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                                                                                                   GENERAL RECORDS RETENTION SCHEDULE, VERSION 3 
THIS SCHEDULE APPLIES TO ALL KING COUNTY AGENCIES                                                                                                                         JULY 2017 
 
The King County General Records Retention Schedule establishes the county’s official requirements for the retention and disposal (including destruction or 
archival transfer) of records common to most county agencies.   The schedule applies to all county records, regardless of media type or format; including 
electronic, audio/visual media, micrographic, or paper/hardcopy. 
 
Agencies may also have records unique to their job functions and responsibilities that are not included on the General Records Retention Schedule.   Retention 
periods for records unique to individual agencies are documented on Agency Specific Retention Schedules developed by the County Records Management 
Program and approved by the King County Public Records Committee.  Do not apply a retention period to your records unless the records description clearly 
matches the records you have.  If you are unable to locate a record on a county records retention schedule, or are unsure if the record is a match, please contact 
the County Records Management Program for assistance by phone: 206.477.6889 or email: records.management@kingcounty.gov.  
 
County records listed on the General Schedule must be managed and retained for the specified retention periods, and records must not be destroyed before the 
expiration of their retention period.  Retaining records longer than the stipulated legal retention period is a liability to the county and is in violation of County 
Executive Policy Management of King County Public Records INF 15-4 (AEP).  Public records designated as Permanent or Archival must not be destroyed.  Records 
designated as Potentially Archival must be appraised by the King County Archivist prior to disposition. 
 

NOTE: Records needed to support current or pending legal actions, audits, or investigations, or are the subject of a current public records act request, must 

NOT be disposed of until all related actions are complete.   
 
Records not listed in the General Schedule, or in an Agency Specific Schedule, are not eligible for disposal.  Contact the County Records Management Program to 
develop a schedule for these records. 
 
APPLICATION OF THE SCHEDULE 
The General Records Retention Schedule is divided into twelve subject categories.  A table of contents follows the introductory section and an alphabetical index 
to the records series titles is located in the back of the schedule.   
 
Information contained in the schedule includes: 

¶ The title and description of each records series. 

¶ The retention period and the office, or offices, charged with responsibility for retaining the official record copy. 

¶ The retention requirements for unofficial copies and duplicates. 

¶ A comment field for special disposition instructions including archival designations. 

¶ The Disposition Authority Number (DAN) assigned by the State to demonstrate their approval of the retention period for each listed records series. 

mailto:records.management@kingcounty.gov
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¶ Crosswalks between the state DAN and the category codes in the King County Electronic Records Management System (KC ERMS).  
 

APPROVAL AND AUTHORITY 
The record retention guidelines on the General Schedule comply with all State of Washington record keeping regulations according to the provisions of chapter 
40.14 RCW. This retention schedule is reviewed and approved by the county’s Public Records Committee. 
 
GLOSSARY 
 
The following records management terms are found in the King County General Schedule: 
 

Potentially Archival (Appraisal Required): Records from this series are potentially archival and cannot be disposed of without archival appraisal.  Offices that 
hold records designated as potentially archival should contact the County Archivist for appraisal and selective transfer once the record has reached the end of 
their retention period.  Records officially designated as Archival will be retained permanently once transferred to the Archives. 
 
Archival (Permanent Transfer): This designation pertains to records series of definite historical or permanent administrative or legal value to the County.  Offices 
with Archival records should contact the County Archivist for transfer and permanent retention immediately after their cutoff date.   
 
Category:  The category is generally tied to a business function, and is synonymous with record series. The category is similar to the Record Series Description, 
but some record series (DANs) are bundled into certain categories for convenience. 
 
Essential Records (Vital Records):  Records that contain information required to re-establish or continue a county operations in the event of a disaster.  They 
contain unique and irreplaceable information necessary to recreate an organization's legal and financial position and preserve the rights of the organization and 
its employees, customers, and other constituent groups.   
 
Office of Primary Copy:  The official and original copy of a record created in the primary office where the transaction of County business occurred.   Official and 
original copies are not duplicates or photocopies created for information or reference use.  The “Location of Official Copy” may end up outside of the office of 
origin of the original copy if records are transferred to different agencies.  Original records may also be electronic if the transaction and finalization of the record 
took place digitally.  In this instance printed copies are duplicates. 
 
Records Series Title/Description:  The Title/Description column identifies and describes records series that perform a specific function in an office.  They may be 
filed as a group, used as a group and transferred and disposed of as a group. The official title of the records is bold and underlined.   A general description has 
been added to help identify the records in your filing system.   Each “Title/Description” series has its own unique Disposition Authority Number. 
 
Retention Period:  The length of time the records series must be retained before the records are eligible for destruction or transfer to the Archives. The 
retention period begins once the files are "cut-off," at a specified time, such as year-end for correspondence and most financial records, or with a specific action 
or event which makes the file inactive (such as termination of employment for some personnel records).  
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Rule (Disposition Authority Number):  These numbers are assigned to listed item number/records series by the State Local Records Committee when the 
retention period is approved. 
 
Secondary Copy:  Duplicate records maintained by offices for administrative, reference, or information purposes only. 
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TITLE/DESCRIPTION RETENTION DISPOSITION AND 
REMARKS 

OFFICE OF 
PRIMARY COPY 

CATEGORY RULE (DISPOSITION 
AUTHORITY 
NUMBER) 

1.0  ADMINISTRATION AND AGENCY COORDINATION [ACO] 

Administrative Procedures and Instructions 
Documentation of internal office policies, procedures and 
guidelines created by the agency which relate to the 
agency’s routine day-to-day operations. Records may 
include advisory memos, manuals documenting 
departmental policies and procedures, handbooks, desk 
manuals, supporting background materials and related 
documentation. 

 
Excludes procedures, instructions and advice sent to 
(received by) the agency from an outside agency or source. 
 
Excludes officially-adopted policies, procedures, directives, 
regulations or rules covered by GS50-01-24 R1. 

Cutoff: revised 
or obsolete 
 
Retention: 3 
years 
 
 

Disposition Action: 
Not Archival - Destroy 

 Administrative Procedures 
and Instructions 
 
ACO-03-004 

GS50-01-01 

Advisory Body Development Files 
Contains records related to the development and 
operational history of Advisory Committees, Commissions, 
Boards, etc. May include by-laws, member listings, rules 
policies, and related records.   

Cutoff: no longer 
needed for 
agency business 
 
Retention: 2 
years  

Disposition Action: 
Potentially Archival – 
Appraisal Required 

 Historical Files of the 
Agency 
 
ACO-01-015 

GS50-06F-02R1 
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TITLE/DESCRIPTION RETENTION DISPOSITION AND 
REMARKS 

OFFICE OF 
PRIMARY COPY 

CATEGORY RULE (DISPOSITION 
AUTHORITY 
NUMBER) 

Agency-Provided Training – Arrangements 
Records relating to the administrative arrangements of 
agency-provided training courses, seminars and workshops. 
Includes, but is not limited to: 
• Training date and place scheduling records; 
• Training availability announcements and notices; 
• Participant registration; 
• Arrangement of catering, facilities and equipment. 
 
Excludes financial records (facilities, catering, travel 
expense, etc.). 

Cutoff: year end 
 
Retention: 2 
years 
 

Disposition Action: 
Not Archival - Destroy 

 General Office 
Communications and Staff 
Meetings 
 
ACO-01-001 

GS2011-179R1 
 

Agency-Provided Training – General 
Records documenting training courses, seminars and 
workshops provided by the county to the public, 
customers, contractors, or agency employees where: 
• Certificates/credentials/licenses are NOT awarded; and, 
• Continuing education hours/credits/points are NOT 
earned; and 
• Training is NOT required by federal, state or local statute 
or by employer. 
Records include, but are not limited to: 
• Curricula, materials presented, tests administered, etc.; 
• Attendee lists and sign-in sheets, test results, evaluations, 
etc. 
 
Excludes: 
• Agency-provided training covered by GS2011-180 R1; 
• Apprentice certification files covered by GS50-04B-34; 
Excludes employee training certificates/history retained in 
the employee’s personnel file; 
• Financial records covered in the Financial Management 
function. 

