCRIPTION é):u P taARY :pPY‘ OTHER COPIES PERIOD AICAIVETY FlLmY SISPOSITL ™M <
16f{ NOTARY PUBLIC JOURNALS “|OFM| Clerk None Expiration * *Archival

of a¥ SET ASIDE FOR APPRAISAL &
j“ér*es TRANSFER TO STATE ARCHIVES
v REGIONAL BRANCH
171 DRUGLESS HEALERS, OSTEOPATHSOPR| Clerk None Expiration! * *Archival
& CHIROPRACTORS JOURNALS oftaI.I SET ASIDE FOR APPRAISAL &
Listings of licensed practitioners inérl?s TRANSFER TO STATE ARCHIVES
in the county. years REGIONAL BRANCH

184 DIKING & DRAINAGE DISTRIGT...IOFM District Diking &eesintil

JOURNALS Files Drainage |originals
District are micro

Journals . Ifilmed &

- verified

194 OFFICIAL BOND REGISTERS OFM| Bond Files|Bond Register|Until '
' originals

are micro-

filmed &

verified

20l PROBATE CLAIMS REGISTER OFM; Probate . |} Probate Until

L1st1ngs of persons making claims Case Flles Igziglins]ier- il.csaiicf:_e
in probate cases.  ilmed &
verified

211 JOURNAL OF ORDERS APPOINT- [OFM|Civil Case | Journal 6 years

ING JUDGMENT DEDTORS ‘ Files Of Orders :
: Listings of judgment dedtors and é\pgomtmg
decrees from civil suits. udgment
Dedtors
T

FOR THE ATTORNEY GENE=2aAL

WMMW/

SSA-44

. b/ 8
FOR T TATEAUDITOR / .
7 f }/: m——

FOR THE BTATE ARCHIVIST
. -
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GENERAL RECORDS RETENTION SCHEDULEW
& DESTRUCTION AUTHORIZATION

SSA.44 /

REFERENCE: RCW 40.14:070 & WAC 414.24.050 - DISFOSITION AUTHORITY NUMBER . ;
: CcC-3 Page of 9  paces ’
SCHEDULE TITLE COURT RECORDS/ . | SCHEDLULE APPLICABLE TO ' EFFECTIVE DATE
DOCKETS, JOURNALS & 'REGISTERS COUNTY CLERKS DECEMBER 1982
':;\ RECORDT SERIES TITLE & DESCPIRTION 055“ omv‘:ynzj:‘::s LOC;:‘::R coplES R:::::::. ARCHIVEY MF‘I‘L:AO; DISPOSITION/REMARKS
22] COURT CALENDARS* OFMIClerk Nome Last *May be transferred into case file.
: entry +
6 years t
23] DAY BOOKS OFM|Clerk None - until *  |*Microfilm may be effectively used|
‘ micror : as ajsubstitute for hard copy to
filmed & | reduce the volume and protect :
verified the security of this records series 7
The microfilm copy shall be
retained permanently.
Origin‘al microfilm should be transd
ferred to the State Archives-&
Records Center for securlty
storage.
24 ) OPTOMETRY REGISTER OPR|State Baard|Clerk 6 vears | * *Archival
B t -
| Recorded optometrist licenses. af o SET ASIDE FOR APPRAISAL &
| o TRANSFER TO STATE ARCHIVES {:
entry REGIONAL BRANCH
N
S , //
i ol £ W
FOR THE ATTORNEY GENERAL - ] FOoR T /A F€ auriTor /// / Foa::x:iax'rs ARCHEVIST
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GENERAL RECORDS RETENTIO :
& DESTRUCTION AUTHOREZATION

CHEDULE

REFERENCE: RCW 40.14.070 & WAC 414.24.050 DISPOSITION AUTHORITY NUMBER
CC-3 pace 8 or 9 weacss
SCHEGULE YTITLE . SCHEDULE ARPPLICABLE 7O EFFESCTIVE TATE
COURT RECORDS/
DOCKETS, JOURNALS & REGISTERS COUNTY CLERKS . DECEMBER 1982
':: " PECoRTS SER‘E; TITLE & DEsCRIPTION ":.{;; pmMARYRcE::jDS LOC:):‘::-: coBiES ”f;:;;i:a AR:HWE?_ Mrllti.):?r- } DISPOSITION/REMARKS
25, RECORD OF CHIROPODIST OPRiState BoardClerk 6 years‘ * *Archival
LICENSES after ..
—_— exmivation SET ASIDE FOR APPRAISAL & -
Recorded chiropodist licenses. of last TRANSFER TO.STATE ARCHIVES
o entry REGIONA; BRANCH
264 JUVENILE COURT RECORD ‘ OPR|Clerk None 6 years * *Potentially Archival
Recorded petitions for support of SET ASIDE FOR APPRAISAL &
destitute mothers and dependents. TRANSFER TO STATE ARCHIVES!
: REGIONAL BRANCH -
274 POWERS OF ATTQRNEY™ OPR|Clerk or 4 |None 6 yeérs kx |+ | [¥*This record series may more ' ?
. . . . ]
Recorded designdtions of Power Auditor afte.r . hkel.y be compiled by the County ,
&% piration Auditor. Kept by some County
of Attorney. ‘ P -
of last - Clerks as a miscellaneous file.
entry ' '

**Potentially Archival

SET ASIDE FOR APPRAISAL &
TRANSFER TO STATE ARCHIVES
REGIONAL BRANCH

+Microfilm may be effectively used
as.a-substitute for hard copy to

"iprotect the security of thlS

records ser1es .

Original mlcrofllm should be 'trans-
ferred to the State Archives and
Records Center for security
storage.

FOR THE ATTORNEY GENERAL

W%W

FOR/T?

TATEZ ARCHIVIST

?’% ///A//

SSA-44




GENERAL RECORDS RETENTION SCHEDULE
& DESTRUCTION AUTHORIZATION

REFERENCE: RCW 40.14.070 & WAC 414.24.050 DISPOSITION AUTHORITY NUMBER

CC—3 PAGE 9 OoF 9 PAGES

SCHEDU‘LE TIILE COUR’I RECORDS/ SCHEDULWEVAQDLI.CABLE TO ] :EF‘FECT|VE DATE .
DOCKETS,JOURNALS & REGISTERS | COUNTY CLERKS : DECEMBER 1982
l:ir . RECORDS SERIES TITLE & TESCAIPTION Z;;M ;n;MAnyR::::bs LOC:‘;‘::R copiES RE:::":;:N ARvCHIVE? Mrlli::,; DISFQ‘SITIO.N/REMAR‘KS
284 DISCONTINUED RECORDS SERIES|OFM Clerk None TRANSFER| ¥ *ARCHIVAL
: . . ' ' TO STATH , ’

Iilstorllcallydvalugbie dockelts, ARCHIVES

Joulzinaésbanc regtls ecrls r;(o onger REGIONAL

neede y County Clerks. BRANCH

Includes but may not be limited to
the following items.

BAR DOCKETS
CORONER'S DOCKETS

OLD AGE ASSISTANCE CLAIMS
DOCKETS -

RECORD OF MEDICAL LICENSES
MEDICAL RECORD OR REGISTER
DENTAL RECORD OR REGISTER
'RECORD OF DEl\TAL LICENSES

BOOK OF LEVIES

CASH ACCOUNT WITH LAND
OFFICE

FINAL RECORD-TERRITORIAL
DISTRICT COURT

MIDWIVES REGISTER
REGISTER OF ATTORNEYS
TRANSCRIPTS OF JUDGMENT

FOR THE ATTORNEY GENERAL

W%M/

SSA-44

FOR THE SAATE ARCHIVIST

o 2t




' GENERAL RECORDS RETENTION SCHEDULE
& DESTRUCTION AUTHORIZATION

Z

REFERENCE: RCW 40.14.070 & WAC 414.24.050 DISPOSITION AUTHORITY NUMBER
CC-4 PAGE 1 oF 1 Peaces
] SCHEDIAE T'TLE‘ "ISCHEDULE AFPPLICABLE TO EFFECTIVE DATE
COURT RECORDS/INDEXES COUNTY CLERKS DECEMBER 1982
b RECORDS LOCATION RETEN ROe
|::A RECORDS SERIES TITLE & DESCRIPTIOR E;;M R cocp:D - DT'HER P ::R‘?:H ARCH[VE.? h:‘;iuor DiSPOSITION/REMARKS
1. | INDEXES - IOFM| Clerk 'None Until | * + {*Archival N
- Alphabetical listings used as finding o . SET ASIDE FOR APPRAISAL &
aids for various types. of court .?. a TRANSFER TO STATE ARCHIVES
records. Includes the following veriiea REGIONAL BRANCH g
items. :
i +Microfilm may be effectively used
CASE FILE INDEXES as a substitute for hard copy to -
JUVENILE, DEPENDENCY, ADOP- reduce the volume and protect the
TION & MENTAL ILLNESS INDEXES security fo this records series,
_ P The microfilm working copy shall
DOCKELT INDEXES be retained permanently.
INDEXES TC RECEIVERS & ASSIGN+ Original microfilm should be trans-
EES ferred to the State Archives and
'INDEX TO EXECUTION®BOCKET Records Center for security
- storage.
JUDGMENT INDEXES
JOURNAL INDEXES
{
|
a4
FOR THE ATTORNEY GENERAL FOR THE S E ARCHIVIST

GAA-44

/




{ nmsm‘n é’_}: ' ‘ Dol
~ _ GENERAL RECORDS RETENTION SCHEDULE

& DESTRUCTION AUTHORIZATION o
REFEREMNCE: RCW 40.14.070 & WAC 41424050 ‘ DISPOSITION AUTHORITY NUMBER

CcC-5 PAGE ] oF 1 paces

SCHEDULE TITLE ) SCHEDULE APPLICABLE TO EFFECTIVE DATE

COURT RECORDS/NATURALIZATION COUNTY CLERKS _ ' DECEMBER 1982

- opR Y RECORDS LOCATION . RETENTION MICRO- -

ITEM r - ) ARCHIVE? DISPOSITION/REMARKS
RECORDS SERIES TITLE & DESCRIPTION ° - - ERIOD PiLmT _

NO. ) orm . PRIMARY COPY “oTHER copiEs .| PERIO

1] NATURALIZATION RECORDS OPR| Clerk. None TRANSFER] * *Archival

R TO STATE '
ARCHIVES
REGIONAL
BRANCH

Historically valuable records relating
to naturalization proceedings no
longer conducted by Superior Court}
Includes the following items.

NOTIFICATION. OF APPLICATION
L FOR ADN’ISSION TO U.S. CITIZEN-|
SHIP

ORDERS FIXING, NATURALIZATION
‘ TERMS

DECLARATIONS OF- INTENTION
-PETITION & RECORD
PETITIQNS

NATURALIZATION (AFFIDAVIT)
RECORD

RECORD OF FINAL DECREES OF
CITIZENSHIP ISSUED IN SUPERIOR
COURT

REC'EIPTS ‘FOR‘CERTIFICATES OF |.
CITIZENSHIP ISSUED BY THE CLERK -

NATURALIZATION FILES
DELAYED BIRTH FILES

FOR THE STA ARTHIVIST

L g

.
FOR THE ATTORNEY GENERAL ‘ % ATE AUDITOR

GAA-44 o T T




GENERAL RECDRDS RETENTION SCHEDULE
& DESTRUCTION AUTHOR!IZATION

154

REFEREMCE: RCW 40.14.070 & WAC 414.24.050 DISPOSITION AUTHORITY NUMBER
CC“‘6 PAGE 1 OF 3 PAGES
ey T”LE. SCHEDULE APPLICABLE TO EFFECTIVE DATE
COURT RECORDS/MISCELLANEQUS COUNTY_CLERKS DECEMBER 1982
':::‘ RECORDS SERIES TITLE & GESCRIPTION ?;“ PRNA“R::::DS LOC::::R comtEs 'RE::::::"‘ ARCHIVE? M::T::r- | DISPOSITION/REMARKS
1§0OATHS OF OFFICE OPR} Clerk Various officed Termin-
Oaths of Office for county and dis- ation of
‘Jtrict officials filed with the Clerk. office +
6 years
2JORDERS FIXING CLERK'S BONDS = |OPR| Clerk County | Termin-
puthcrity Jation of
such as bonds +
Dffice of {6 years
Risk Mgmt
3JABANDONED PROPERTY REMITTED |OFM| Case Files Clerk's Mise |3 yeérs
NOTICES “Records
Notice of abandoned property remit-
ted to government or creditors.
4 IDISSOLUTION OF MARRIAGE OFM{ DSHS . Clerk 1 year
REPORTS
Monthly statistical reports to the
Department of Social and Health
Services.
5JJURY LISTS OFM] Clerk None Until end
of term -
6 JNOTARY CERTIFICATES OPR | Clerk DOL-Div of |[Expiration
: ‘ Professionall+ 6 years
Licensing
7.JDEPARTMENT OF LICENSING OFM{DOL Clerk 1 year'
IBULLETINS
ar
i / ol d i),
FOR THE ATTORNEY GENERAL - Fo}/?/?(fE.AUD’!TOR
/ g’

GAK-44
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GENERAL RECORDS RETENTION SCHEDULE

& DESTRUCTION AUTHORIZATION :
REFEREMCE: RCW 40.14.070 & WAC 414.24.050 OISPOSITION AUTHORITY NUMBER

“""“'m_'—’l‘,,ﬁl . CC-6 PAGE 2 oF 3 paces
‘g_____é:j’ |
1 SCHEDULE T‘TLE_ SCHEDULE APPLICABLE TO EFFscTIVE DATE
COURT RECORDS/MISCELLANEOUS COUNTY CLERKS e DECEMBER 1982
i : LOCATH N TIOK
':;r‘ RECORDS SERIES TITLE & DESCRIPTION }?u ‘ "‘muvg::::m 2 of::n Py 't::m:l: Ancmv:f ’:."i’::; 0ISROSITION/REMARKS
8.|PROBATION OFFICER APPOINTMENT.| OFM Clerk None 2 years
NOTICES
9.|NOTICES OF LIEN* OFMj Case Files {Clerk's Misc| Termin—-| *In most cases copies are no longen
‘ Records ation of maintained separately from the case |
lien : file.
9. ]UNPUBLISHED DEPOSITIONS OFM Clerk None Final * *Pre~1915/Selected Files Potentially
j'ildgment . Archival /SET ASIDE FCR ST ARCHIVES
+ 6 yeary APPRAISAL & TRANSFER
uporn court
order** #*Reference 36.23.040
410. | VERBATIM REPORT OFWPROCEED- OPR Clerk or .| INone . | Submicexd
INGS or STATEMENT OF FACT Appellate to Appelt
Mutually agreed upon statement of ‘ Court late Court
) . or
}partlculars submitted by counsel for tained
defendent and plaintiff in civil and retaine
.. 90 days
criminal cases.
after
final
dispos-—
ition of
case
11 {ICRIMINAL EXHIBIT ARTICLES OPR]j Clerk None 60 days *Reference RCW $3.40.101 &
. ‘lafter case RCW 36.23.070 REVISED 1928]
closed &
exhibit
released®
12. |CIVIL EXHIBIT ARTICLES OPR}Clerk None 00 days *Refernce RCW 63.40.101 &
afler case RCW 36.23.070 REVISED 1981
closed &
P Aexhibits TFeleaserd*
FOR THE ATTORNEY GENERAL FOWD‘TOR p FOR THE ST E ARCHIVIST

GAA-44 o // T /,




- GENERAL RECORDS

i
3
G2,

PETENTEG& V"HEDULE

& DESTRUCTION AUTHORIZATION

e REFEREMNCE: RCY 40.14.070 & WAC 414-24.050 DISPOSITION AUTHGRITY NUKMBER
'f: ij-‘ CC-6 pAGE 3 o= 3 paces
SCHESIALE TITLE— - SCHEDULE APPLICABLE TC EFFECTIVE DATE
COURT RECORDS/MISCELLANEOLUS COUNTY CLERKS bECEMBER 1982
ITEwm GPR RECORDS LOCATiOn RETERTION - ver| MicRo- ;
G RECORDS SERIES TITLE & DESCRIPTION ::M SRIMARY COPT OTHER COPIES ‘>PE‘R|OD .{ ARCHI E» F“..Mf: DISPOSITION/REMARKS
13. ?QCRT REPORTER'S NOTES (CRIM-~ OPR| Clerk None Termin- *Reference RCW 36.23.070
INAL CASES) ' _ation of
case‘+
15 years{*
14.i COURT REPORTER'S NOTES (CIVIL{OPR| Clerk None Termin- *Reierence RCW 36.23.070
CASES) ' ation of
’ case +
6 years?

YV A

g

,u/

FOR THE ATTORNEY GENERAL

Wafweruw Rdehaon

w /

FOR Tj’:\?r AR

CHIVIST

?-,2 %’%@,{

GAA-44




. GENERAL RECORDS RETENTION SCHEDULE
' & DESTRUCTION AUTHORIZATION

REFERENCE: RCW 40.14.070 & WAC 414-24.050: . DISPOSITION AUTHORITY NUMBER
CcC-7 PAGE 1 oF 2 paces
SCHIDULE T'TLE— ) SCHEDULE APPLICABLE TO EFFECTIVE DATE
ADMINISTRATIVE RECORDS ‘ COUNTY CLERKS . : DECEMBER 1982
> . . DS LOCATIONR NTIOK X .u R .
'::r‘ RECORDS SERIES TITLE & DESCRIPTION };M PMMAR::::: oc'o:::n p— R:::"zt) ARCRIVE? rl‘ci_:); DISPOSITION/REMARKS
.14 POLICY & PROCEDURE DIRECTIVES OFM| Clerk, Varies Until .
‘ Commission}- superseded]
ers or . '
Executive
‘21 ORDINANCES & RESOLUTIONS OFM | Commissioners| Clerk Until
or Council superseded]
L or refer-
ence fung-~
tion
fulfilled
] ! 3 ‘COUNTY: COUNCIL OR BQARD OF- OFM -Counecilgorl| Clerk 1 year
¥ COMMISIONERS MINUTES ' | Commissioners o
4 ]GENERAL CORRESPONDENCE OFM| Clerk None 2 years
5] TRANSITORY CORRESPONDENCE OFM|} Clerk None 90 days
6] CONTRACTS & AGREEMENTS ~ loFM| Auditor or| Clerk 1 year
' "Clerk of ‘ after
‘the Board terminatf
‘or Council ion '
74 BUDGET IOFM| Auditor or| Clerk Until
or Clerk superseded|
~of the Board Yy new :
or Council budget ‘
81 PERSONNEL FILES OFM{Personnel Clerk 1 year
Office after
termin-
: tion of
‘ D P employmert
FOR THE ATTORNEY GENERAL WUD”DR / ) FOR :7“-5 ARCHIVIST
: MWMW P LB A //M | J ep, W %

GAR-A4 [V E - e ]



3 S T E “RCW 40, 14.070&WAC ‘AT424.050

{ Marageos I bls?osngGN AUTHORITY NUMBER o e R
- :’“ = CC-7 YPAGE 2 oF 2 wmaeEs
SCHEDULE TlTLE‘ - SCHEDULE APPLICABLE TO EFFECTIVE DATE
A-DMINISTRATIVE RECORDS COUNTY CLERKS DECEMBER 1982
I::‘ RECORDS SERIES TITLE & DESCRIPTION ‘EEM pmMARYR::::DS Loc:?::a cORIES REI:-E“:l‘:‘lTOll;}N ARCHIVE? ).;IIC::); DISPOSITION/REMARKS
94 JOB DESCRIPTIONS OFM| Personnel | Clerk Until
Office superseded
10§ EMPLOYMENT APPLICATIONS OFM| Personnel Clerk 90 days
(Not hired) Office
11} ANNUAL REPORTS TO COUNTY OFM| Auditor, Clerk 3 years * *Archival
GOVERNMENT Exeé‘;“f ) SET ASIDE FOR APPRAISAL &
he Boned TRANSFER TO STATE ARCHIVES
P REGIONAL BRANCH
12§ ANNUAL/MONTHLY REPORT TO OFM| Adminis- Clerk 3 years * *Archival
ADMINISTRATOR FOR,.THE COURTS t;atcc):r for SBT ASIDE FOR APPRAISAL &
the Courts TRANSFER TO STATE ARCHIVES
REGIONAL BRANCH
13§ ADMINISTRATIVE WORKING FILE |[OFM| Clerk None 2 yearsgf| ** *May be required for audit related

Subject files containing correspon-
dence, reports, studies, surveys,

informational copies of minutes from
various groups and other informat-
ion the Clerk's functions, activities,
special projects, events and issues
of concern.

reference.

**Selected Files Potentially Archival

SET ASIDE FOR APPRAISAL &

TRANSFER TO STATE ARCHIVES
REGIONAL BRANCH

FOR THE ATTORNEY GENERAL

Trhangeoue Blehauvy

/|

FOR THE STATE ARCHIVIST

GAA-44




GENERAL RECORDS RETENTION SCHEDULE
- & DESTRUCTION AUTHORIZATION

REFERENCE: RCW 40.14,070 & WAC 414.24.050 DISPOSITION AUTHORITY NUMBER
CC—SA j PAGE 1 oF 2 PAGES
SCHEDULE TJTL; -b ACCOUNI‘ING/PURCHASE, SCHEDULE APPLiCABLE TO ] E‘FF,EC.T'IVE DATE
RECEIVING, BANKING & TRANSMITTAL RCDS| COUNTY CLERKS DECEMBER 1982
':;:" . n‘Ecouos SERIES TH'L.-E & D‘EsCRlﬁ?iON ZC:?M Pklvaxvgj:::os LOC:\:::R comtes RE:::'?:N ARCHRIVET “r‘li'::; DISPOSITION/REMARKS
1 .‘CA'NCELLED' CHECKS OPR Clerk None 6 years
2.|RECEIPTS JOPRIClerk None 6 years
3.ITREASURER'S RECEIPTS OFM|{Treasurer {Clerk Until
‘ ) ' : completion
of State
Auditor!
jexaminati
, : report
4.[VOUCHERS JOBM [County | wuglClerk Uil
Auditor), : | completion
Fiseal' Office’ ~pf State
" pr-State - JAuditor's
' examinatior
: § report
5.[VOUCHER TRANSMITTALS OFMCounty  [lerk Until
: Auditor or | completion
Fiscal Cffice pf State
‘ Auditor's
examination
] report
6.FEE TRANSMITTALS OFM Treasurer ‘Clerk [Intil
. i completion
of State
Auditor's
examination
report
& - /1
FOR THE ATTORNE.Y SENERAL APDETOR FOR/T;WTE ARCHIVIST
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' GENERAL RECORDS RETENTION SCHEDULE

& DESTRUCTION AUTHORIZATION
REFERENCE: RCW 40.14.070 & WAC 414.24.050

DISPOSITION AUTHORITY NUMBER

CC-84A

PAGE 2 OF

2

PAGES

SCHETZULE TITLE

ACCOUNTING/PURCHASE,
RECEIVING, BANKING & TRANSMITTAL RCDS
1

SCTHEDULE aFPPLICABLE TD

COUNTY CLERKS

EFFECTIVE CTATE

DECEMBER 1982

:z‘ ; TESIFTE RETIES TITLE & DRSCRIPTION ::5.-. =;suA=v=’:oc::?s Loc::::k CoriEs ;"5:::11200N anenive? Mrlxi.:f;l DISPOSITION/AEMAAKS
T.PURCHASE OR FIELD ORDERS OFM|{County Clerk Until
- lAuditor or completion
Fiscal Office of State
Auditor's
examination
report
8.IREQUISITIONS OFM|County Clerk Until
Auditor or icompletion
Fiscal Officd of State
~JAuditor's
‘ lexamination
Lh report
9.[WORK ORDERS OFM{Public Works|Clerk Until
completion
pf State
Auditor's
pexaminatior
.  report
10.[BANK DEPOSIT SLIPS OPR Clerk INone 6 years
11.|BANK STATEMENTS OPRLlerk None 6 years
12.JURY COST BILLS / WITNESS OPR Clerk ‘None 6 years
" ICERTIFICATE OF ATTENDANCE ' '
13.[AUTOMATIC ACCOUNT ' OPRClerk None 16 years
RECONCILIATION STATEMENTS
14 JACCOUNTING CORRESPONDENCE OFM{Clerk . None 1. vyear
J/JA e |

FOR THE ATTORNEY GENZRAL

SSA-44

-

/

W;TE AUDITOR M FCR THE STATE ARCHIVIST
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GENERAL RECORDS RETENTION. SCHEDULE
' & DESTRUCTION AUTHORIZATION

REFERENCE: RCW 40.14.070 & WAC 414.24.050 A oIS Cs1TIoN AUTHORITY NUMBER
CC_8B PAGE 1 oF 1 PAGES
SCHEDULE TITLE » SCHEDULE APPLI"CABLENI;O . » EFFECTIVE DAYE .
' ACCOUNTING/REGISTERS
LEDGERS JOURNALS & REPORTS = COUNTY CLERKS DECEMBER 1982
':; . . . RECORDS t:ﬂlE‘s TITLE & DESCRIPTION , :%’: * wwu:::::r's ‘-°C‘;":::R coPtEs HE:::;;:N‘ ARe-ave? \“rll:.::?- PISPOSITION/REMARKS
1.|CHECK REGISTERS '~ |oPR(Clerk  |Nome 6 years
2.|[FEE & CASH BOOKS OPRIClerk None 6 years
3.],TRUST FUND LEDGERS OPR|Clerk - None Conclusion
of action
+ 6 years
4.ABANDONED OR UNCLAIMED OPR|State Dept [Clerk |6 years
PROPERTY REPORTS of. Revenue o
5.\DAILY CASH REGISTER, JOURNALSIOPR (Glerk" Noned™ 6 Veaks
- 6.]TRUST FUND BALANGE, LEDGER | +OPR|CIEFE" | “None 6 Years
'7.[BUDGET & ESTIMATEDSREVENUE . OFM|Clerks || Nenewss' [pese, e
PROJECTIONS ' .
8.SUPPORT LEDGER OPRIClerk None 6 years
Bound volumes, cards or microfichel - ' fa,ftelr
showing from whom child support ma

a t
payments are received, dates and paymen

to whom funds are disbursed.