Cutoff: date 
training provided 
 
Retention: 3 
years 
 

Disposition Action: 
Not Archival - Destroy 

 Agency Provided Training – 
General 
 
ACO-10-001 
 

GS2011-181R1 
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TITLE/DESCRIPTION RETENTION DISPOSITION AND 
REMARKS 

OFFICE OF 
PRIMARY COPY 

CATEGORY RULE (DISPOSITION 
AUTHORITY 
NUMBER) 

Agency-Provided Training – Curriculum Development 
Records relating to the development of training courses, 
seminars and/or workshops.  Includes research, materials 
development, etc.  
 
Excludes final curriculum and materials for mandatory, 
certificated or hours/credit earned covered by GS2011-180 
R1. 
 

Cutoff: 
curriculum no 
longer provided 
 
Retention: 2 
years 
 

Disposition Action: 
Not Archival - Destroy 

 Agency-Provided Training – 
Curriculum Development 
 
ACO-10-002 

GS2011-178R1 
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TITLE/DESCRIPTION RETENTION DISPOSITION AND 
REMARKS 

OFFICE OF 
PRIMARY COPY 

CATEGORY RULE (DISPOSITION 
AUTHORITY 
NUMBER) 

Appointment Calendars – Elected Officials, Department and 
Division Heads 
Records document scheduled meetings, appointments, 
business travel and other activities.  May include 
appointment books, diaries, paper and electronic 
calendars, etc.  Records are used for work planning 
purposes.  

Cutoff: year end 
 
Retention: 6 
years 
 
 
 

Disposition Action: 
Potentially Archival – 
Appraisal Required  

           Elected Officials, 
Department and Division 
Heads Communications, 
Subject and Issue Files 
 
ACO-01-002 
 

GS50-01-36 
 
 
 
 

Appointment Calendars – General Staff 
Records document scheduled meetings, appointments, 
business travel and other activities.  May include 
appointment books, diaries, paper and electronic 
calendars, etc.  Records are used for work planning 
purposes. 
 
 

Cutoff: year end 
 
Retention: 2 
years 
 
 
 

Disposition Action: 
Not Archival - Destroy 

           General Office 
Communications and Staff 
Meetings 
 
ACO-01-001 
 
 
 

GS50-01-36 
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TITLE/DESCRIPTION RETENTION DISPOSITION AND 
REMARKS 

OFFICE OF 
PRIMARY COPY 

CATEGORY RULE (DISPOSITION 
AUTHORITY 
NUMBER) 

Authorizations/Certifications – Agency Management 
Records relating to licenses, permits, accreditations, 
certifications, inspections, and other authorizations 
acquired by the agency in relation to its general functions 
and operations, where not covered by a more specific 
record series.  Includes authorizations required by and/or 
received from regulating authorities (local, state, federal 
agencies and/or courts).  Includes applications, 
confirmations, correspondence, violations/corrections, 
reports, etc. 
 
Includes, but is not limited to:  
•Airport operating certificates (U.S. Federal Aviation 
Administration, 14 CFR § 139);  
•Animal exhibitor/importer/rehabilitation licenses, 
registrations and permits (U.S. Department of Agriculture, 
Center for Disease Control, U.S. Dept. of Fish and Wildlife);  
•Drug Enforcement Agency (DEA) license to 
acquire/dispense drugs;  
•Transportation (trains, light rail, ferries, school buses, etc.) 
(U.S. Dept. of Transportation, Title 49 CFR);  
•Temporary permits and licenses (food and beverage, 
public gatherings, etc.).  
 
Excludes authorizations received by the local government 
agency relating to:  
•Hazardous materials covered by GS55-01M-04;  
•Real property ownership (land division permits, etc.) 
covered by GS55-05A-06 R1.  
•Authorizations/Certifications of Assets covered under 
GS2012-033 
 
IMPORTANT: Excludes authorizations granted by the local 
government agency (such as permits, certificates, licenses, 
etc.), which are covered in agency-specific schedules. 

Cutoff: 
authorization 
superseded or 
terminated and 
conditions of 
authorization 
satisfied and 
violations (if any) 
corrected 
 
Retention: 6 
years 

Disposition Action: 
Not Archival – Destroy 
 
ESSENTIAL 
 
 

 Accreditation, Certification, 
and License Documentation 
for Agency Functions and 
Operations 
 
ACO-01-004 

GS50-01-42R2 
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TITLE/DESCRIPTION RETENTION DISPOSITION AND 
REMARKS 

OFFICE OF 
PRIMARY COPY 

CATEGORY RULE (DISPOSITION 
AUTHORITY 
NUMBER) 

Charter and Bylaws – Development 
Records relating to the development of the agency’s 
charter and/or by-laws defining the scope of the agency 
and its rights, responsibilities, and authority, and including 
written rules for the agency’s decision-making bodies 
(councils, commissions, committees, etc.)  Includes 
Associated Student Bodies (ASB). 
 
Excludes adopted charters and bylaws covered by GS50-
05A-01. 

Cutoff: adoption 
of charter or by-
law 
 
Retention: 2 
years 

Disposition Action: 
Potentially Archival – 
Appraisal Required 

 Charter and Bylaws -
Development 
 
ACO-04-005 

GS50-05A-07R1 

Civil Rights – Compliance 
Records relating to the agency’s efforts to comply with 
federal, state and local statute governing employees’ 
(including contractors and volunteers), students’, and the 
general public’s civil rights. May include surveys, reports, 
notifications, communications, meetings, agreements, 
training materials, etc.  
 
Excludes:  
•Rehabilitation Act of 1973 Section 504 accommodations 
covered by GS50-04C-01 R1;  
•Civil rights violation complaints covered by GS50-04C-04 
R1;  
•Equal employment reports covered by GS50-04C-05 R1.  
 
NOTE: Surveys and reports are potentially archival.  Please 
contact the King County Archives for appraisal and 
selective retention of these records. 

Cutoff: end of 
calendar year  
or conditions of 
grant satisfied, 
whichever is 
later 
 
Retention: 6 
years 
  
 

Disposition Action: 
Potentially Archival – 
Appraisal Required  

Office of Risk 
Management 
Services 

Civil Rights -Compliance 
 
ACO-05-011 
 
 

GS2011-171R1 
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TITLE/DESCRIPTION RETENTION DISPOSITION AND 
REMARKS 

OFFICE OF 
PRIMARY COPY 

CATEGORY RULE (DISPOSITION 
AUTHORITY 
NUMBER) 

Civil Rights Violation – Complaints 
Records relating to the agency’s investigations of 
complaints of civil rights violations occurring within the 
agency’s jurisdiction, where civil litigation has not 
commenced.  Complaints may be made by employees 
(including contractors and volunteers), students, or the 
general public. 
Includes, but is not limited to: 
•Complaints, investigations, witness statements, 
evidentiary documents; 
•Notifications, communications, contact logs, notes;  
•Findings, settlement agreements, post-finding materials.  
Includes, but is not limited to: 
Americans with Disabilities Act (ADA), Title II, etc.;  
Civil Rights Act of 1964 (voter registration, facilities, 
transportation, equal employment opportunity, education, 
race, color & national origin [Title VI], etc.); Federal Fair 
Housing Amendments Act of 1988; Health Insurance 
Portability and Accountability Act (HIPAA);  
Rehabilitation Act of 1973 (Section 504 accommodations, 
etc.); Individuals with Disabilities Education Act (IDEA).  
 
Excludes employee grievance records covered under GS50-
04E-03 R1. 
 
Note: If litigation commences, these records become part 
of the litigation case file and are covered by GS53-02-04 
R1.  