FCR THE ATTORNEY GENERAL i 7/{{’ E AUDITOR.
WW%R&W ) ‘ >

SSaaa— [) | | } - 7

FORjATE ARCHIVIST -




'GENERAL RECORDS RETENTION SCHEDULE

& DESTRUCTION AUTHORIZATION
REFERENCE: RCW 40.14.070 & WAC 414.24.050

:.T. ' DISFSIITION AUTHORITY NUMBER
CC-8C PAGE ] oF 3  epacES
(g
SCHEDULE ‘-'!_TLE SCHEDULE ARFLICABLE TS EFFECTIVE ‘:‘A""E
ACCOUNTING/AUTOMATED DATA BASE COUNTY CLERKS DECEMBER 1982
‘:Z: RECORDS SERIES TITLE & DESCRIPTION Z:SM ?R‘M‘RYBE‘::‘TSS LOC::::R copies RE:EE:IZ‘:N ABTmIVE ’ v:l?:f'- DISPOSITION/REMARSS
1. CASE DATA FORMS OFM|Clerk None 60 days
Hand coded data prepared for key-
ing onto computer master file tipes,)
2. MAINTENANCE ACTIVITY FORMS |OFMjClerk - None 60 days
Hand coded data prepared fbr'keyﬂ
ing specific maintenance transactions
onto computer master file tapes.
3. MASTER FILE & TRANSACTION
1 HISTORY TAPES ‘
Compilation' of information from! Casg
Data and Maintenancé Activity formd
used to produce Data Base Maint-
enance Printout (Item 4 below). v
a. Daily Tapes OFM| Clerk None 18 days
b. Tapes produced at month's end.|[OFM| Clerk 1None Until
completion |~
pof State
Auditor's
" examinatior]
report .
4.|DATA BASE MAINTENANCE OFMj Clerk None Until
PRINTOUT completion
Record of all maintenance activity 2fu§ittaotre,S
transacted on master file to add or L amination
change data on Case Data & Pay- ;e ort i
ment Transaction History (Item 11). P :

FOR THE ATTORNEY GENERAL

Rlehon

W

FoR THE ATE ARCHIVIEZT

SSA-44

v

4

7
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* GENERAL RECORDS RETENTION SCHEDULE -

- & DESTRUCTION AUTHORIZATION
REFERENCE: RCW 40.14.070.& WAC 414.24.050

DISPOSITION AUTHORITY NUMBER .

CC-8C page 2 oF 3  paces
SCHEDULE TITLE— SCHEDULE APPLICABLE TO EFFECTIVE DATE
ACCOLNTING/AUTO\AATED DATA BASE COUNTY CLERKS DECEMBER 1932
';’E:" uconp; SERIES TITLE & DESCRIPTION Esz‘ - WNA“R::::DS Loc:::):R correa “:::S:”- ARCHIVE? ':,’:::‘; ulsnpslﬂon/n:uuxs
5. DATA BASE MAINTENANCE OFM|Clerk |None Until
CONTROL REPORT completion
Computer generated report of data if g.tate‘-é
base maintenance transactions. au %to? »
Used to gquantify workload. examinationy
report
5.4 PAYMENT ACTIVITY FORMS OFMiClerk None 60 _days
Hand. coded support pdyment data
prepared for keying onfé®Payment
, Activity Data Tapes (Item 7).
7.] PAYMENT ACTIVITY DATA TAPES OFMi{Clerk "Lock Box" |90 days
Comp_llatlon of support pavmerit I()Iita[.n'rga)pes
activity input.  Used to print out €
Payment Transmittal Log (Item 9)°
and to produce Case Data & Payment
Transaction History (Item 11).
8.l "LOCK BOX" OR SECURITY DATA OFM|Clerk Payment Act{90 days
TAPES ‘ ' ' ivity Tapes
Contain support payment activity (Item 7)
data. Used as backup to Payment
Activity Data Tapes and to produce
Payment Transmittal Log and Case
Data & Payment Transaction History
9.f PAYMENT TRANSACTION LOG/ OPR| Clerk None 6 years
CHECK REGISTER & EDIT after last
Detailed computer printout of child entry
t s, listing date, check ‘
nufer, Eis humber, arnou and names 2L /

FOR THE ATTORNEY GENERATL

_Mgngenae Bechai

ATE AUDITOR

A

‘
FOR THE §TATE ARCHIVIST
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GENERAL RECORDS RETENTION SCHEDULE .
& DESTRUCTION AUTHORIZATION
REFERENCE: RCW 40.14,070 & WAC 414.24.050

DISPOSITION AUTHORITY NUMBER

CC-8C

FPAGE

3 oF 3

FAGES

SCHEDULE TITLE

ACCOUNTING/AUTOMATED DATA BASE

SCHEDULE APPLICABLE 70O

COUNTY CLERKS

EFFECTIVE DATE

DECEMBER 1982

ECORDS LOCATION . .
1:5:4 RECORDS SERIES TITLE & DESCRIPTIOR . QO;SM pmMARYRco:YD - OTHER COBIES RE:EE:I.ZDON AR:HIVFT MF‘I:::AOT DISPOSITION/REMARKS
104 PAYMENT TRANSACTION LOG OFMjClerk None 6 years
PRODUCTION CONTROL REPORT :
Computer printout quantifying child
support payments by various clas-
sifications. . Used as accounting
tool to monitor Paymedt Transaction
Log.
11.} CASE DATA & PAYMENT TRANS-
ACTION HISTORY
Current case data afd pavient [hish
tory from beginning ‘ef,case to date
Shows amounts received, disburse-
ments, dates and cheeknumbets.
Updated weekly. Usually displayed
in' ledger form.
a. Tapes OFM|Clerk . None Varific-
ation of
fiche +
14 days
b. Computer OCutput Microfiche - JOFM|Clerk None - 190 days
© Weekly Updates ‘ : '
¢. Computer Output Microfiche - OPR |Clerk None 6 years
Final Update
2.} ACCOUNT RECONCILIATION OFM |Clerk None Until
PROGRAM TAPES completion
of State
Compilation of all computer generated] Auditot's
disbursements. Used in reconciling examination
bank account.
report

FOR THE ATTORNEY GENERAL

WW\/ “,

GAA-44

FOR THE STATE ARCHIVEST
H *
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GENERAL RECORDS RETENTION SCHEDULE:
- &DESTRUCTION AUTHORIZATION

"lazlgixfs 3 REFERENCE: RCW 40.14,070' & WAC 414.24.050 DISPOSITION AUTHORITY NUMBER
& Managemenr : ;

L_— I3i 'CC"‘Q PaGeE 1 oF 3 wpages{:
SCREDULE ﬂﬁ_g._-—. SCHEDULE APPLICABLE .TO - EFFECTIVE DATE
AUTOMATED DATA PROCESSING COUNTY CLERKS DECEMBER 1982
':::“ RECORDS SERIES TITLE & CESCRIBTION 2::!_:; 1 Apkmn‘f::::bs a.o:::::l» P— RE:::.’;?h | ’A?CHIVE’ N;'::::; DiSPOSITION/REMARKS

1.} DATA PROCESSING FEASIBILITY |OFM|{Clerk Data Proc- {3 years v

STUDIES ‘ essing Serv]after term- -
May include any or all of the ice Center }ination |
s of system
following: e
‘ . or progran
Problem identification; requirements use -

statement; system objectives; altern-*
ative proposals; cost/benefit analysis;
feasibility statement. ‘

SYSTEM DESIGN DOCUMENTATION

: :+1 May include an‘yh orall of the
R following:

General description of design, in-
cluding system review and definit-
ion; project work plan; design detH
ail, including documentation plan,
program specifications, special
forms and requirements; development
plans for testing, training, conversion and
acceptance; evidence of approval.

a. Fiscal/Accounting systems and |GFM|{Clerk Data Procest3 vyears
programs. ' sing Servicelafter tern
Center ination of
system ot
program
use

b. All other systems and programsJOFMiClerk Data Procesql year

sing Servicejafter term
ination of
sys or]
prgram use

/

Center

yd
FOR TE AUDITOR
/% s

FOR THE ATTORNEY GENERAL FOR THE PFATE ARCHIVIST




GENERAL RECORDS RETENTION SCHEDULE
& DESTRUCTION AUTHORIZATION -

—Rscare: 3 REFEREMCE: RCW 40,14.070 & WAC 414.24.050 DISFOSITION AUTHORITY NOMBER
.ix_a;g;ezi’:;; CcC-9 PaGE 2 oF 3 PAGEs
~ kv
SCHEDULE TITL;_ SCHEDULE APPLICABLE TO EFFECTIVE DATE
AUTOMATED DATA PROCESSING COUNTY CLERKS DECEMBER 1982
; ' RECORDS LOCATION ETENTION 1ERO- REMARKS
1:::4 RECORDS SERIES TITLE & DESCRIPTION Zoil_;;,  PRIMARY COPT OTHER COPIES Rv::m:’: ARCHIVE? Mrn.“! PISPOSITION/REMARK
34 PROGRAMING & IMPLEMENTATION
DATA ’ '
Operational and user instructions,
specifications and system acceptancel
criteria.
a. Fiscal/Accounting systems and |OFM|Clerk Data Procest3 years
programs. sing Service | after termy
: Center: ination of
system o1
program
H use
b. All other systens and programs]OFM| Clerk Data Procestl year
. sing »Seﬁri¢e after termq
Centers ination of
system or
program
use
4] SYSTEM MAINTENANCE DOCUMEN-
TATION :
May include any or all of the
following:
System or program change author-
zations; descriptions of changes;
acceptance testing.
a. Fiscal /Accounting systems and JOFM]Clerk Data Procest3 years
programs. sing Service |after term-
Centers ination of
system or
prgram use
Jj/
FOR THE ATTORNEY GENERAL FOR

gl M

FOR THE STgTE ARCHIVIST

GAK-44
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GENERAL RECORDS RETENTION:SCHEDULE
& DESTRUCTION AUTHORIZATION.

REFEREMNCE: RCW 40.14070 & WAC 414.24.050 : STerosTTion AUTHORITY NUMBER .| .
r;—__l(anaq:mm J ' - 1 ]
LNM_E ' v -C_C—9 ‘ .PAGE 3 oF 3  races|
SCHEDULE 7ITL£“‘ m— SCHEDULE APPLICABLE TO ' EFFECTIVE DATE
AUTOMATED DATA PROCESSI\IG COUNTY CLERKS DECEMBER 1982
oPR RECORDS LOCATION ] rerestion | MiCRO- )
ITEM RECORDS SERIES TITLE & DESCRIPTION or - PERIOD ARenIvET] oo e DiSPOSITION/REMARKS

NO. . i OFM ] PRIMARY COPY OTHER COPIES

44 SYSTEM MAINTENANCE DOCUMEN-
’ TATION . {cont.) j

b. All other systems and programs. OFM] Clerk Data Procesil 'year
. : C ‘ | sing Service {after termr
Center ination of
} system or
| program
use-
5/ OPERATIONAL DATA OFMEGlenk Data Procestl year
1. . Summaries of throughput StatlSthS, . "sc1‘ng‘l-t'Semce
38 - | usage figures and work output 1R
| measurements.
64 POST IMPLEMENTATION REVIEWS OFM|Clerk | Data Procest Until 1
sing Service |terminatf} .
Project evaluatlons and recommend- Center ioni of
ations. system or
program
‘ use
7. ‘SYSTEM & SOFTWARE BACKUP OFMj Clerk or None 3 cycles
DATA Data Proceg- i
sing Service

Tapes, discs and punch cards
providing backup data which is
revised and recreated in a regular
cycle.

Center

FOR THE ATTORNEY GENERAL - ] FOP%ATE AUDITOR FOR THE,STATE ARCHIVIST N
. .
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Section C: IMPLEMENTING A RECORDS RETENTION PROGRAM

The following outline shows how a Records Retention Program can be imp-
lemented step by step. - This outline can be-applied to the establishment .
of any records management program.- The steps described below may be

modified to meet an agencys specxfnc needs '

I. ESTABLISH THE PROGRAM

A.

'Support from the Top .

The success of any program is dependent on top level management
support. If a. Records Retention Program is to be successful, it
must be actlvely promoted by the head of the agency.

Appomt a Records Officer

A member of the adm1mstrat1ve staff should be appointed as Records

Officer, The Records Officer is responsible to oversee the establish-

ment and coordmate the mamtenance of the program., :

Announce the: Program

A program annoucement should be issued before further steps
are undertaken., It should include a statement of support from
top management, identification of the Records Officer and a
request for staff cooperation. The example below has been
used by many agencies.with great SUCCESS., -

To: A¥l Departments - All.Personnel
From: Agency Head
Subject: Records Retentlon Program

It is the policy of this agency to encourage eff1c1ent records
management practices. This includes compliance with state law
regarding- the retention, protectlon and disposal of of all agency
records. :

A formal Records Retention Program will help -us in several ways.
It will reduce the need for additional file equipment, release
existing equipment and space for other uses, save time in records
handling and insure the preservation of essentlal and permanently
valuable records. = :

Mr/Ms XxxxxxxxX has been appointed as the agency Records Officer
and will be responsible :for coordinating the program. He/she
has my full support in this effort. Please give him/her your
complete cooperation. :

Appoint a Records Retention Committee (OPTIONAL)

In large agencies a Records Retention Committee, consisting of
high level administrators from key departments, may provide
effective program direction and advice for the Records Officer.

It may also enhance the Records Officer's authority and generate

a greater degree of cooperation for the Records Retention Program.



II.

Establish a Records Retention Management File

A file containing the General Records Retention Scedule, Internal
Working Schedules, SSA-24 Public Records Retention Schedule &
Destruction Authorization forms, state records management hand-
books, destruction certificates and logs, other forms and supplies
related to the Records Retention Program should be maintained- by
the Records Officer and other responsible participants.

Designate a Re.cords‘Coor_'diﬁator for each Functional Unit

Records Coordinators may be supervisors or clerical personnel
with substantial knowledge of the operation and the records in
a particular functional unit (department, division or office).
They will be responsible for working with the Records Officer
to implement the Records Retention Program in their own units.

Establi‘shr Formal Records Retention Policies and Prbcedures.

Records Retention Policies and Procedures should state the pur-
pose of the program, who is effected by it and agency policy
regarding the retention and disposition of Public Records.

Terms unique to the program should be defined. The respon-
sibilities of all functional units and participants should be out-
lined. Program procedures should be fully explamed

(See Appendix A)

BEGIN THE PROGRAM

A-

Orientation

Conduct lorientation meetings with Records Coordinators, managers
and “ether“¢oncerned=individualss

General Records Retentio:nVSche'dule Distribution

The General Records Retention Schedule should be divided into
sections relating to the agency's functional units. These should
be distributed to the appropriate Records Coordinators.

Preparation of Internal WorkmLSchedules

Records Coordinators should transfer listings which cover the
holdings in their own functional .units from the General Records

-Retention Schedule to Internal Working Schedules.