Cutoff: referral 
to jurisdictional 
agency, 
settlement, 
withdrawal, or 
closure 
 
Retention: 6 
years 

Disposition Action: 
Potentially Archival – 
Appraisal Required 

Office of Risk 
Management 
Services 
 
Note: other 
agencies that has 
records related to 
this series should 
retain them as 
General Office 
Communications 
(see category ACO-
05-001) 

Civil Rights Enforcement 
Files 
 
ACO-05-012 
 
 

Combo Rule ACO-
05-012 
 

GS50-04C-04R2 
(1985 and earlier) 
 
GS2017-002 
(1986 and later) 
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TITLE/DESCRIPTION RETENTION DISPOSITION AND 
REMARKS 

OFFICE OF 
PRIMARY COPY 

CATEGORY RULE (DISPOSITION 
AUTHORITY 
NUMBER) 

Communications for Advisory Councils, Commission, 
Committees and Boards 
Communications to or from advisory bodies and its 
members made or received in connection with the 
transaction of official business. 
Includes all communications regardless of format, 
including: correspondence; email; Websites/forms/pages; 
social networking posts and comments, etc.  Excludes 
council communications, which should be retained as a 
separate record under category LES-02-004, Council 
Communications. 

Cutoff: year end 
 
Retention: 6 
years 

Disposition Action: 
Potentially Archival – 
Appraisal Required 

 Communications for 
Advisory Councils, 
Commissions, Committees 
and Boards 
 
ACO-01-014 

GS50-01-12R3 
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TITLE/DESCRIPTION RETENTION DISPOSITION AND 
REMARKS 

OFFICE OF 
PRIMARY COPY 

CATEGORY RULE (DISPOSITION 
AUTHORITY 
NUMBER) 

Communications – Elected Officials, Department and 
Division Heads  
Internal and external communications to or from the 
county’s elected official(s) and/or executive management 
team, that are made or received in connection with the 
transaction of county business, and that are not covered by 
a more specific record series.   Includes communications by 
supporting staff acting on behalf of elected official or 
executive. 
 
Includes but is not limited to : 
•Requests for and provision of information/advice and 
county-initiated information/advice, sent or received by 
elected officials or executive management team. 
•Meetings held among agency and department directors, 
as well as councilmembers and independently elected 
officials. 
 
Includes all communication types, regardless of format 
(examples: letters, memos, e-mail, web sites/forms/pages, 
instant messages, social networking posts and comments, 
etc. 
 
Note: Information/advice published online by the agency 
ŎƻƴǘƛƴǳŜǎ ǘƻ ōŜ άǇǊƻǾƛŘŜŘέ ǳƴǘƛƭ ǘƘŜ ŘŀǘŜ ƛǘ ƛǎ 
removed/withdrawn. 

Cutoff: year end 
 
Retention: 6 
years 
 
 

Disposition Action: 
Potentially Archival – 
Appraisal Required  

 Elected Officials, 
Department and Division 
Heads Communications, 
Subject and Issue Files 
 
ACO-01-002 
 
 
 

GS50-01-12R3 
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TITLE/DESCRIPTION RETENTION DISPOSITION AND 
REMARKS 

OFFICE OF 
PRIMARY COPY 

CATEGORY RULE (DISPOSITION 
AUTHORITY 
NUMBER) 

Communications – General 
Internal and external communications to or from 
employees (includes contractors and volunteers), that are 
made or received in connection with the transaction of 
county business, and that are not covered by a more 
specific records series.  Also includes communications with 
external individuals or agencies acting as business partners 
or contractors for the county.   
  
Includes all communication types, regardless of format 
(examples: letters, memos, e-mail, web sites/forms/pages, 
instant messages, social networking posts and comments, 
etc.) 
 
Includes but is not limited to requests for and provision of 
information/advice and county-initiated 
information/advice.   
 
 Excludes the provision of routine/administrative 
information (i.e. office hours or locations) (Transitory). 
 
Excludes communications of, or on behalf of, department 
heads, division heads or elected officials (see category 
ACO-01-002).   
 
Note: Information/advice published online by the agency 
ŎƻƴǘƛƴǳŜǎ ǘƻ ōŜ άǇǊƻǾƛŘŜŘέ ǳƴǘƛƭ ǘƘŜ ŘŀǘŜ ƛǘ ƛǎ 
removed/withdrawn. 
 
 
 

Cutoff: year end 
 
Retention: 2 
years 
 

Disposition Action: 
Not Archival - Destroy 

 General Office 
Communications and Staff 
Meetings 
 
ACO-01-001 
 

GS2010-001R3 
 
 
 

Delegation of Authority and Signature Records  
Records of written delegation of authority to specific 
individuals to sign documents and financial instruments, and 
to make decisions acting in lieu of a superior officer. Records 
will include samples of signatures. 
 
 
 

Cutoff: 
superseded 
 
Retention: 6 
years 
 
 
 
 

Disposition Action: 
Not Archival – Destroy 
 
ESSENTIAL 

 Delegation of Authority and 
Signature Records 
 
ACO-03-003 
 

GS50-01-11R4 
 
 
 
 



16 
 

TITLE/DESCRIPTION RETENTION DISPOSITION AND 
REMARKS 

OFFICE OF 
PRIMARY COPY 

CATEGORY RULE (DISPOSITION 
AUTHORITY 
NUMBER) 

Meetings – General Staff  
Records documenting meetings held by (and/or for) 
general staff of the local government agency.  May include 
staff meetings, internal committees/task forces, and other 
groups that meet for various reasons (to plan activities, 
coordinate communications, solve problems, etc.). 
Includes, but is not limited to: 
• Agendas, meeting packets, sign-in lists, meeting notices, 
etc.; 
• Minutes, audio/visual recordings, transcripts, etc. 
 
Excludes meetings regulated by the Open Public Meetings. 
 
Excludes meetings held by executives, advisory bodies, 
governing councils, department and agency directors, 
county councilmembers and independently elected officials. 
 
Excludes safety committee meeting records. 
 
 

Cutoff: year end 
 
Retention: 2 
years 
 
 
 

Disposition Action: 
Not Archival - Destroy 

 General Office 
Communications and Staff 
Meetings 
 
ACO-01-001 
 

GS50-01-43R2 
 
 
 

Meetings – Safety Committee 
Records documenting meetings held by safety committees 
and other bodies that have the goal of ensuring a safe and 
healthful workplace. Includes agendas, minutes and 
materials presented at meetings. 

Cutoff: year end 
 
Retention: 3 
years 

Disposition Action: 
Not Archival - Destroy 

 Safety Committee Records 
 
PER-07-007 

GS2017-016 
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TITLE/DESCRIPTION RETENTION DISPOSITION AND 
REMARKS 

OFFICE OF 
PRIMARY COPY 

CATEGORY RULE (DISPOSITION 
AUTHORITY 
NUMBER) 

Meetings/Hearing - Arrangements 
Records relating to the administrative arrangements of 
meetings held by or on behalf of the local government 
agency. 
Includes, but is not limited to: 
• Meeting date and place scheduling records; 
• Agenda requests; 
• Arrangement of catering, facilities and equipment. 
Excludes financial records (facilities, catering, travel 
expense, etc.). 

Cutoff: year end 
 
Retention: 2 
years 
 

Disposition Action: 
Not Archival - Destroy 

 General Office 
Communications and Staff 
Meetings 
 
ACO-01-001 

GS2011-176R1 
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TITLE/DESCRIPTION RETENTION DISPOSITION AND 
REMARKS 

OFFICE OF 
PRIMARY COPY 

CATEGORY RULE (DISPOSITION 
AUTHORITY 
NUMBER) 

Meetings – Inter-Agency, Inter-Local, Inter-Governmental 
Records documenting all meetings held between the local 
government agency and one or more other public agencies. 
May include multi-agency staff meetings, committees, task 
forces that coordinate activities, communications, solutions 
to problems, etc. 
Includes, but is not limited to: 
• Agendas, meeting packets, sign-in lists, meeting notices. 
• Minutes, audio/visual recordings, transcripts, etc. 
Includes indexes and other finding aids. 
 
Excludes all meetings regulated by the Open Public 
Meetings Act (chapter 42.30 RCW). 
 
Excludes records covered by other specific Meeting 
Categories: GS2011-173, GS2011-174, GS2011-176 & 
GS2012-027.  