Dlsgosxtlon of Obsolete Records

Internal Working Schedules should be apphed to the disposition
of obsolete records in the agency's various functional areas.
Special care should be taken to identify and set aside records
for archival value by the Genéral Records Retention Schedule.
An appointment should be made with staff of the State Archives
for the appraisal and transfer of these items.

Annual Disposition Procedures

Procedures should be established for the continuing annual dis-
position of obsolete records, including the regular transfer of
historically valuable records to the nearest regional branch of
the State Archives.

40




Disposition of Records Not Covered by the General Records

Retention Schedule

During the initial disposition of obsolete records, series may be
discovered which are not listed on the General Records Retention
Schedule. Disposition authority for such items must be obtained
by submitting an Individual Records Retention Schedule for the
approval of the Local Records Committee. SSA-24 Public Records
Retention Schedule & Destruction Authorization forms should be
used for this purpose. These can be obtained through the near-
est branch of the State Archives. Individual Records Retention
Schedules approved by the Local Records Committee should be
abstracted onto Internal Workmg Schedules to complete the
process.

Non~Current Records Storage

If possible, establish a non-current records storage unit which

"is separated from the agency's active office area. The active

reference life .of most Records Series varies from one to two ..
years. Older, .less active records should not pass the remainder
of their Retention Periods cluttering valuable office space or
hindering the use of current records. ~Guidelines and procedures
for establishing efficient, accessible non-current storage units

can be obtained through the nearest branch of the State Archives.
To accommodate the flow of older records into non-current storage,
the Retentign Period for.each:iReeordsSeries, should be,divided
into. active land nonscurrent phases. : '

Files Cutoff

Where ever possible, files should be broken or. cut off an an
annual basis so that they can be moved from active storage
to to their ultimate disposition in large units rather than
through the laborious, time consuming process of purgmg

III. MAINTAIN THE PROGRAM

A.

Monitor Implementatlon

The Records Officer should make sure that Internal Working
Schedules are applied to the removal of non-current records
from active storage, disposal of obsolete records and the trans-
fer of historically valuable material to the nearest branch of

the State Archives on an annual basis.

Update Records Retention Schedules

Internal Working Schedules should be examined annually to
determine if new items should be added or existing ones
revised. In either case, Individual Records Retention Sched-
ules should be prepared for the approval of the Local Records
Committee.
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APPENDIX A

RECORDS RETENTION PROGRAM POLICY & PROCEDURE
(Suggested Format and Content)

PURPCSE

To estab11sh a policy’ and procedure for .the 1dentif1cat1on and systematic disposal of
obsalete records; to remove non-current records from active office space; to transfer
historicaily va]uable records to the State Arch1ves once their usefulness to the
agency has paSSed

DEPARTMENTS EFFECTED
Al Departments
POLICY

ANl agency records shall be 1nventor1ed, analyzed and entered onto retention schedules
to insure that:

Only active records are stored in valuable office space.
Non-current records are shifted to low cost storage units,

Valuable historical records are'adequately preserved and are transferred to the nearest
branch -of thg State Archives when the agency no longer needs them.

Obso]éte, valueless records are effectively destroyed.
DEFINITIONS

PUBLIC RECORDS

Any paper, {Corfespondence, form, book, map;{chart, photograph, magnetic Medium or
other documenththat has.been made or received during the course of public business.
Public Records”arewexclusively public property”and=may be=transferred=or disposed
of only under the provisions of records retention schedu]es approved for the agency
by the State of wash1ngton $ Loca1 Records Comm1ttee

LOCAL RECORDS COMMITTEE

The Local Reécords Committee 1ncludes the State Archivist and representatwves from the
offices of the State Auditor and Attorney Géneral. The committee has the authority
to review and approve the disposition of all local government records. The Local
Records Committee gives agencies continuing records disposition authority by approv-
ing individual Records Retention Schedu1es and 1ssu1ng General Records Retent1on
Schedules. : :

RECORDS RETENTION SCHEDULES

A list of functional records groups (Records Series),- 1nc1ud1ng minimum retention
periods for each one, prepared by the agency and submitted for Local Records Commit-
tee approval. Once approved, it gives the agency recurring authority to dispose of
of obsolete records.

GENERAL RECORDS RETENTION SCHEDULES

Records Retent1on Schedu]es issued by the Local Records Coﬁmittee to give agencies of
the same kind blanket authority for the disposition of commonly held records.

INTERNAL WORKING SCHEDULES

Listings abstracted from General Records Retention Schedules which relate directly

to the types of records held by a particular department, division or office.
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RECORDS SERIES

Any group of records, accomplishing a particular function, which is used as a unit,
filed as a unit and can be disposed of as a unit. Each listing in'avRecords Reten-
tion Schedule is a separate Records Series. ' ' '

RECORDS OFFICER

The person designated by top management to coordinate the agency's Records Retention
Program, serve as liaison with the State Archives and represent the- agency before
the Local Records Committee. :

RECORDS COORDINATOR

The person des1gnated 1n each functional unnt of the agency who works with the Records

Officer.

PROCEDURES‘X RESPONSIBILITIES
RECORDS OFF ICER

1. Coordinates the Records Retention Program.

2. Educates and advises Records Coordinators and other agency personne] regarding

program procedures and retention standards.
3. Packages and distributes General Records Retention Schedules to Records Coordinators.
4, Serves as the agency contact for the State- Archives., '

5. Represents'the agency before the Local Records Committee on gquestions relating to
records retention policy.

6. Coord1nates and provides technical assiistance to Records Ceordinators in prepar1ng
Internal Working Schedules for each functional unit.

7. Reviews and approves all Records Retention Schedules prepared by Records Coordin-
ators for submittal to the Local Records Committee.

8. Designates primary offices of record and location of official copies.

9. Coordinates disposal of obsolete records, non-current records storage and transfer
of historically valuable records to the nearest regional branch of the State Archives.

RECORDS COORDINATORS

1. Implement and maintain the Records Retention Program in each of the agency s func-
tional units.

2. Prepare Internal Working Schedules.

3. Recommend revisions to thé Records Retention Schedule and prepare SSA-24 PUBLIC
RECORDS RETENTION SCHEDULE & DESTRUCTION AUTHORIZATION forms for review by the’
Records Officer and submittal to the Local Records Committee.

4. Supervise the destruction of obsolete records, prepare less active records for
non-current storage and oversee the transfer of historically valuable records
to the nearest regional branch of the State Archives.

STATE ARCHIVES/REGIONAL ARCHIVIST

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

ro

Provides advice and technical assistance on specific problems related to records
retention or other aspects of records management.

3. Makes presentations and conducts workshops for agencies upon request .
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Iv. CQM}PILE AND REPORT RESULTS
A, Statistics

1. Amount of records sforage equipment emptied for reuse.
2s Volume of records held at the begmnmg of the reporting period.
3. Volume of new records created or received.
4, Volume of obsolete records dlsposed
5., Net holdings at the end of the reportmg perlod
B, C‘ost Savings .. o

1. Cost of records storage equipment released for reuse.
2. Cost of floor space converted or released for other uses,

3. Clerical time saved by ehmmatmg the handhng of non-current
records in active office areas,




APPENDIX B -

Chapter 40.14 RCW

PRESERVATION AND DESTRUCTION OF PUBLIC
RECORDS

Sections

40.14.010 Definition and classification of public records.

40.14.020 Division of archives and records management——- —State
archivist——Powers and dutics - --Duties of public
officials.

40.14.025 Division of Aruhlvus and records management -

Schedule of fees and charges- - Archives and records
management aceount. -

40.14.030 Transfer to state archives Certified copices, cost.

40.14.040 Records officers - Designation -Powcers and duties.

40.14.050 Records committee -~ -Composition, travel expenses,
meetings, powers and duties-- - -Retention schedules.

40.14.060 Destruction, disposition of official public records or of-
fice files and memoranda.—--Record retention
schedules.

40.14.070 Destruction, disposition of Jocal government re-
cords—--Preservation for historical interest~-~--—Local
records committee, duties—--Record retention
schedules.

40.14.080 Chapter not to affect other laws.

40.14.100 Legislative records——Defined.

40.14.110 Legislative records--—~-Contribution of papers by legis-

‘ lators and employecs.

40.14.120 Legislative records---— "Clerk", "secretary” defined.

40.14.130 Legislative records===-Diitics of legistavive officials,

: employees and state archivist-——-Delivery of re-
cords——Custody —=-Availabitity.

40.14.140 Legislative recordss=—=—Party=caucuses to be ad-
vised-—— Information and instructions.

40.14.150 Legistative records——-Use for rescarch.

40.14,160 Legislative records———- Rules for access to records.

40.14.170 Legislative records——Sound recordings.

40.14.180 Legistative records-———Construction —---Confidentiality

of bill drafting records.

Materiais specifically authorized to be printed and distributed by sec-
retary of state: RCW 43.07.140.

RCW 40.14.010 Definition and classification of
public records. As used in this chapter, the term "public
records” shall include any paper, correspondence, com-
pleted form, bound record book, photograph, film, sound
recording, map drawing, machine-readable material, or
other document, regardless of physical form or charac-
teristics, and including such copies thereof, that have
been made by or received by any agency of the state of
Washington in connection with the transaction of public
business, and legislative records as described in RCW
40.14.100.

For the purposes of this chapter, public records shall
be classified as follows:

(1) ()”i(,id] publiu ruunds shall imludc all original

isolate .md prove (hc v.llldny ol every ll.ln\lL(lOn relat-
mg to the receipt, vse, and disposition of all public
property and public income from all sources whatsocver;
Al agreements and contracts to which the state of
Washington or any agency thereol may be a party; all
llddm surcty, and performance bonds: all claims filed

9B aws)

against the state of Washington or any agency thereof;
all records or documents required by law to be filed with
or kept by any agency of the state of Washington; all
fegislative records as defined in RCW 40,14.100; and all
other documents or records determined by the records
committee, created in RCW 40.14, 050, to be official
public records,

(2) Office files and mcmomndd include such ru.ords
as correspondence, exhibits, drawings, maps, completed
forms, or documents not above defined and classified as
official public records; duplicate copies of official public
records filed with any agency of the state of
Washington; documents and reports made for- the inter-
nal administration of the office to which they pertain but
not required by law to be filed or kept with such agency:;
and other documents or records as determined by the
records commitiee to be office files and memoranda.
[1982¢ 36 § 3, 1981 ¢ 32 § 4, 1971 ex.s. ¢ 102 § 151957
c 246§ 1.]

RCW 40.14.020, Division of \archives and . records
management——>State archivist——Powers and -du-
ties——Duties“of public™officials, All public records
shall be and remain the property of the. state of
Washington. ‘They shall be delivered by outgoing offi-
cials and employees to their successors and shall be pre-
served, stored, transferred, destroyed or disposed of, and
otherwise managed, only in accordance with the provi-
sions of this chapter. In order to insure the proper man-
agement and safeguarding of public records, the division
of archives and records management is established in the
oflice of the sccretary of state, and, under -the adminis-
tration of the state archivist, who shall have reasonable
access to all public records, wherever kept, for purposes
of information, surveying, or cataloguing, shall under-
take the following functions, duties, and responsibilities:

(1) To manage the archives of the state of
Washington;

(2) To centralize the archives of the state of
Washington, to make them available for reference and
scholarship, and to insure their proper preservation;

(3) To inspect, inventory, catalog, and arrange reten-
tion and transfer schedules on all record files of all state
departments and other agencies of state government;

(4) To insure the maintenance and security of all state
public records and to establish safeguards against unau-
thorized removal or destruction;

(5) To establish and operate such state record centers
as may from time to time be authorized by appropria-
tion, for the purpose of preserving, servicing, screening
and protecting all state public records which must be

[Ch. 46.14 RCW-——p 1]
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preserved temporarily or permanently, but which need
not be retained in office space and equipment;

(6) To gather and disseminate to interested agencies
information on all phases of records management and
current practices, methods, procedures and devices for
efficient and economical management of records;

(7) To operate a central microfilming bureau which
will microfilm, at cost, records approved for filming by
the head of the office of origin and the archivist; 10 ap-
prove microfilming projects undertaken by state depart-
ments and all other agencies of state government; and to
maintain proper standards for this work;

(8) To maintain necessary facilities for the review of
records approved for destruction and for their economi-
cal disposition by sale or burning; directly to supervise
such destruction of public records as shall be authorized
by the terms of this Lhapter [1981 c llS § I; 1957 ¢
246 § 2]

Transfer of records, property, funds, employees, etc. -——Savings«-——-»
1981 ¢ 115; "Sec. 5. All reports, documents, surveys, books, records,
files, papers, or written material in the possession of the department of
general administration and pertaining to the division of archives and
records management shall be delivered to the custody of the secretary
of state, All cabinets, furniture, office equipment, moior vehicles, and
other tangible property employed by the division of archives and re-
cords management of the department of general administration shall
be made available to the secretary of state. All funds, credits, or other
assets held in connection with the division of archives and records
management shall be assigned to the secretary of state,

Any appropriations made to the department of general administra-
tion for archives and records management shall, on the effective date
of this act, be transferred and credited to the secretary of state.

If any question arises as to the transfer of any personnel, funds, in-
cluding unexpended balances within any accounts, books, documents,
records, papers, files, equipment, or any_other tangible property used
or held in the exercise of the pawers and the performance of the duties
and functions transferred, the,director of financial managementsgshipll
make a determination asio the proper allocation and certify the same
to the state agencies concernied.” [1987°¢ 115 § 5.