Cutoff: year end 
or completion of 
project, 
whichever is 
later 
 
Retention: 6 
years 
 
 

Disposition Action: 
Potentially Archival – 
Appraisal Required 

 Meetings – Inter-Agency, 
Inter-Local, Inter-
Governmental 
 
ACO-01-006 
 

GS2011-175R2 
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TITLE/DESCRIPTION RETENTION DISPOSITION AND 
REMARKS 

OFFICE OF 
PRIMARY COPY 

CATEGORY RULE (DISPOSITION 
AUTHORITY 
NUMBER) 

Meetings/Projects – General Advisory Councils, 
Commissions, Committees, and Boards 
Records documenting all meetings of the local government 
agency’s advisory bodies.  
Includes:  
Meetings regulated by the Open Public Meetings Act 
(chapter 42.30 RCW), such as regular and special meetings, 
public hearings, etc.;  
All other meetings (including executive sessions regulated 
by RCW 42.30.110(2)).  
Includes, but is not limited to:  
• Agendas, meeting/agenda packets (briefs, reference 
materials, etc.);  
• Speaker sign-up, written testimony;  
• Audio/visual recordings and transcripts of proceedings;  
• Minutes.  
Includes indexes and other finding aids.  
 
Excludes records covered by GS2011-173, GS2011-174, 
GS2011-175, and GS2011-176.  
 

Cutoff: year end 
 
Retention: 6 
years 

Disposition Action: 
Potentially Archival – 
Appraisal Required 

 Meetings/Projects – 
General Advisory Councils, 
Commissions, Committees, 
and Boards 
 
ACO-01-013 

GS2012-027 
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TITLE/DESCRIPTION RETENTION DISPOSITION AND 
REMARKS 

OFFICE OF 
PRIMARY COPY 

CATEGORY RULE (DISPOSITION 
AUTHORITY 
NUMBER) 

Organization Charts  
Records contain diagrammatical representations of the 
county agency structure and internal reporting 
relationships.   
 
 

Cutoff: 
superseded or 
obsolete 
 
Retention: 6 
years 
 

Disposition Action: 
Potentially Archival – 
Appraisal Required  
 

 Organizational Charts 
 
PER-03-007 
 

GS50-06F-02R1 
 

 

Subject/Issue Files - Elected Officials, Department and 
Division Heads 
Subject files containing informational copies of various 
records organized by issue, person, subject, or other areas 
of interest.  

Cutoff: year end 
 
Retention: 6 
years 
 

Disposition Action: 
Potentially Archival – 
Appraisal Required  

 Elected Officials, 
Department and Division 
Heads Communications, 
Subject and Issue Files 
 
ACO-01-002 
 

GS50-01-02  
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TITLE/DESCRIPTION RETENTION DISPOSITION AND 
REMARKS 

OFFICE OF 
PRIMARY COPY 

CATEGORY RULE (DISPOSITION 
AUTHORITY 
NUMBER) 

Accidents/Incidents (Hazardous Materials) – No Human 
Exposure 
Records documenting accidents and incidents with the 
agency’s jurisdiction involving hazardous materials, where 
there was no human exposure. 
Includes, but is not limited to: 
• Description of accident/incident, response, and 
investigation; 
• Toxic and hazardous substances records (29 CFR § 
1926.1101(n)).  
Hazardous materials include, but are not limited to:  
• Toxic substances or harmful physical agents as defined by 
29 CFR § 1910.1020(c)(13);  
• Hazardous materials as defined by RCW 70.136.020;  
• Dangerous waste, extremely dangerous waste, hazardous 
substances or hazardous waste as defined by RCW 
70.105.010;  
• Pesticides as defined by RCW 15.58.030.  
 
Excludes accidents/incidents involving human exposure 
covered by GS2011-177.  

Cutoff: date of 
accident/ 
incident 
 
Retention: 50 
years 

Disposition Action: 
Not Archival – Destroy 
 
ESSENTIAL 
 
 

 Accidents/Incidents 
(Hazardous Materials) – No 
Human Exposure 
 
ACO-06-016 
 

GS50-19-03R2 

Accidents/Incidents – No Claim Filed (Under Age 18) 
Records relating to accidents/incidents involving 
individual(s) younger than age 18, and where damages are 
not filed. Includes, but is not limited to, reports and 
investigations. 
Includes agency copy of Reports of Accident filled out for 
volunteer fire fighters and reserve officers in accordance 
with RCW 41.24.210. 
 
Excludes hazardous materials accidents and incidents 
covered by GS2011-177. 

Cutoff: date of 
incident 
 
Retention: 21 
years 
 
*if the agency 
manages the 
claims by age of 
minor, then the 
retention is 3 
years after age 
18 
 

Disposition Action: 
Not Archival - Destroy 

 Incident/Accident – No 
Claim Filed (Under Age 18) 
 
ACO-06-013 
 

GS50-06C-03R4 
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TITLE/DESCRIPTION RETENTION DISPOSITION AND 
REMARKS 

OFFICE OF 
PRIMARY COPY 

CATEGORY RULE (DISPOSITION 
AUTHORITY 
NUMBER) 

Accidents/Incidents – No Claim Filed (Age 18 and Older)  
Records relating to accidents/ incidents involving 
individuals age 18 and older, and where claims for damages 
are not filed. Includes, but is not limited to, reports and 
investigations. 
Includes agency copy of Reports of Accident filled out for 
volunteer fire fighters and reserve officers in accordance 
with RCW 41.24.210. 
 
Excludes hazardous materials accidents and incidents 
covered by GS2011-177. 

Cutoff: date of 
incident 
 
Retention: 3 
years 
 

Disposition Action: 
Not Archival - Destroy 

 Incident/Accident – No 
Claims Filed (Age 18 and 
Over) 

 
ACO-06-014 
 

GS2010-081R2 
 
 

Accidents/Incidents (Hazardous Materials) – Human 
Exposure 
Records documenting accidents, incidents, and any other 
occurrences within the County’s jurisdiction that are known 
to have involved human exposure to potentially hazardous 
materials. Includes employees, contractors, volunteers, and 
the public.  
 
Includes, but is not limited to: 
•Description of accident/incident, response, and 
investigation; 
•Personal exposure information, physical examination 
reports, etc.; 
•Analyses of medical or exposure records (WAC 296-802-
20015); 
•Toxic and hazardous substances records (29 CFR § 
1926.1101(n)); 
•Personal exposure records as defined by American 
Nuclear Insurers (ANI) Information Bulletin 80-1A Section 
VIII; 
•Employment records for persons entering radiological-
controlled areas as defined by American Nuclear Insurers 
(ANI) Information Bulletin 80-1A Section I; 
•Other records as specified in WAC 296-802-20010. 

Cutoff: date of 
incident 
 
Retention: 120 
years 
 

Disposition Action: 
Not Archival - Destroy  
 
ESSENTIAL 
 
 

 Accidents/Incidents 
(Hazardous Materials) – 
Human Exposure 
 
ACO-06-015 

GS2011-177 
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TITLE/DESCRIPTION RETENTION DISPOSITION AND 
REMARKS 

OFFICE OF 
PRIMARY COPY 

CATEGORY RULE (DISPOSITION 
AUTHORITY 
NUMBER) 

Claims for Damages 
Records relating to claims for damages filed either against 
the agency by other parties, or by the agency against other 
parties. 
 
Excludes workers’ compensation claims covered byGS50-
06C-27 R1 
 
Excludes litigation case files covered by GS53-02-04 R1. 

Cutoff: claim 
closed 
 
Retention: 6 
years 

Disposition Action: 
Not Archival - Destroy 

 Incident and Accident 
Claims  
 
ACO-06-012 

GS50-01-10R2 

Emergency/Disaster Preparedness Contact Information 
Personal contact information compiled to facilitate contact 
in the event of an emergency or natural disaster.  Includes 
employees, students, volunteers, etc. 
 
Includes, but is not limited to:  
•Personal contact information (cell/home phone,  
email address, etc.);  
•Medical information (provider name, blood type, 
 allergies, ADA requirements, etc.);  
•Physical pick-up information (for students/ 
minors, etc.).  
 
Excludes hazardous materials/dangerous waste  
management plans covered by GS50-19-08.  