"See. 6. All classified employees of the division of archives and re-
cords management of the department of general administration are

“transferred to the jurisdiction of the secretary of state. All employees

classified- under chapter 41.06 RCW, the state civil service law, are
assigned to the secretary of state to perform their dsual duties upon
the same terms as formerly, without any loss of rights, subject to any
action that may be appropriate thercafter in accordange with the laws
and rules governing state civil service,” {1981 ¢ 115 § 6.] -

"Sec. 7. All rules and regulations and all pending busjness before
the division of archives and records management of the department of
general administration shall be continued and acted upon by the seere-
tary of state. All existing contracts and obligations shall remain in full
force and effect and shall be performed by the secretary of state.”
{1981 c 11587

"Sec. 8. The transfer of the powers, duties, functions, and personnel
of the division of archives and records management ¢f the department
of general administration shall not affect the validity of any act per-
formed by such employee prior to the effective date of this pet.” (1981
c115§8)]

"Scc. 9. I apportionments of budgeted funds are required becapse
of the transfers directed by sections 5 through 8 of this act, the direc-
tor of financial management shall gertily the apportionments 1o the
agencies affected, the state auditor, and the state treasurer. Each of
these shall make the appropriate transfer and adjustments in funds and
appropriation accounts and equipment records in accordance with the
certification.” {1981 ¢ 115§ 9.]

Effective date——1981 ¢ 115: “This act is necessary for the imme-
diate preservation of the public peace, health, and safety, the support
of the state government and its existing public institutions, and shali
take effect July 1, 1981." [1981 ¢ 115§ 10

[Ch. 40.14 RCW—p 2)
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RCW 40.14.025 Division of archives and records
management——Schedule of fees and charges——Ar-
chives and records management account, The secretary of
state and the director of financial management shall
jointly establish a schedule of fees and charges governing
the services provided by the division of archives and re-
cords management to other state agencies, offices, de-
partments, and other entities. The schedule shall be
determined such that the fees and charges will provide
the division with funds to meet its anticipated expendi-
tures during any allotment period,

There is created the archives and records management
account within the general fund, which shal} consist of
all fees and charges collected under this section. The ac-
count shall be appropriated exclusively for use by the
secretary of state for the payment of costs and expenses
incurred in the operation of the division of archives and
records management, [1981 ¢ 115 § 4.]

Division of archives and records wmanzgement——Transfer of re-
cords, property, funds, employees, etc.——Savings——Effective

date——1981 ¢ 115 See notes following RCW 40.14.020.

RCW 40.14.030 Transfer to state archives——Cer-
tified coples, cost. All public records, not required in the
current operation of the office where they are made or
kept, and all records of every agency, commission, com-
mittee, or any other activity of state government which
may be abolished or discontinued, shall be transferred to
the state archives so that the valuable historical records
of the state may be centralized, made more widely
available, and insured permanent preservation: Provided,
That this section shall have no application to public re-
gords“approved - for “destruCtion under the subsequent
provisiens of this chapter.

When so_transferred, copies of thc public records con-
cerned shall be made and certified by the archivist,
which certification shall have the same force and effect
as though madé by the officer originally in charge of
them. Fees may be charged to cover the cost of repro-
duction. In turning over the archives of his office, the
officer in charge thereof, or his successor, thereby loses
none of his rights of access to them, without charge.
whenever necessary, [1957 ¢ 246 § 3.]

Columbia River boundary compact, transfer of records to division of
archives: RCW 43.58.070.

RCW 40.14.646  Records officers Designa-
tion——Powers and duties. Each department or other

" agency of the state government shall designate a records

officer to supervise its records program and to represent
the office in all contacts with the records committee,
hereinaftér created, and the division of archives and re-
cords management. The records officer shall:

(1) Coordinate all aspects of the records munagcmcnt
program.

(2) Inventory, or manage the inventory, of all public
records at least once during a biennium for disposition
scheduling and transfer action, in accordance with pro-
cedures prescribed by the state archivist and state re-
cords committee: Provided, That essential records shall
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be inventoried and processed in accordance with chapter
40.10 RCW at least annually.

(3) Consult with any other personnel responsible for
maintenance of specific records within his state organi-
zation. regarding records retention and  transfer
recommendations.

(4) Analyze records mvcnlory data, examine and
compare divisional or unit inventories lor duplication of
records, and recommend to the state archivist and state
records committee minimal retentions for all copies
commensurate with legal, financial and administrative
needs.

(5) Approve all records inventory and destruction re-
quests which arc submitted to the state records
commitlee.

{6) Review established records retention schedules at
least annually to insure that they are complete and
current.

(7) Exercise internal control over the acquisition of
filming and file equipment.

If a particular agency or department does not wish o
transfer records at a time previously scheduled therefor,
the records officer shall, within thirty days, notify the
archivist and request a change in such previously set
schedule, including his reasons therefor. [1982 ¢ 36 § 4;
1979 ¢ 151 § 51,1973 ¢ 54 § 3; 1957 ¢ 246 § 4.]

RCW 40.14.050 Records committee Composi-
tion, travel expenses, meetings, powers and duties——
Retention schedules. There@s Crealed a commiittiee, to be
known as the records committee, Composed=of the=archi-
vist, an appointee of the statcauditorsand an appointee
of the attorney general. Committee members shall serve
without additional salary, but shall be entitled to travel
expenses incurred in accordance with RCW 43.03.050
and 43.03.060 as now existing or hereafter amended.
Such cxpenses shall be paid rom the appropriations
made for operation of their respective departments or
offices.

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

It shall be the duty of the records committee 1o ap-
prove, modify or disapprove the recommendations on re-
tention schedules of all files of public records and to act
upon requests to destroy any public records: Provided,
That any modification of a request or recommendation
must be approved by the head of the agency originating
the request or recommendation.

The division of archives and records management
shall provide forms, approved by the records committee,
upon which it shall prepare recommendations to the
committee in cooperation with the records officer of the
department or other agency whose records are involved.
(1975-"76 2nd ex.s. ¢ 34 § 83, 1957 ¢ 246 § 5.]

Effective date——Severability——1975-"76 2nd ex.s. ¢ 34: Sce
notes following RCW 208115,

RCW 40.14.060  Destruction, disposition of official
public records or office files and memoranda———Record

(OB 2 Laws)

retention schedules. (1) Any destruction of official public
records shall be pursuant to a schedule approved under
RCW 40.14.050. Official public records shall not be de-
stroyed unless:

(a) The records are six or more years old

(b) The department of origin of the records has made
a satisfactory showing to the state records commitice
that the retention of the records for a minimum of six
years is both unnecessary and uneconomical, particularly
il lesser federal retention periods for records generated
by the state under federal pmgrdms have been “estab-
lished; or

(¢) The originals of official public records less than
six years old have been copied or reproduced by any
photographic or other process approved by the state ar-
chivist which accurately reproduces or forms d durable
medium for so reproducing the original.

(2) Any lesser term of retention than six years must
have the additional approval of the director of financial
management, the state auditor and the attorney general,
except when records have federal retention guidelines
the state records committee may adjust’ the retention
period accordingly. An automatic reduction of retention
periods from seven to six years for official public records
on record retention schedules existing on June 10, 1982,
shall not be made, but the same shall be reviewed indi-
vidually by the state records committee for approval or
disapproval of lhc change to a retention period of six
years.

ReeommendationSyfor the dustrucuon or dlsposmon of
officenfiles=and memoranda=shall be submitted to the re-
cordsscommitiee upon approved. forms prepared by the
records officer of the agency concerned and the archi-
vist. The committee shall determine the period of time
that any office file or memorandum shall be preserved
and may authorize the division of -archives and records
management to arrange for its destruction or disposition.
[1982 ¢ 36 § 51979 ¢ 151 § 52: 1973 ¢ 54 § 4, 1957 c
246 § 6.}

RCW 40.14.070 Destruction, disposition of local
government records Preservation for historical inter-
est Local records committee, -duties Record re-
tention schedules. County, municipal, and other local
government agencies may request authority to destroy
noncurrent public records having no further administra-
tive or legal value by submitting to the division of ar-
chives and records management lists of such records on
forms prepared by the division. The archivist and the
chief examiner of the division of municipal corporations
of the office of the state auditor and a representative
appointed by the attorney general shall constitute a
commitlee, known as the local records committee, which
shall review such lists and which may veto the destruc-
tion of any or afl items contained therein.

A local government agency, as an alternative to sub-
mitting lists, may clect to establish a records control
program based on recurring disposition schedules rec-
ommended by the agency to the local records commitice.
The schedules are to be submitted on forms provided by
the division of archives and records management to the

[Ch. 40.14 RCW—p 3]
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local records committee, which may either veto, approve,
or amend the schedule. Approval of such schedule or
amended schedule shall be by unanimous vote of the lo-
cal records committee. Upon such approval, the schedule
shall constitute authority for the local government
agency to destroy the records listed thercon. after the
required retention period, on a recurring basis until the
schedule is either amended or revised by the committee.

Except as otherwise provided by law, no public re-
cords shall be destroyed until approved for destruction
by the local records committee, Official public records
shall not be destroyed unless:

(1) The records are six or more years old;

(2) The department of origin of the records has made
a satisfactory showing to the state records committee
that the retention of the records for a minimum of six
years is both unpecessary and uneconomical, particularly
where lesser federal retention periods for records gener-
ated by the state under federal programs have been es-
tablished; or

(3) The originals of official public records Jess than
six years old have been copied or reproduced by any
photographic, photostatic, microfilm, miniature photo-
graphig, or other process approved by the state archivist
which accurately reproduces or forms a durable medium
for so reproducing the original,

An automatic reduction of retention periods from
seven to six years for official public records on record
retention schedules existing on June 10, 1982, shall not
be made, but the same shall be reviewed individually by
the local records committee for approval or disapproval
of the change to a retention period of six years,

The state archivist may furnish appropriate informa-
tion, suggestions, and “guidelines to™local government
agencies for their assistancevindthe preparation of lists
and schedules or any other matter relating to the reten-
tion, preservation, or destruction of records under this
chapter. The local records committee may adopt appro-
pnatc regulations establishing procedures to be followed
in such matters, A

Records of county, municipal, or other local govern-
ment agencies, designated by the archivist as of primar-
ily historical interest, may be transferred to a recognized
depository agency. [1982 ¢ 36 § 6; 1973 ¢ 54 § 5. 1971
exsc|0§ll957c246§7] .

Destruction and reproduiction of court records: R(‘W 36. 21065
lhrough 36.23.070. .

RCW 40.14.080 Chap&er not to affect other laws.
The provisions of this chapter shall not be construed as
repealing or modifying any other acts or parts of acts
authorizing the destruction of public records save for
those specifically named in *scction 9 of this act; nor
shall this chapter affect the provisions of **RCW 40-
.04.020 requiring the deposit of all state publications in
the state library. [1957 ¢ 246 § 8.]

Reviser's note: *(1) "section 9 of this act” refers to 1957 ¢ 246 § 9,

which repealed RCW 40.08.010 through 40.08.050 and 40.12.010 .

through 40.12.110. ]
3#(2) RCW 40,04.020 was repealed by 1977 ex.s. ¢ 232 § 12. Later
enactment, see chapter 40.07 RCW.

[Ch. 40.14 RCW—p 4]
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RCW 40,14.100 Legislative records Defined. As
used in RCW 40.14.010 and 40.14.100 through 40.14-
180, unless the context requires otherwise, "legislative
records” shall be defined as correspondence, amend-
ments, reports, and minutes of meetings made by or
submitted to legislative committees or subcommitiees
and transcripts or other records of hearings or supple-
mentary written testimony or data thereof filed with
committees or subcommittees in connection with the ex-
crcisc of legislative or investigatory functions, but does
not include the records of an official act of the legisla-
turc kept by the secretary of state, bills and their copies,
published materials, digests, or multi-copicd matter
which are routinely retained and otherwise available at
the state library or in a public repository, or reports or
correspondence made or received by or in any way under
the personal control of the individual members of the
legislature. {1971 ex.s. ¢ 102 § 2.]

RCW 40.14.110 Legislative records——Contribu-
tion of papers by legislators and employees. Nothing in
RCW 40.14.010 and 40.14.100 through 40.14.180 shall
prohibit a legislator or legislative employee from con-

tributing his personal papers to any private library, pub-

lic library, or the state archives. The state archivist is
authorized to receive papers of legislators and legislative
employees and is directed to encourage the donation of
such personal records to the state. The state archivist is
authorized to establish such guidelines and procedures
for the collection of personal papers and correspondence
relating to the legislature as he sees fit. Legislators and
legislative employees are encouraged to contribute their -
personal papersyto the state for preservation, [1971 ex.s.
o 1027673.]

RCW 40.14.120 Legisiative records——"Clerk",
"secretary” defined. As used in RCW 40.14.010 and 40-
.14.100 through 40.14.180 "clerk" means clerk of the
Washington state house of representatives and "“secre-
tary” means the secretary of the Washington state sen-
ate. [1971 ex.s. ¢ 102 § 4.]

RCW 40.14.130 Legisiative records——Duties of
legislative officials, employees and state archivist——-
Delivery of records——Custody Availability. The
legislative committee chairman, subcommittee chairman,
committce member, or employed personnel of the state
legislature having ‘possession of legislative records that
are not required for the regular performance of official
duties $hajl, within ten days after the adjournment sine
die of a regular or special session, deliver all such legis-
lative records to the clerk.of the house or the secretary
of the senate.

The clerk of the house and the secretary of the senate
are charged to include requirements and responsibilitics
for keeping committee minutes and records as part of
their instructions to committee chairmen and employees.

The clerk or the sceretary, with the assistance of the
state archivist, shall classify and arrange the legislative
records delivered to the clerk or secretary in a4 manner
that he considers best suited to carry out the cfficient
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and ccononmical utilization, maintenance, preservation,
and disposition of the records. The clerk or the seeretary
may deliver to the state archivist all legislative records in
his possession when such records lave been classified
and arranged and are no longer needed by cither house,
The state archivist shall thereafter be custodian of the
records so delivered, but shall deliver such records back
to either the clerk or secretary upon his request. .

The chairman, member, or-employee of-a legislative
interim committee responsible for maintaining the legis-
lative records of that committee shall, on a scheduled
basis agreed upon by the chairman, member,. or .em-
ployee of the legislative interim committee, deliver to the
clerk or sceretary all legislative records in his possession,
as long as such records are not required for the regular
performance of official duties.- He shall also deliver to
the clerk or secretary all records of an interim commit-
tce within ten days after the committee ceases to fun(-
tion. [1971 ex.s. ¢ 102:§ 5]

RCW 40.14.140 Legislative records Party cau-
cuses to be advised Information and instructions. It
shall be the duty of the clerk and the sceretary to advise
the party caucuses in €ach house concerning the neces-
sity to keep public records. The state archivist or his
representative shall work with the clerk and secretary to
provide information and instructions on the best method
for keeping legislative records. [1971 ex.s. ¢ 102 § 6. ]

RCW 40.14.150 Legislative [recofds 1]s¢ for' re-
search. Committee recordsmmay be usedaby legishitive
employees for rescarch a the diseretion ol the Ll(,l'k or
the secretary. [1971 ex.s. ¢ 102§ 7.

RCW 40.14.160 Legislative records Rules for
access to records; The clerk or the sceretary shall, with
advice of the state archivist, prescribe rules for access to
records more than three years old when such records
have been delivered to the state archives for preservation
and maintenance, [1971 ex.s. ¢ 102 § 8.}

RCW 40.14.170 Legislative records Sound re-
cordings. Any sound recording of debate in the house or
senate made by legislative employees shall be preserved
by the chief clerk of the house and-by the secretary of
the senate. respectively, for two years from the end of
the session at which made, and thereafter shall be trans-
mitted to the state archivist. - The.chiel clerk and the
seeretary shall catalogue or index the recordings in their
custody according to a uniform system, in order to allow
casy access (o the debate on specific questions before ci-
ther house, and shall make “available to any court of

“record, at the cost of reproduction, such portions of the

recordings as the court may request. {1971 ex.s. ¢ 102 §
()]

RCW 40.14.180 Legislative records——Construc-

ti.on———»(‘onfidentiality of bill drafting records. The pro-
visions of RCW 40.14,010 and 40.14.100 through

(1982 1 aws)
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40.14.180 shall not be construed as repealing or modify-
ing any other 2ets or parts of acts authorizing the reten-
tion or destruction of public records nor shall RCW
40.14.010 and 40.14.100 through 40.14. 180" affect the
provisions of *RCW 40.04.020 requiring the deposit of
all state publications in the state library nor shall it af-
fect the confidcntiality of the bill draflin;, records of the
code reviser's office. [ 1971 exs: ¢ 102 § 10.]

" *Reviser's note: RCW 40.04.020 was repenled by 1977 ex.s. ¢ 232 §
12, fater enactment, sec ch'\plu 40.07 RCW. )

73 Cha'pter 40.16 RCW
- PENAL PROVISIONS

Sections

40.16.010 Injury to public record.

40.16.020 Injury to and misappropriation of record.
40.16.030 Offering false instrument for filing or record.

Fraud: Chapter 9A.60 RCW.

Malerials apccxﬁcdlly authorized to be pnnu.d and distributed by sec-
retary of state: RCW 43.07.140. .

Misconduct of public officers: Chapter 42, 20 RCW.

Public works accounts and records, penally for fals1fymg RCW
39.04. IIO

RCW 40.16.010 Injury to public record. Every per-
son ‘who shall wilfully and unlawfully remove, alter, mu-
tilatey du;troy. ¢onceal oroblitgrateya record, map, book,

piper, document or [othersthing filed or deposited in a
pubhc office, or with any public officer, by authority of
law, shall be punished by lmprm)nmcnl in the state pen-
itentiary for not more than five years, or by a fine of not
more ‘than one thousand dolldrs or by both. [1909 ¢ 249
§ 95: RRS § 2347.} .

RCW 40.16.020 “Injury to and misappropriation of
record, Every officer who shall ‘mutilate, destroy, con-
ceal, erase, obliterate or falsify any record or paper ap-
pertaining to his office, or who shall fraudulently
appropriate to his own use or to the use of another per-
son, or secrete with intent to appropriate to such use,
any money, evidence of debt or other property intrusted
to him by virtue of his office, shall be punished by im-
prisonment in the state penitentiary for not more than
ten years, or by a fine of not more than five thousand
dollars, or by both. [1909 ¢ 249 § 96. RRS § 2348.]

RCW 40.16.030  Offering false instrument for filing
or record. Every person who shall knowingly procure or
offer any falsc or forged instrument to be filed, regis-
tered or recorded in any public office, which instrument,
il genuine, might be filed, registered or recorded in such
office under any law of this state or of the United
States, shall be punished by imprisonment in the state
penitentiary for not more than five years, or by a fine of
not more than five thousand dollars, or by both. [1909 ¢
249 § 97; RRS § 2349.]

[Ch. 40.14 RCW—p 5]



APPENDIX C

PREPARING A
PUBLIC RECORDS RETENTION SCHEDULE & DESTRUCTION AUTHORIZATION
Form SSA-24

The SSA-24 is a letter size form which should be prepared on a typewriter.
Three copies should be submitted to the Local Records Committee. In the
process of Local Records Committee review, on copy will be forwarded

to the appropriate Regional Archivist, one copy will be retained by the

staff of the Local Records Committee and one copy will be returned to the
agency. The SSA-24 should be prepared as follows. (Also see Appendix D)

1. AGENCY TITLE: Enter name of parent agency.
2. OFFICE OF RECORD: Enter name of department, division or functional unit.

3. NAME & TITLE OF RESPONSIBLE OFFICER: Enter name of the person who has
custody or resonsibility for the records on the schedule.

4. PHONE: Enter telephone number of Responsible Officer.

5. DATE OF SUBMITTAL: Enter the date that schedme will be submitted to the Records
Dfficer. ‘

6. NO.: Enter a number for every Records Series 1isting. Double space between Records
Series listings. Subsequent SSA-24s submitted for the same Office of Record should
begin with the next number in the sequence established by the original schedule.
Revisions to items on previously approved.schedules should retain the numbers originally
assigned to, them.

7. RECORDS SERIES TITLE: Enter the title for each Records Series listing. Should
be a brief, consise description of the Records Series. It should clearly identify a func-
tional group of records. A Records Series may be defined as a group of records performing
a particular function which is used as a unit, filed as a unit and may be transferred or
disposed of as a unit. It may be composed of a single form such as a warrant or a number
of different types of documents which work together as in a case or project file.

8. FUNCTION/PURPOSE: - Indicate briefly the function, purpose and contents of the
Records Series. For example: VOUCHERS Authority for payment to claimant for services
or goods. The information in this block is particularly important in the process of Local
Records Committee review and approval. Avdi‘d one word descriptions. They are too ambiguous.

9. QPR or QFM: Each Records Series must be classified as either an Official Public
Record {OPR) or as Office Files/and Memoranda(OFM).

OFFICIAL PUBLIC RECORD (OPR): Applies to Records Series which serve as primary official
proof of an action, transaction or agreement by the agency. Includes all original vouchers,
receipts, warrants, checks and other official transaction source documents; all original
contracts and agreements; all fidelity, surety and performance bonds; all records or docum-
ents required by law to be filed with or képt by the agency; all other records determined
by the Local Records Committee to be Official Public Records.

OFFICE FILES AND MEMORANDA (OFM): Applies to Records Series which fulfill administrative
functions. Includes correspondence, informational reports, working papers and secondary
copies of Official Public Records.




10,

11.

12.

13.

14.

15.

16.

INCLUSIVE DATES: Enter the year the Records Series began in the block. “FROM."
In the block "T0," enter the word "Present" for Records Series of a continuing nature.
For discontinued Records Series enter the year of discontinuance.

LOCATION OF OTHER COPIES: Eﬂm~menuwsofoﬂwrkmmwﬁfk%IMVmg
active copies of the same documentation found in the Records Series. Place an asterisk
following the name of the office having the official or primary copy. Do not enter

State Archives, 1nact1ve storage centers or pr1vate parties.

VOLUME OF RECORDS: Enter the current total volume of the Records Ser1es
The volume should be estimated in cubic feet. A legal size file drawer will hold .

. three cubic feet of material. A letter size drawer will hold two cubic feet.

RETENTION PERIOD: . uUnless otherwise provided by law, Official Public Records
must be retained at least six years after the completion of the action or transaction
they document. Retention Periods for Office Files and Memoranda are based on the operat-
jonal needs of the Office of Record or possible short term audit reqmrements. “Years

may be abbrev1ated as Yrs, months as Mos, weeks as Wks and Permanent as Perm ‘

REMARKS: Enter appropriate legal citations or indicate the use of microfiim.
Otherwise, leave blank for the use of the Local Records Committee. Explanatwons

of ammendaments or denials made by the committee will be entered in this column. ;
Also, the designations "Archival," "Potentially Archival™ or "Selected Files Potentially

Archival" will be entered beside Records Series which .should be set aside for appraisal

and transfer to the nearest regional branch of the State Archives rather than being -des-'
troyed once their Retention Periods have passed. A letter explaining this process will

be sent to the agency upon the return of its approved SSA-24,

AGENCY ABPPROVALS - IE REQUIRED: = (Obtain the s1gnature( Y lof the Records -
Officer andother individuals designated by the agency to review prepared schedules before
submittal to the Local Records Committee.

ACTION BY LOCAL RECORDS COMMITTEE: TMImm1RamMSCmmﬁx%is
chartered by RCW 40.14,070 to review and approve records retention schedules prepared

by agencies of local government., It consists of the State Archivist, a representative
from the State Auditor's Office and a representative from the State Attorney General's
Office, As a result of Local Records Committee action, a Records Retention Schedule
submitted on an SSA-24 may be "APPROVED," “APPROVED AS AMMENDED" or remain “"UNAPPROVED." -
Without approval by the Local Records Committee, a Records Retention Schedule cannot be
used as authority for the disposition of records. - The action taken by the committee

will be jindicated by an X entered beside one of the terms listed above and confirmed

by the signatures of the committee members. Once approved by the Local Records Committee,
a Records Retention Schedule will give the agency cont1nu1ng disposition authorwty for the
Records Serwes Tisted thereon.
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STATE OF WASHINGTON
APPENDIX D LOCAL RECORDS COMMITTEE

PUBLIC RECORDS RETENTION SCHEDULE & DESTRUCTION AUTHORIZATION
REFERENCE: RCW 40.14070

1;2. OFFICE O RECORD P 3. wAME & TITLE OF STSPONSIBLE OFFITER 4. PHONE X, CATE OF SU5-AITTAL
ZUILDING DEPARTMENT ' LES HOLTE, DIRECTOR 1336-9410 111/15/78
:’5. I, mECsA0S TEMIES TITLE i 8, FuUnCTIoN/PURPOSE E OP_E; ; iil“‘:LUSWE D‘:‘:’ { Lc:‘::?c':!:sor oTmeR ; ;i'nvsoc'.o'igi *3. :!::!%rg.‘lcfu ] ) 14, REmARKS
? - ’
1 [CORRESPONDENCE %Correspondence dealing with 3OFM 1970 iPresent | Originator & 10.5 cf 3 vearss.
j i department activities i Addressee i POUuin s
: : ; ERALIETS
: | ' | |
2 BUDGZT TILES :Copies of ccunty budgets & , OFY | 1969 |Present | County 10.3 cf |3 vears
' working papers used in i i Commissioners®
‘preparation cf >udgets. : : ! ! i
BQVCUCHE\S i Copies of wveuchers and OFM | 1976 [|Present | Auditor% 10.3 ¢f . |3 years
: expense claizms plus support- i ; ;
, ! <ng documents submitted for | { ; z
! ‘payment of department ex- ;
z 5 | pensess { |
{" 4 |AFFIDAVITS & LEGAL | AffidaVits of mailTAg, not- | OPR| 1978 W)jPresent | None (0.2 cf |7 years
NOTICES iceshofipublications etlus ’
8 used to confirm that a
legally required action has
been taken
5 JAGREEMENTS & . Contracts & agreements OPR 1977 |Present | Other parties 0.2 ef Termina-
CONTRACTS entered into by the . 4 tion + 7
department . years
6 |EMPLOYMENT Applications for employment | OFM | 1978 |Present | None 0.1 cf
APPLICATION FORM in the department. Contains
applicant's name, address,
personal and professional
data
Sucessful Applicant Termina-~
tion + 7
years
Unsuccessful Applicant . 2 years
38. ACTION BY LOLAL RECOADS COMMITTEE {]arrProvED (] arPPROYED 43 AMENDED {(JunarproveD

iR d (R DT

P NS

DISPOBITION AUTRORITY nunisim OR THE ATT(ORN\EV NERA L FOR THE 3TATE AUDRITOR FOR THE STAYE ARCHIVIST
/ . T I
é;‘zfg"jgfﬁr” < i - ‘);;%2 - 45; 272%9/ :
N ko F - ok L T (%.é/é;
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APPENDIX F

LEGAL

STATUS OF MICROFILM

Chapter 40.20 RCW

REPRODUCED RECORDS FOR GOVERNMENTS AND
BUSINESS

Sections

' °40.20.010 "Business " defined.
40.20.020 Reproduction by film or photog,mph
40.20.030 Use as original.