Cutoff: when 
obsolete or 
superseded 
 
Retention: 0 
years 

Disposition Action: 
Not Archival - Destroy  
 
ESSENTIAL 
 

 Emergency/Disaster 
Preparedness Contact 
Information 
 
ACO-06-006 

GS2012-024R1 
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TITLE/DESCRIPTION RETENTION DISPOSITION AND 
REMARKS 

OFFICE OF 
PRIMARY COPY 

CATEGORY RULE (DISPOSITION 
AUTHORITY 
NUMBER) 

Emergency/Disaster Security, Preparedness and Recovery 
Plans  
Emergency and disaster preparedness, response, and 
recovery plans prepared for any aspect of the agency’s 
operations and assets. 
Includes, but is not limited to: 
• Employee emergency plans and fire prevention plans 
prepared in accordance with WAC 296-24-567; essential 
records lists.  
 
Excludes hazardous materials/dangerous waste 
management plans covered by GS50-19-08. 
 
 

Cutoff: when 
obsolete or 
superseded 
 
Retention: 6 
years 
 

Disposition Action: 
Not Archival - Destroy  
 
ESSENTIAL 
 
 

 Emergency/Disaster 
Security, Preparedness and 
Recovery Plans 
 
ACO-06-001 

GS50-14-03R2 
 

Emergency/Disaster Response and Recovery – Routine or 
Minor 
Records relating to actions taken by the local government 
agency in response to routine or minor natural or 
manmade disasters/emergencies (leaking pipes/flooding, 
snow closure, vandalism, etc.) where the agency manages 
the recovery with minimal assistance and/or disruption to 
normal agency operations. 
Records include contact information lists. 
 
Excludes emergency/disasters covered by GS50-18-29 R1, 
GS2011-177 and/or GS50-19-15. 

Cutoff: issue 
resolved/ 
recovery 
complete 
 
Retention: 6 
years 

Disposition Action: 
Not Archival - Destroy 

 Emergency/Disaster 
Response/Recovery – 
Routine or Minor 
 
ACO-06-007 

GS2012-025 
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TITLE/DESCRIPTION RETENTION DISPOSITION AND 
REMARKS 

OFFICE OF 
PRIMARY COPY 

CATEGORY RULE (DISPOSITION 
AUTHORITY 
NUMBER) 

Emergency/Disaster Response/Recovery – Uncommon or 
Major 
Records relating to actions taken by the local government 
agency in response to uncommon or major natural or 
manmade disasters/emergencies (storms, floods, fires, 
earthquakes, terrorism, etc.), where the agency deploys 
non-routine procedures, mobilizes special resources, 
requires significant outside assistance and/or where 
normal agency operations are suspended or significantly 
disrupted.   
Includes, but is not limited to:  
Emergency operations center activities and 
communications; 
Invocation of mutual aid or interlocal agreements with 
adjoining local jurisdictions; 
State of Emergency/disaster damage declaration; 
Federal Emergency Management Agency (FEMA) claims; 
Actions implemented to protect life, property, public 
peace, the environment, and/or the economic base of the 
community; 
Protection, recovery and repair of agency or community 
assets. 
Excludes emergencies/disasters involving hazardous 
materials/dangerous waste covered by GS2011-177 or 
GS50-19-15 

Cutoff: issue 
resolved/ 
recovery 
complete 
 
Retention: 6 
years 

Disposition Action: 
Potentially Archival – 
Appraisal Required 

 Emergency/ Disaster 
Response/Recovery – 
Uncommon or Major 
 
ACO-06-011 

GS50-18-29R1 
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TITLE/DESCRIPTION RETENTION DISPOSITION AND 
REMARKS 

OFFICE OF 
PRIMARY COPY 

CATEGORY RULE (DISPOSITION 
AUTHORITY 
NUMBER) 

Federal Emergency Management Agency (FEMA) Claims – 
Supporting Documentation  
Records document the County’s costs to respond to 
disasters and are used to support reimbursement claims 
made under FEMA. May include records documenting 
purchase of emergency equipment, project files containing 
contracts, budget information, progress reports, copies of 
engineering reports, meeting minutes, and documents 
used to track labor costs such as crew sheets, timesheets, 
etc. 
 
See also: Emergency/Disaster Response/Recovery – 
Uncommon or Major GS50-18-29 R1 
 
 

Cutoff: FEMA 
claim closed 
 
Retention: 6 
years 
 

Disposition Action: 
Potentially Archival – 
Appraisal Required  
 

 Federal Emergency 
Management Agency 
(FEMA) Claims 
 
ACO-06-003  

GS50-18-29R1 
 
 

Fire and Other Emergency Drill Reports 
Records document performance during fire and other 
emergency drills.  Includes both internal departmental 
drills and countywide drills that test emergency response.  
May include evaluations of the emergency response plan 
and "lessons learned" as well as metrics for the quality of 
response. 

Cutoff: year end 
 
Retention: 3 
years 

Disposition Action: 
Not Archival - Destroy 

 Fire and Other Emergency 
Drill Reports 
 
ACO-06-004 

GS2017-016 
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TITLE/DESCRIPTION RETENTION DISPOSITION AND 
REMARKS 

OFFICE OF 
PRIMARY COPY 

CATEGORY RULE (DISPOSITION 
AUTHORITY 
NUMBER) 

Permission for Minors to Participate 
Records relating to parental/legal guardian permission for 
individuals under age 18 (includes employees, students, 
interns and volunteers) to participate in agency-sponsored 
or agency-approved programs, events and activities.  
Includes travel away from agency facilities. 
Includes, but is not limited to: 
Notices and announcements; 
Sign-up sheets, rosters, registration forms; 
Parent/legal guardian permissions (approval for use of 
private vehicles, waiver of liability, emergency information, 
etc.) 
Chaperone/driver lists and information; 
Transportation and all other arrangements. 
 
Note: If an accident/incident occurs, these records are 
covered by GS50-06C-03 R4, GS50-01-10 R1 and/or GS50-
02-04 R1. 

Cutoff: minor 
reaches 18 years 
of age 
 
Retention: 3 
years 

Disposition Action: 
Not Archival - Destroy 

 Permission for Minors to 
Participate 
 
ACO-06-005 

GS50-06C-35R3 

Informational Reports 
Reports created by agency staff where not covered by a 
more specific category.  Includes, but is not limited to: 
project/program status reports, program administration 
reports and summary reports.   

Cutoff: year end 
 
Retention:2 
years 

Disposition Action: 
Potentially Archival – 
Appraisal Required 

 Informational Reports 
 
ACO-02-003 

GS50-06F-03R1 
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TITLE/DESCRIPTION RETENTION DISPOSITION AND 
REMARKS 

OFFICE OF 
PRIMARY COPY 

CATEGORY RULE (DISPOSITION 
AUTHORITY 
NUMBER) 

Final Adopted Policy – Executive Branch 

Officially adopted directives (including policies, rules, 

orders and regulations) affecting all of the agency.  These 

are activated through department or division head 

signature. 

 

Per Executive Policy INF-7-4-EP, the original signed policy 

must be transmitted to DES-RALS-ARMMS immediately 

after signature for permanent preservation at the King 

County Archives.   

 

The agency is still responsible for maintaining the policy 

after its enactment and transfer to ARMMS. The 

maintenance includes, but is not limited to: tracking its 

expiration date (five years after the effective date); 

preparing revised or replacement policies; providing 

communications about policy changes; and ensuring that 

appendices to the policy are current.   

 

Excludes adopted procedural documents (see category 

ACO-03-004). 
 

Excludes officially adopted policies, procedures, regulations 
and rules from Independently Elected Officials, Human 
Resources Division and Department of Information 
Technology (KCIT) (see category ACO-03-005). 
 

Cutoff: obsolete 

or superseded 

 

Retention: none 

 

Note: the 

original policy 

must be 

transmitted to 

DES / RALS / 

ARMMS upon 

signature.   

 
 

Disposition Action: 
Archival – Permanent 
Transfer  
 
ESSENTIAL 
 
 

 Final Adopted Policy 
 
ACO-03-002 
 

GS50-01-24R1  
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TITLE/DESCRIPTION RETENTION DISPOSITION AND 
REMARKS 

OFFICE OF 
PRIMARY COPY 

CATEGORY RULE (DISPOSITION 
AUTHORITY 
NUMBER) 

Final Adopted Policy - Independently Elected Officials, 
Human Resources Division and Department of 
Information Technology 
Officially adopted directives (including policies, procedures, 
rules, orders and regulations) affecting the entire agency. 
Activated through executive or department head signature, 
ordinance or resolution. 
 
Excludes adopted procedural documents (see category 

ACO-03-004). 

 

Cutoff: 
superseded or 
obsolete 
 
Retention: 2 
years 

Disposition Action: 
Archival – Permanent 
Transfer 
 
ESSENTIAL 
  

 Official Agency Policies – 
Non-Executive Branch 
 
ACO-03-005 

GS50-01-24R1 

Line of Business (LOB) Project Records  
Records related to the creation of Line of Business Plan 
including communications and the development of 
individual documents that are incorporated into the plan. 
Records include:  
 

¶ Copies of mission Statements  

¶ LOB workshop materials  

¶ Communications regarding LOB planning  
• Product lists 
• SWOT analysis   
• Alternatives analysis 
 
Excludes final Line of Business (LOB) Plans (see Work 
Plans). 
 

Cutoff: 
completion of 
plan 
 
Retention: 2 
years 

Disposition Action: 
Not Archival - Destroy 

 Strategic and Work Plans - 
Development 
 
ACO-04-002 

GS2010-079 
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TITLE/DESCRIPTION RETENTION DISPOSITION AND 
REMARKS 

OFFICE OF 
PRIMARY COPY 

CATEGORY RULE (DISPOSITION 
AUTHORITY 
NUMBER) 

Performance Measures –not-employee related 
Records created as a result of analyzing, assessing, 
measuring, or collecting data related to internal process or 
program performance in an effort to meet the 
performance goals, and/or as part of the agency’s work or 
strategic plan. May include performance plans, responses 
to ad hoc requests for performance related data and 
information requested by Council, statistics and reports 
used internally, performance related presentations, etc. 
Information may be used to in an effort to assist with 
developing the agencies budget or strategic plan. Includes 
Tier 2 and Tier 3 boards. 
 
Excludes project-specific records (see Project Files) or final 

strategic or business plans (see Strategic 
Plans – Final). 

Cutoff: revised 
or obsolete 
 
Retention: 2 
years 

Disposition Action: 
Not Archival - Destroy 

 Performance Measures 
 
ACO-01-018 

GS50-01-38R2 
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TITLE/DESCRIPTION RETENTION DISPOSITION AND 
REMARKS 

OFFICE OF 
PRIMARY COPY 

CATEGORY RULE (DISPOSITION 
AUTHORITY 
NUMBER) 

Project Files 
Records relating to agency projects where not covered by a 
more specific records series in King County General 
Retention Schedule or agency specific schedules. 

 

Cutoff: 
completion of 
project 
 
Retention: 6 
years 

Disposition Action: 
Potentially Archival – 
Appraisal Required 

 
 
 

Project Files 
 
ACO-02-001  
 
 

GS50-01-39R1 
 

Reporting/Filing (Mandatory) – Agency Management 
Records relating to the general functions of the agency that 
are required to be filed with, or submitted to, an outside 
agency (including the  legislative authority) by federal, state 
or local law, or by court order/rule, where not covered by a  
more specific records series. 
Records include, but are not limited to: 
• Reports/forms/certificates/lists; 
• Submission confirmation, correspondence, inquiries, etc. 
Includes, but is not limited to:  
• Political campaign reports, lobbying reports, personal 
statements (financial affairs, contact information) etc., files 
with the Public Disclosure Commission in accordance with 
chapters 42.17 and 42.17A RCW; 
• Special purpose district reports filed with the County or 
State Auditor in accordance with RCW 36.96.090; 
• Prosecuting Attorney reports submitted to the Governor, 
the state Liquor Control Board, and/or the legislative 
authority pursuant to RCW 36.27.020. 
 

Cutoff: report or 
documents 
submitted 
 
Retention: 6 
years 

Disposition Action: 
Potentially Archival – 
Appraisal Required 

 Reporting/Filing 
(Mandatory) – Agency 
Management 
 
ACO-02-004 

GS2012-028R1 
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TITLE/DESCRIPTION RETENTION DISPOSITION AND 
REMARKS 

OFFICE OF 
PRIMARY COPY 

CATEGORY RULE (DISPOSITION 
AUTHORITY 
NUMBER) 

Research/Program Reports, Studies, Surveys, Models and 
Analyses  
Research/program reports, studies, surveys, models, and 
analyses where not covered by a more specific records 
series in King County General Records Retention Schedule 
or agency specific schedules.  
 
Includes reports published by county agencies, reports by 
consultants hired by the county, and publications of joint 
projects supported by King County Government. Examples 
include published studies and reports, pamphlets, and 
brochures. 
 
Excludes reports covered by GS2012-028 R1 and data 
extracts/printouts covered by GS50-02-04 R1.   
 
 
 

Cutoff: 
superseded or 
obsolete 
 
Retention: 6 
years 
 
 

Disposition Action: 
Potentially Archival – 
Appraisal Required 

 Research/Program Reports, 
Studies, Surveys, Models 
and Analyses 
 
ACO-02-002 
 
 

GS50-01-32R1 
 

Space Planning/Design Files 
Records documenting projects related to the design and 
planning of office space and other areas in county facilities. 
Records may include meeting notes, comments, focus 
group materials, correspondence, copies of blue prints and 
layouts, and supporting documentation. 
 
Excludes photographs of public areas or exteriors of county 
facilities (see PRE-01-002). 

Cutoff: 
completion of 
project 
 
Retention: 6 
years 

Disposition Action: 
Not Archival - Destroy 

 Space Planning/Design Files 
 
ACO-02-009 

GS50-01-39R1A 
 
*this rule with an 
“A” extension was 
created to provide a 
non-archival 
designation for 
project files 
appraised as non-
archival. 

Strategic and Work Plans – Development  
Records relating to the development of the agency’s plans, 
including strategic plans, work plans and Line of Business 
(LOB) plans. 
 

Cutoff: 
completion of 
plan 
 
Retention: 2 
years 
 
 
 
 

Disposition Action: 
Not Archival - Destroy 

           Strategic and Work Plans - 
Development 
 
ACO-04-002 
 

GS2010-079 
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TITLE/DESCRIPTION RETENTION DISPOSITION AND 
REMARKS 

OFFICE OF 
PRIMARY COPY 

CATEGORY RULE (DISPOSITION 
AUTHORITY 
NUMBER) 

Strategic Plans – Final  
Final version of agency-wide strategic, long-term plan used 
to align the agency’s organizational and budget structure 
with its priorities, missions, and objectives. Includes strategic 
plans that are county-wide, department-wide or division-
wide.  Includes final Line of Business (LOB) plans. 
 
For project specific or plans from sub-agencies, refer to Work 
Plans (below).  
 

Cutoff: plan 
revised or 
obsolete 
 
Retention: 2 
years 
 

Disposition Action: 
Archival – Permanent 
Transfer  
 

 Strategic Plans – Final 
Version 
 
ACO-04-003 
 

GS2010-080 
 

Work Plans  
Plans describing work to be performed by sections and 
other sub-units of divisions, including timelines and areas 
of responsibility for specific actions.  
 
Excludes county-wide, department-wide or division-wide 
strategic plans covered by GS2010-080. 
 