Court records, destruction and reproduction: RCW 36.23.065 through
-+ 36.23.070.
Materials specifically authorized to be printed and distributed by sec-
"retary of state: RCW 43.07.140.
Photographic recordation of plats and documents: RCW 65.04.040.
Uniform business records as evidence act: Chapter 545 RCW,
Uniform photographic copies of- business and public records as evi-
dence act: Chapter 5.46 RCW,

RCW 40.20.010 "Business" defined. {'or the purpose
of this chapter, the term "business” shall mean and in-
clude business, industry, profession, occupation and cali-
ig of every kind. 11949 ¢ 223 § 3 Rem. Supp. 1949 §
1257~ 6]

RCW 40.20.020 Reproduction by film or photo-
graph. The head of any business or the head ol any
state, county or municipal @epartment] commission, bu-
reau or board may cause any=or all records=fequired or
authorized by law to be madesorkept by such official,
“department, commission, bureau, bourd, or business to
be photographed, microphotographed, reproduced on
film, or photocopicd for all purposes of recording docu-
ments, plats, files or papers, or copying or reproducing
such records. Such film or reproducing material shall be
of permanent material and the device used to reproduce
such records on such film or material shall be such as to
accurately reproduce and perpetuate the original records
in all details, and shall be approved for the intended
“purpose: Provided, That the state archivist shall approve
such material for state records use: Provided, further,
That the state auditor shall approve such material for
use by local govcrnmental subdlvmons [1981 ¢ 32 §5;
. 1973 ¢ 95 § 1, 1949 ¢ 223 § I: Rem, Supp 1949 §
1257-4. ¢

RCW 40.20.00  Use as original. Such photostatic
copy, photograph, microphotograph or photographic film
recard, or copy of the original records shall be deemed o
be an original record Tor all purposes, and shall be ad-
missible in evidence in all courts or administrative agen-
cies, A facsimile, exemplification or certified copy
thereof shall, for all purposes recited herein, be deemed
W be a transcript, exemplification or certified copy of
the original. [1949 ¢ 223 § 2. Rem. Supp. 1949 §

257-5.)

(1982 Laws)
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RCW 5.46.010 - Photographic copies of business and
public records. as -evidence. If any business, institution,
member of a profcssxon or calling or any- department or
agency- of government, in the regular course of business
or activity has kept or recorded any memorandum, writ-
ing, entry, print, representation or combination thereof,
of any act, transaction, occurrence or event, and in the
regular course of business has caused any or- all of the”
same to be recorded, copied or reproduced by any pho-
tographic, photostatic, microfilm, mzicrochrd.-mivniutuljc )
photographic, or other -process which accurately repro-
duces.or forms a durable medium for so reproducing the
original, the original _may be destroyed in_ the regular
course of business unless the same is an asset or is rep-
resentative of title to an asset held in a custodial or fi-
duciary capacity or unless its preservation is required by
law. Such reproduction, when satisfactorily identified, is
as-adimissible in ¢vidence-as the original itself in any ju-
dicial or administrative proceeding whether the original
is in existence or not and an.enlargement or facsimile of
such_reproduction is likewise admissible in “evidence if
the original reproduction is in existence and available for
inspeetion under direction of<court=The introduction of a

- reproduced record, enlargement or facsimile, does not

preclude admission of the original. [1959 ¢ 125§ 1:
1953 ¢ 273 § 1. Formerly RCW 5.44.125.]

Photostatic or photographic copies of public or business records ad-
missible in evidence: RCW 40.20.030.

[Ch. 40.20 RCW—p 1]



APPENDIX F
RECORDS DESTRUCTION _PAPERWORK

AFFIDAVIT OF DES’I‘RUCTION
(Sample)

I, o e, actmg as’ the agent of (agency) , (dept or offlce)
hereby witness the destruction of the following records according to the provisions of _
WAC 414-24-070 and WAC 414-24- 080.

WARRANTS -  1955-1977 - No 1753320755
CONTRACTS -~ 1935-1977 '
CORRESPONDENCE - 1958-1981 o
COURT REPORTER'S NOTES (Civil) - 1932-1968

Destruction executed by (méthéd'-_cif_ de'strucv:‘tioﬁ)r on this day of

Signture of Agency Witness

DESTRUCTION LOG

(Sample)
Records Series . _Inclusive Dates . Diéjaositibh Auth No .Date of Destruction
Marrants | 1956-1976 - . 583-15 o ' 8/15/83
‘Contracts . 1935-1976 Y AR . 8/15/83
| Correspondence  1gse-l08l Lo 81583
| Court Reporter's Notes 1932-1967 i CC-6 8/15/83




APPENDIX G

Chapter 36.23 RCW
COUNTY CLERK

Sections _

36.23.020 New bond may be required.

36.23.030 Records to be kept.

36.23.040 Custody and delivery of records.

36.23.065 Destruction and reproduction of court records - De-
struction of receipts for ecxpenses under probate
proceedings.

36.23.067 Reproduced court records have same force and effect as
original.

36.23.070 Des&‘uclion of court exhibits-— - Preservation for his-
torical purposes.

36.23.080 Office at county scat.

Civil actions, generally, clerk's duties: Title 4 RCW,

County clerk

as clerk of superior court: State Constitution Art. 4 § 26.
not eligible as justice of the peace: RCW 3,04.040.

not o practice law: RCW 2.32.090.

powers and duties: RCW 2.32.050.

Dissolution of inactive port districts: Chapter 53.47 RCW,

Executian docket. clerk to keep: RCW 4.64.060.

Judgment journal, clerk 1o keep: RCW 4.64.030.

Judgment roll, clerk to keep: RCW 4.64.040, 4.64.050.

Qaths, clerk may administer: RCW 5.28.010.

Official bonds filed with: RCW 42.08.100.

Record index, clerk to keep: RCW 4.64.070.

Registration of tand titles, clerk’s duties: Chapter 65.12RCW.

Support of dependent children, Clerk 10 charge posfees in"conncction

with: RCW 74.20.300.

Tax warrants, clerk’s duties: Chapter 2,32 RCW.

Taxes, property, certificate of delinquency, proceedings relating to,
clerk’s duties: Chapter 84.64 RCW,

Telegraphic copies as evidence, clerk to certify: RCW 5.52.050.

Veterans, clerk 1o furnish marital status certificates to free: RCW
73.04.120.

Witness fees and expenses, civil procecdings, clesk’s dutics: Chapter
2,40 RCW, RCW 5.56.010.

RCW 36.23.02¢ New bond may be required. When
the judge or judges of any court, or a majority of them,
believe that the clerk of the court does not have a good
and sufficient bond on file, or that the bond is not large
cnough in amount, such judge or judges shall enter an
order requiring him, within such time as may be speci-
fied in the order, to exccute and present to them a good
and sufficicnt bond, in such sum as may be fixed by the
order. In case of his failure to file the bond within ten
days from the expiration of the date fixed the judge or
judges shall declare the office vacant. [1963 ¢ 4 § 36-
23,020, Prior: 1895 ¢ 53 § 3, RRS § 72

RCW 36.23.030 Records to be kept. The clerk of
the superior court at the expense of the county shall
keep the following records:

(1) A record in which he shall enter all appearances
and the time of filing all pleadings in any cause;

(2) A docket in which before every session, he shall
enter the titles of all causes pending before the court at
that session in the order in which they were commenced,

(1982 1 aws)
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beginning with criminal cases, noting in scparate col-
umns the names of the attorneys, the character of the
action, the pleadings on which it stands at the com-
mencement of the session. One copy of this docket shall
be furnished for the use of the court and another for the
use of the members of the bar;

(3) A record for each.session in which he shall enter
the names of witnesses and jurors, with time of atten-
dance, distance of travel, and whatever else is necessary
to enable him to make out a complete cost bill;

(4} A record in which he shall record the daily pro-
ceedings of the court, and enter all verdicts, orders,
judgments, and decisions thereof, which shall be signed
by the judge; but-the court shall have full control of all
entries in said record at any time during the session in
which they were madc;

(5) An execution docket and also one for a final
record in which he shall make a full and perfect record
of all criminal cases in which a final judgment is rend-
ered, and all civil cases in which by any order or final
judgment the title to real estate, or any interest therein,
is«in any.way.affected,.and such other final judgments,
orders, or decisions\as the court may require;

(6) A journal in'which shall be entered all orders, de-
crees, afnid judgments made by the court and the. minutes
of the court in probate proceedings;

(7 A record of wills and bonds shall be maintained.
Originals shall be placed in the original file and shall be
preserved or duplicated pursuant to RCW:36,23.065;

(8) A record of letters testamentary, administration
and guardlanshlp in which all letters testamentary, ad-
ministration and guardianship shall be recorded;

(9) A record of claims shall be entered in the appear-
ance docket under the title of cach estate or case, stating
the name of each claimant, the amount of his claim and
the date of filing of such; ,

(10) A memorandum of the files, in which at least one
page shall be given to each estate or case, wherein shall
be noted cach paper filed in the case, and the date of
filing each paper;

(11) Such other records as are prescribed by law and
required in the discharge of the duties of his office.
[1967 ex.s. ¢ 34 § 2; 1963 ¢ 4 § 36.23.030. Prior: (i)
1923 ¢ 130 § 1; Code 1881 § 2179; 1863 p 417 § 6; 1854

p 366 § 6; RRS § 75. (ii) 1917 ¢ 156 § 2; RRS § 1372.
(iii) 1917 ¢ 156 § 57, Code 1881 § 1384; 1863 p 219 §
118; 1860 p 181 §85 RRS § 1427 (iv) 1917 ¢ 156 §
72; Code 1881 § 1411; 1863 p 221 § 130; 1860 p 183 §
97; RRS § 1442.]

RCW 36.23.040 Custody and delivery of records.
The clerk shall be responsible for the safe custody and
delivery to his successor of all books and papers belong-
ing to his office. {1963 ¢ 4 § 36.23.040. Prior: Code

{Ch. 36.23 RCW—p 1]
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36.23.040 " County Clerk

1881 § 2181; 1863 p 418 § 8: 1854 p 367 § 8; RRS §
76.)

RCW :36.23.065 Destruction and reproduction of
court records——Destruction of receipts for expenses
under probate proceedings. Notwithstanding any other
law relating to the destruction of court records, the
county clerk may cause to be destroyed all documents,
records, instruments, books, papers, depositions, and
transcripts, in any action or proceeding in the superior
court, or otherwise filed in his office pursuant to law, if
all of the following conditions exist: v

(1) The county clerk maintains- for. the usc of the
public a photographic film, microphotographic, photo-
static or similar reproduction of each document, record,
instrument, book, paper, deposition, or:transcript so de-
stroyed: Provided; That all receipts and canceled checks
filed by a personal representative pursuant to RCW 11-

~.76.100 may be removed from the file by order of the

court and destroyed the same as an exhibit pursuant to
RCW:36.23.070:

(2) At the time of the takmg of said photograph:c
film, microphotographic, ‘photostatic or similar repro-
duction, the county clerk or other person under whosc
direction and control the same was taken, attached
thereto, or to the sealed container in which the same was
placed and has been kept, or ingorporated in-said photo-
graphic film, microphotographic, photostatic or similar
reproduction, a certification that the copy is a correct
copy.of the original, or of a specified part thereof, as the
case may be, the date on which taken, and the fact it
was taken under hig"difection and"Contrdl. The [Certifi-
cate. must be under thesofficial seal-of‘the¢-eertifyingrof-
ficer, if there be- any,or if. he/be the cleck of @ court
having a seal, under the seal of such court. :

'(3) The county clerk promptly seals and stores at feast

'onc original negative of each such - photographic. film, -

mncrophotographlc, photostatic or- similar reproduction
in such' inanner and place as reasonably to assurc its
preservation indefinitely against' loss, theft, defacement,

or destruction. [1981 ¢ 277 §10; 1973 ¢ 14 § 15 1971 ¢ .

29§15, 1963 c 4 § 36. 23 065 Prlor l957 ¢ 201 § L
RCW 36, 23.067 Reproduced court records have

" same force and effect as original. Any print, whether en-

larged or not, from any photographic film, including any
phowgraphlc plate, microphotographic: film, or photo-
static’ negative or similar reproduction, .of any original
record, document, instrument, book,: paper, deposition or
transcrlpt which has been processed in accordance with
the provisions of RCW 36.23.065, and has been certificd
by the county ¢lerk under his official scal as a true copy,
may be used in all instances, including introduction in
evidence in any judicial or administrative proceeding,
that the original record, document, instrument, book,
paper, deposition or transcript might have been used,
and shall have the full force and effect of said original
for all purposes. [1963 ¢ 4 § 36.23.067. Prior: 1957 ¢
201 § 2.

[Ch. 36,23 RCW—p 2]

RCW 36.23.070 Destruction of court exhibits—
Preservation for historical purposes. A county clerk may
at any time more than six years after the entry of (inal
judgment in any action apply 1o the superior court for
an authorizing order and, upon such order being signed
and entered; turn such cxhibits of possible value over to
the sheriff for disposal in accordance with the provisions

“of chapter 63.40 RCW, and destroy any other exhibits,

unopened depositions, and reporters’ notes which have
theretofore been filed in such cause: Provided, That re-
porters' notes in criminal cases must be preserved for at
least fifteen ycars: Provided further, That any exhibits
which are deemed to possess historical value may be di-
rected to be delivered by the clerk to libraries or histori-
cal societies, [1981 ¢ 154 § 1; 1973 ¢ 14 § 2; 1967 exss. ¢
34 § 3; 1963 ¢ 4 § 36.23.070, Prior: 1957 ¢ 201 § 3;
1947 ¢ 277 § |; Rem, Supp. 1947 § 81-1.]

RCW 36.23.080 Office at county seat. The office of
the clerk of the superior court shall be kept at the
county seat of the county of which he is clerk. {1963 ¢ 4
§ 36.23.080. Prior: 1891 ¢ 57 § 1; RRS § 73, pdl‘t Cf.
Code 1881 § 2125.]