Cutoff: revised 
or obsolete 
 
Retention: 2 
years 

Disposition Action: 
Not Archival - Destroy 

 Work Plans 
 
ACO-04-004 
 

GS50-01-38R2 

2.0   ASSET MANAGEMENT [ASM] 
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TITLE/DESCRIPTION RETENTION DISPOSITION AND 
REMARKS 

OFFICE OF 
PRIMARY COPY 

CATEGORY RULE (DISPOSITION 
AUTHORITY 
NUMBER) 

Authorization/Certifications (Assets) - Environmental 
Records relating to environmental-related licenses, 
permits, accreditations, certifications, inspections, and 
other authorizations acquired by the local government 
agency in relation to its assets, where not covered by a 
more specific records series.  Includes authorizations 
required by and/or received from regulating authorities 
(local, state, federal agencies and/or courts.)  Includes, but 
is not limited to: 
• Application/filing & confirmation, violations/corrections, 
reports, related correspondence, etc.  
• Building construction/modification permits and 
inspections (master use, mechanical, electrical, plumbing, 
statements of alternate construction, certificates of 
occupancy, tenant improvement,  
• Federal Emergency Management Agency [FEMA] flood, 
etc.);  
 
(CoƴǘƛƴǳŜŘ ƻƴ ƴŜȄǘ ǇŀƎŜΧΦΦύ 

Cutoff: 
authorization 
terminated and 
conditions of 
authorization 
satisfied and 
violation (if any) 
corrected/ 
resolved 
 
Retention: 6 
years 

Disposition Action: 
Potentially Archival – 
Appraisal Required 

 Asset Permits/ 
Authorizations - 
Environmental 
 
ASM-01-004 

GS2012-033A 
 
*this rule with an 
“A” extension was 
created to provide a 
potentially archival 
status for records 
with environmental 
implications, as 
requested by the 
King County 
Archivist 
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TITLE/DESCRIPTION RETENTION DISPOSITION AND 
REMARKS 

OFFICE OF 
PRIMARY COPY 

CATEGORY RULE (DISPOSITION 
AUTHORITY 
NUMBER) 

ό/ƻƴǘƛƴǳŜŘ ŦǊƻƳ ǇǊŜǾƛƻǳǎ ǇŀƎŜΧΦΦύ 
 
• Land use and environmental permits (utility, shoreline, 
conditional use, surface mining, zoning/land use 
exceptions/waivers, variances, forest practices, landscape, 
Army Corps of Engineers, National Pollutant Discharge 
Elimination System [NPDES], etc.);  
• National and State Environmental Policy Act (NEPA and 
SEPA) applications, checklists, reports; determinations of 
significance or non-significance; draft, final, supplemental 
Environmental Impact Statements (EIS), Scoping Notices, 
etc.;  
 
Excludes records covered more specifically in King County 
General Records Retention Schedule or agency specific 
schedules such as:  
 
• Registrations (x-ray facilities and devices, etc.);  
• Vehicle/Vessel registration/tabs, emissions testing, 
USDOT number, etc., for motor pool/fleet, b uses, 
garbage/recycling trucks, armored transport, etc.;  
• Water permits (drinking, waste, surface, ground, and 
drainage, etc.).  
• Records filed/recorded with the county engineer and 
covered by GS2012-031;  
• Real property ownership (land division permits, SEPA, 
etc.) covered by GS55-05A-06 R1;  
• Hazardous materials covered by GS55-01M-04.  
Excludes authorizations granted by the local government 
agency (permits, certificates, licenses, SEPA lead agency 
review, etc.), which are covered in sector schedules.  
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TITLE/DESCRIPTION RETENTION DISPOSITION AND 
REMARKS 

OFFICE OF 
PRIMARY COPY 

CATEGORY RULE (DISPOSITION 
AUTHORITY 
NUMBER) 

Authorization/Certifications (Assets) – Non-
Environmental 
Records relating to licenses, permits, accreditations, 
certifications, inspections, and other authorizations 
acquired by the local government agency in relation to its 
assets, that do not have an environmental impact.  
Includes authorizations required by and/or received from 
regulating authorities (local, state, federal agencies and/or 
courts.)  Includes, but is not limited to: 
• Application/filing & confirmation, violations/corrections, 
reports, related correspondence, etc.  
• Fire and life safety permits/inspections (fire 
extinguishers, alarms, sprinklers, suppression systems); 
heating, ventilation, air conditioning [HVAC] systems; 
boilers/hot water tanks, elevators, etc.);  
 
Excludes records covered more specifically in King County 
General Records Retention Schedule or agency specific 
schedules such as:  
 
• Registrations (x-ray facilities and devices, etc.);  
• Vehicle/Vessel registration/tabs, emissions testing, 
USDOT number, etc., for motor pool/fleet, b uses, 
garbage/recycling trucks, armored transport, etc.;  
• Water permits (drinking, waste, surface, ground, and 
drainage, etc.).  
• Records filed/recorded with the county engineer and 
covered by GS2012-031;  
• Real property ownership (land division permits, SEPA, 
etc.) covered by GS55-05A-06 R1;  
• Hazardous materials covered by GS55-01M-04.  
Excludes authorizations granted by the local government 
agency (permits, certificates, licenses, SEPA lead agency 
review, etc.), which are covered in sector schedules. 
 

Cutoff: 
authorization 
terminated and 
conditions of 
authorization 
satisfied and 
violation (if any) 
corrected/ 
resolved 
 
Retention: 6 
years 

Disposition Action: 
Not Archival - Destroy 

 Asset Permits/ 
Authorizations – Non-
Environmental 
 
ASM-01-005 

GS2012-033 
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TITLE/DESCRIPTION RETENTION DISPOSITION AND 
REMARKS 

OFFICE OF 
PRIMARY COPY 

CATEGORY RULE (DISPOSITION 
AUTHORITY 
NUMBER) 

Asset Acquisition and Ownership Records 
Records documenting acquisition/ownership of the 
agency’s capitalized, non-real property assets and non-
capital assets that are tagged or tracked (small and 
attractive assets, etc.). 
 
Non-real property capital assets may include, but are not 
limited to: 
• Vehicles, machinery, computers, equipment, furniture; 
• Intellectual property (copyrights, patent rights, 
trademarks, etc.); 
• Works of art and historical treasures; 
• Easements, rights-of-way received by the agency; 
• Water and timber rights received by the agency. 
• Appraisals (statement of value); 
• Purchase offers for agency assets which are declined by 
agency; 
• Legal ownership documentation (included copy of vehicle 
title if original is transferred to new owner.) 
 
Excludes contracts and agreements which are covered by 
GS2011-169 R2 and GS2011-183 R2. 
 
Excludes real property assets covered by GS55-05A-06 R1. 

Cutoff: 
disposition of 
asset or until 
completion of 
State Auditor’s 
Examination 
Report, 
whichever is 
sooner 
 
Retention: 4 
years 

Disposition Action: 
Not Archival - Destroy  
 
ESSENTIAL 

 Asset Acquisition and 
Ownership Records 
 
ASM-09-008 

GS2012-030 
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TITLE/DESCRIPTION RETENTION DISPOSITION AND 
REMARKS 

OFFICE OF 
PRIMARY COPY 

CATEGORY RULE (DISPOSITION 
AUTHORITY 
NUMBER) 

Capital Assets (Real Property) 
Records documenting the agency’s capitalized, real 
property assets that document their acquisition, 
ownership, division, value, improvements, and sale (or 
other disposition).  Real property capital assets may 
include, but are not limited to:  
• Land, infrastructure; road establishment; improvements;  
• Land division (plat, short plat, binding site plans, etc.);  
• Buildings, leasehold improvements. 
Includes, but is not limited to:  
• Appraisals (statement of land/facility values);  
• Contracts and agreements (including bond/grant/levy-
funded real property); includes negotiations, compliance 
monitoring, etc.;   
• Documentation of legal ownership (deeds, titles, title 
insurance, etc.);  
• Easements granted by the agency; 
• Encroachments (land disputes, water rights and 
obligations, etc.);  
• Environmental site assessments (including tests, 
abatement/enclosure summary, etc.);  
• Geological data and geotechnical reports; aerial survey 
photographs/images and maps;  
• Land information files (acquisition reference files, 
condemnation proceedings, title information such as 
location, size, value, etc.);  
 
(Continued on next page) 

Cutoff: 
disposition of 
real property, 
completion of 
transaction, or 
termination/ 
expiration of 
instrument 
 
Retention: 10 
years 

Disposition Action: 
Potentially Archival – 
Appraisal Required 
 
ESSENTIAL 

 Capital Assets (Real 
Property) Files 
 
ASM-02-007 
 

GS55-05A-06R1 
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TITLE/DESCRIPTION RETENTION DISPOSITION AND 
REMARKS 

OFFICE OF 
PRIMARY COPY 

CATEGORY RULE (DISPOSITION 
AUTHORITY 
NUMBER) 

(Continued from previous page.) 
 