(1982 Laws)




APPENDIX 1

42.17.280

PUBLIC ACCESS TO AGENCY RECORDS

‘RCW 42.17.25¢ Duty to publish procedures. (1)
Each state agency shall separately state and currently
publish in the Washington Administrative Code and
cach local agency shall prominently display and make
available for inspection and copying at the central office
of such local agency, for guidance of the public:

(a) Descriptions of its central and ficld -organization
and the established places at which, the employees from
whom, and the methods whereby, the public may obtain
information, make submittals or requests, or obtain cop-
ies of agency decisions;

{b) Statements of the general course dnd method by
which its operations are channeled and determined, in-
cluding the nature and requirements of all formdl and
informal procedures available;

(c) Rules of procedure;

{d) Substantive rules of general applicability adopted
as authorized by law, and statements of general policy or
interpretations of general applicability formulated and
adopted by the agency; and

(¢) Each amendment or revision to, or rcpcal of any of
the foregoing.

(2) Except to the extent that he has actual and timely
notice of the terms thercof, a person wmay not in any
manner be required to resort to, or be adversely affected
by, a matter required to be published or displayed and
not so published or displayed. {1973 ¢ | § 25 (lmtmtlve
Measure No. 276 § 25).]

RCW 42.17.260 Documents and indexes to be made
public. (1) Each agency, in“accordance with published
rules, shall make availablesfor “publict inspection=and
copying all public records. To the extent required to
prévent an unreasonable invasion of personal privacy, an
agency shall delete identifying details when it makes
available or publishes any public record; however, in
each case, the justification for the deletion shall be ex-
plained fully in writing.

{2) Each agency shall maintain and make available
for public inspection and copying a current index pro-
viding identifying information as to the following records
issued, adopted, or promulgated after January 1, 1973:

(a) Final opinions, including concurring and dissent-
ing opinions, as well as orders, made in the adjudication
of cases:

(b) Those statements of policy and interpretations of
policy, statute, and the Constitution which have been
adopted by the agency;

(¢) Administrative staff manuals and instructions to
staff that affect a member of the public;

(d) Planning policies and goals, und interim and final
planning decisions;

(¢) Factual staff reports and studics, factual consult-
ant's reports and studies, scientific reports and studies,
and any other factual information derived from tests,
studies, reports, or surveys, whether conducted by public
employcees or others; and

() Correspondence, and materials referred to therein,
by and with the agency relating to any regulatory, su-
pervisory, or enforcement responstbilities of the agency,
whereby the agency determines, oF opines upon, or is
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asked (o determine or opine upon, the rights of the state,
the public, @ snhdivision of state government, or of any
private party.

{3) An ageney need not maintain such an index, if 1o
do so would be unduly burdensome, but it shall in that
cvent: ‘

(a) Issuc and publish a formal order specifying the
reasons why and the extent to which compliance would
unduly burden or interfere with agency operations; and

{b) Make available for public inspection and copying
all indexes maintained for agency use.

(4) A public record may be relicd on, used, or cited as
precedent by an agency against a party other than an
agency and it may be invoked by the agency for any
other purpose only if--— ‘

{a) It has been indcxed in an index available to the
public; or

(b) Parties affected have Umcly notice (actual or con-
structive) of the terms thercof.

-(5) This chapter shall not be construed as giving au-
thority to any agency to give, sell or provide access to
lists of individuals requested for commercial purposes,
and agencies shall not do so unless specifically author-
ized or directed by law: Provided, however, That lists of
applicants for professional licenses and of professional
licensees shall be made available to those professional
associations or educational organizations recognized by.
their professional licensing or examination board, upon
payment_of a reasonable_charge therefor: Provided fur-
ther, That such recognition may be refused only for a
goodycause pursuant to a hearing under the provisions of
chapter 34104 RCW, [1975 lstwex.s. ¢ 294 § 14; 1973 ¢
I § 26 (Initiative Mcasure No. 276 § 26).] -

RCW 42.17.270 Facilities for copying Avail-
ability of public records. Public records shall be available
for inspection and copying, and agencies shall, upon re-
quest for identifiable public records, make them
promptly available to any person. Agency facilities shall
be made available to any person for the copying of pub-
lic records except when and to the extent that this would
unreasonably disrupt the operations of the- agency.
Agencies shall honor requests received by mail for iden-

_tifiable public records unless exempted by provisions of

this chapter. [1975 Ist ex.s. ¢ 294 § 15; 1973 ¢ 1 § 27
(Initiative Measure No. 276 § 27).]

RCW 42.17.280 Times for inspection and copying.
Public records shall be available for inspection and
copying during the customary office hours of the agency:
Provided, That if the agency does not have customary
office hours of at least thirty hours per week, the public
records shall be available from nine o'clock a.m. to noon
and from one o'clock p.m. to four o'clock p.m. Monday
through Friday, excluding legal holidays, unless the per-
son making the request and the agency or its represen-
lative agree on a different time. [1973 ¢ | § 28
(Initiative Measure No. 276 § 28).]

[Ch. 42.17 RCW—p 1]



42.17.290

- RCW 42.17.290 Protection of public records——
Public access. Agencies shall adopt and enforce reason-
able rules and regulations, consonant with the intent of
this chapter to provide full public access to public re-
cords, to protect public records from damage or disorga-
nization, and to prevent excessive interference with other
essential functions of the agency. Such rules and regula-
tions shall provide for the fullest assistance to inquirers
and the most timely possible action on requests for in-
formation. Nothing in this section shall relieve agencies
from. honorinig requests received by mail for copies of
identifiable public records. [1975 1st ex.s. ¢ 294 § 16:
1973 ¢ | § 29 (Initiative Measure No. 276 § 29).]

"RCW 42.17.295 Destruction of information relating
to employee misconduct. Nothing in this chapter pre-
vents an agency from destroying information relating to
employce misconduct or alleged misconduct, in accord-
ance with RCW 41.06.450, to the extent necessary to
ensure fairness to the employce. [1982 ¢ 208 § 13.]

Severability———1982 ¢ 208: See RCW 42.40.900.

RCW. 42.17.300 = Charges for copying. No fee shall
be charged for the inspection of public records. Agencies
may impose a reasonable charge for providing copies of
public records and for the use by any person of agency
equipment to copy public records, which charges shall
not exceed the amount necessary to reimburse the
agency for its actual costs incident to such copying.
[1973 c 1 § 30 (Initiative Measure. No. 276 § 30).]

RCW 42.17.310 Certain personal and other records
exempt, (1) The following shallsbe exempt from public
inspection and copying:

_(a) Personal information in any files maintained for
students in public schools, patients or clients of public
institutions or public health agencics, welfare rcc:pxcms,
prisoners, probationers, or parolecs.

(b) Personal information in files maintained for em-
ployees, appointees, or elected officials of any public
agency to the extent that disclosure would v10|atc their
right to privacy.

(c) Information required of any taxpayer in connec-
tion with the assessment or collection of any tax if the
disclosure of the information to other persons would vio-
late the taxpayer's right to privacy or would result in
unfair competitive disadvantage to such taxpayer.

(d) Specific intelligence information and specific in-
vestigative records compiled by investigative, law en-
forcement, and penology agencies, and state agencies
vested with the responsibility to discipline members of
any profession, the nondisclosure of which is essential to
effective law enforcement or for the protection of any
person’s right to privacy.

(e) Information revealing the identity of persons who
file complaints with investigative, law enforcement, or
penology agencies, other than the public disclosure com-
mission, if disclosure would endanger any person’s life,
physical safety, or property: Provided, That if at the
time the complaint is filed the complainant indicates a
desire for disclosure or nondisclosure, such desire shall

{Ch. 42.17 RCW—p 2]

Disclosure

govern: Provided, further, That all complaints filed with
the public disclosure commission about any clected offi-
cial or candidate for public office must be made in writ-
ing and signed by the complainant under oath,

(f) Test questions, scoring keys, and other examina-
tion data used to administer a license, employment, or
academic examination.

(g) Except as provided by chapter 8.26 RCW, the
contents of real estate appraisals, made for or by any
agency relative to the acquisition or sale of property,
until the project or prospective sale is abandoned or until
such time as all of the property has been acquired or the
property to which the sale appraisal relates is sold, but
in no cvent shall disclosure be denied for more than
three years after the appraisal. _

(h) Valuable formulae, designs, drawings. and re-
search data obtained by any agency within five years of
the request for disclosure when disclosure would produce
private gain and public loss.

(i) Preliminary drafts, notes, recommendations, and
intra-agency memorandums in which opinions are ex-
pressed or policies formulated or recommended except
that a specific record shall not be exempt when publicly
cited by an agency in connection with any agency action.

(§) Records which are relevant to a controversy to
which an agency is a party but which records would not
be available to another party under the rules of pretrial
discovery for causes pending in the superior courts.

(k) Records, maps, or other information identifying
the location of archacological sites in order to avoid the
looting or depredation of such Sites.

(I)"Amy library record, the primary purpose of which
is 1o maintain.eontrol.of, library materials, or to gain ac-
cess 10 information, which discloses or could be used to
disclose the identity of a library user.

(2) The exemptions of this section shall be inapplica-
ble to the extent that information, the disclosure of
which "would violate personal privacy or vital govern-
mental interests, can be deleted from the specific records
sought. No exemption shall be construed to permit the
nondisclosure of statistical information not descriptive of

~any readily identifiable person or persons.
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(3) Inspection or copying of any specific records, ex-
empt under the provisions of this section, may be per-
mitted if the superior court in the county in which the
record is maintained finds, after a hearing with notice
thereof to every person in interest and the agency, that
the exemption of such records, is clearly unnecessary to
protect” any individual's right of privacy or any vital
governmental function.

{4) Agency responses refusing, in whole or in part, in-
spection of any public record shall include a statement
of the specific exemption authorizing the withholding of
the record (or part) and a brief explanation of how the
exemption applics to the record withheld. [1982 ¢ 64 §
I: 1977 ex.s. ¢ 314 § 13; 1975-'76 2nd cx.5. ¢ 82 § 5
1975 st ex.s. ¢ 294 § 17, 1973 ¢ 1 § 31 (Initiative
Measure No. 276 § 31).1
Exemptions from public inspection

accounting records of special inguiry judge: RCW 10.29.090.
certain eriminal records: Chapler 10.97 RCW.

(1982 Laws)




certificate submitted by physically or mentally disabled person
seeking o driver's license: RCW 46.20.041.
examination reports of the supervisor of banking and supervisor of
savings and loan associations: RCW 30.04.075, 31.12.325, 32-
,04.220, 33.04.110.
judicial qualifications commission, records of: RCW 2.64.110.
Jiability rescrves of local government joint self -insurance pool;
RCW 48.62.110.
medical disciplinary board, reports required to be filed with:
RCW 18.72.265.
organized crime
advisory board files: RCW 10.29.030.
investigative information: RCW 43.43.856.
salary and fringe bencfit survey information: RCW 28B.16.110,
41.06.160.
sales reports of commercial fertilizers: RCW 15.54.360.

. RCW 42.17.315 Certain records obtained by col-
“leges, universities, libraries or archives exempt. Notwith-
standing the provisions of RCW 42.17.260 through
2.17.340, as now or hereafter amended, no state col-
ege, university, library, or archive shall be required by
_chapter 42,17 RCW to make available for public in-
pection and copying any records or documents obtained
y said college, university, library. or archive through or
“‘concerning any gift, grant, conveyance, bequest, or de-
vise, the terms of which restrict or regulate public aceess
to such records or documents: Provided, That this scc-
- tion shall not apply to any public records as defined in
= RCW 40.14.010. [1975 Ist ex.s. ¢ 294 § 22.]

o RCW 42.17.320 Prompt responses required. Re-
sponses to requests for public precopdspshall phe=made
“promptly by agencies. Denials of requesis_must.be ac-
-companied by a written statement of the specific reasons
therefor. Agencies shall establish  mechanisms for the
~most prompt possible review of decisions denying in-
- spection, and such review shall be deemed completed at
the end of the second business day following the denial
of inspection and shall constitute final agency action for
the purposes of judicial review. [1975 Ist ex.s. ¢ 294 §
18;.1973 ¢ 1 § 32 (Initiative Mcasurc No. 276 § 32).]

- RCW 42.17.330  Court protection of public records.
The examination of any specific public record may be
enjoined if, upon motion and affidavit, the superior court
for the county in which the movant resides or in which
the record is maintained, finds that such cxamination
would clearly not be in the public interest and would
substantially and irreparably damage any person, or
- would substantially and irreparably damage vital gov-
~ernmental functions. [1975 1st ex.s. ¢ 294 § 19; 1973 ¢ |
§ 33 (Initiative Measure No. 276 § 33).]

. RCW 42.17.340  Judicial review of agency actions.
(1) Upon the motion of any person having been denied
an opportunity to inspect or copy a public record by an
agency, the superior court in the county in which a
record is maintained may require the responsible agency
to show cause why it has refused to allow inspection or
copying of a specific public record or class of records.
The burden of proof shall be on the agency to establish
that refusal to permit public inspection and copying is
© required.

(1982 Laws)

Disclosure

42.17.340

(2) Judicial review of all agency actions taken or
challenged under RCW 42.17.250 through- 42.17.320
shall be de novo, Courts shall take into account the pol-
icy of this chapter that free and open examination of
public records is in the public interest, even though such
cxamination may cause inconvenience or embarrassment
to public officials or others. Courts may examine any
record in camera in any proceeding brought under this
section, ) .

(3) Any person who prevails against an agency in any
action in the courts seeking the right to inspect or copy
any public record shall be awarded all costs, including
reasonable attorney fees, incurred in connection with
such legal action. In addition, it shall be within the dis-
cretion of the court to award such person an amount not
to exceed twenty-five dollars for each day that he was
denied the right to inspect or copy said public record.
11975 1st exs. ¢ 294.§ 20; 1973 ¢ | § 34 (Initiative
Measure No. 276 § 34).] :

[Ch. 42.17 RCW—p 3]