• Rights of way vacated/relinquished by the agency;  
•Purchase offers for agency assets (whether accepted or 
declined by agency);  
•Sale/auction/salvage/donation records (where not 
already included in records of the governing body covered 
by GS50-05A-13 R2.)  
 
Excludes records covered more specifically in King County 
General Records Retention Schedule or agency specific 
schedules such as:  
•Records recorded/filed with the county engineer and 
covered by GS2012-031;  
•Rights-of-way and easements received by the agency and 
covered by GS2011-169 R2;  
•Land survey field books and maps covered by GS50-18-16;  
•Lead Agency SEPA records covered in the Land Use 
Planning sector schedule;  
Non-site-specific geological data/geotechnical reports.  
 
Note: Bond transactions are completed when the final bond 
payment is made.  
Note: Per RCW 4.16.020, the statute of limitations for the 
commencement of actions for the recovery of real property 
is 10 years.  
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Construction Project Files [Capital Improvement Projects]  
Records document construction [capital improvement] 
projects for King County’s structures and infrastructure, 
from pre-design to construction completion.  
 
Project files include, but are not limited to: 
project charter, grant/funding information, estimates, 
copies of bidding records, predesign study reports, project 
management plans, long range facilities plans, work orders, 
invoices and vouchers, meeting minutes, design drawings, 
design reviews, design reports, consultant agreements, 
various permits, hazardous waste permits, charge orders, 
charge proposals, inspection reports, record drawings, 
warranties, manuals,  community outreach documentation, 
correspondence, photographs, etc.   
 
Note: certain project records have different retention 
requirements and should be separated and filed under 
different categories or offices after the completion of the 
project, including: 
 
- Operating Manuals (GS50-06B-09R1) – disposition of 
asset  
- Maintenance Manuals (GS2012-039) – 6 years after 
disposition of asset 
- SEPA/NEPA/EIS (GS55-05A-06R1) – 10 years after 
disposition of asset  
- Long-Range Facilities Plans (GS51-07-15R1) – 2 years after 
superseded  
- Hazardous Waste Permits (GS55-01M-04R1) – 50 years 
after terminated  
- Other Permits (GS2012-033) -6 years after permit 
terminated  
- Construction contracts  (GS2011-169 R2) – 6 years after 
disposition of asset  
- Record drawings (GS50-18-06R1) – permanent  
- Equipment warranties (GS50-06B-22R1) – 6 years after 
disposition of asset 
 

Cutoff: 
completion of 
project or terms 
of grant 
agreement, 
whichever is 
later  
 
Retention: 10 
years 

Disposition Action: 
Potentially Archival – 
Appraisal Required  

 Capital Project Records – 
General 
 
CIP-01-006 

GS50-18-10R1 
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TITLE/DESCRIPTION RETENTION DISPOSITION AND 
REMARKS 

OFFICE OF 
PRIMARY COPY 

CATEGORY RULE (DISPOSITION 
AUTHORITY 
NUMBER) 

Designations (Assets) 
Records relating to designations bestowed on assets 
owned or maintained by the local government agency.   
Includes applications, correspondence, notifications, etc.   
Includes, but is not limited to: 

¶ Heritage or landmark designation, placement on the 
National Historic Register, etc.;   

¶ Critical (Sensitive) Are designation.   
 
Excludes electric utility designations made by the federal 
regulators including NERC, CIP and TSA.  Excludes the 
granting of designations, which is covered in sector 
schedules. 

Cutoff: 
designation 
complete 
 
Retention: 2 
years 

Disposition Action: 
Archival – Permanent 
Transfer 

 

 Designations (Assets) 
 
ASM-09-009 

GS2012-034 

Asset Disposal Records (Non-Real Property) 
Non-financial records relating to the process of disposing 
of all agency non-real property capital assets.  Includes 
sale, auction, salvage, donation, etc. Includes, but is not 
limited to: 
•Selling equipment, vehicles, machinery, art, etc.; 
•Copy of vehicle/vessel report of sale, etc.; 
•Surplus property transfer. 
 
Excludes: 
•Ordinances and resolutions (and associated documents) 
authorizing the auction of surplus property covered by 
GS50-05A-16 R1 and GS50-01-25 R1. 
•Disposal of hazardous materials covered by GS50-19-02 
R1;  
•Disposal of real property assets covered by GS55-05A-06 
R1;  
•Purchase offers for agency assets declined by the agency 
covered by GS2012-030.  
 

Cutoff: disposal 
of asset 
 
Retention: 6 
years 

Disposition Action: 
Not Archival - Destroy 

 Asset Disposal Records 
 
ASM-03-001 

GS50-06E-08R1 
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TITLE/DESCRIPTION RETENTION DISPOSITION AND 
REMARKS 

OFFICE OF 
PRIMARY COPY 

CATEGORY RULE (DISPOSITION 
AUTHORITY 
NUMBER) 

Facility Systems/Equipment 
Documentation of systems equipment installed in facilities 
owned, leased or maintained by the local government 
agency.  Includes only systems and equipment that are not 
integral to the structure of the facility and that may be 
replaced during the life of the facility, such as: 
•Audio/visual 
•Fire and life safety (alarms, sprinklers, etc.); 
•Heating, ventilation and air conditioning 
•Information technology 
•Security. 
Includes but is not limited to: 
•Installation drawings and other documentation integral to 
the maintenance and operation of the system or 
equipment 
•System layout descriptions, specifications 
•Warranties. 

Cutoff: 
equipment or 
system is 
disposed of or 
replaced  
 
Retention: 6 
years 

Disposition Action: 
Not Archival - Destroy 

 Installed Equipment and 
System Documentation 
 
ASM-07-005 

GS50-06B-22R1 
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TITLE/DESCRIPTION RETENTION DISPOSITION AND 
REMARKS 

OFFICE OF 
PRIMARY COPY 

CATEGORY RULE (DISPOSITION 
AUTHORITY 
NUMBER) 

Hazardous Materials/Dangerous Waste – 
Control/Inventory/Tracking/Disposal  
Records documenting the control, tracking, and disposal of 
the hazardous materials and dangerous waste generated, 
transported, treated, stored, used, and/or disposed of by 
the local government agency where no accident or 
incident has occurred.  
Includes, but is not limited to:  
• Reports and forms required under the Resource 
Conservation and Recovery Act (RCRA);  
• Dangerous Waste Annual Report filed with the 
Department of Ecology in accordance with WAC 173-303-
220;  
• Toxic Release Inventory (TRI) reporting in accordance 
with 40 CFR § Part 372.  
 
Excludes Materials Safety Data Sheets (MSDSs). 
 
Excludes: Abatement/remediation records covered by 
GS50-19-15; Pesticide application covered by GS50-18-43; 
Hazardous materials/dangerous waste plans covered by 
GS50-19-08.  
 
Note: There is no limitation of action on the county’s 
liability for the exposure of individuals to hazardous 
materials.  
 

Cutoff: year end 
 
Retention: 50 
years 
 

Disposition Action: 
Potentially Archival – 
Appraisal Required  
 
ESSENTIAL 

 Hazardous 
Materials/Dangerous 
Waste – Control/ 
Inventory/Tracking/ 
Disposal 
 
ASM-04-004 
 

GS50-19-02R1 
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TITLE/DESCRIPTION RETENTION DISPOSITION AND 
REMARKS 

OFFICE OF 
PRIMARY COPY 

CATEGORY RULE (DISPOSITION 
AUTHORITY 
NUMBER) 

Inspections/Monitoring – Non-Regulated 
Records documenting inspections/monitoring of assets 
owned, used or maintained by the local government 
agency, where not required by regulatory agencies.  
Included inspections/ monitoring completed by agency 
staff and/or contractors.  Includes structures and 
infrastructure, equipment and systems, vehicles/vessels, IT 
hardware and systems, etc. 
 
May include, but is not limited to:  
• Temperature and humidity records; Equipment 
functionality/safety checks (vehicle daily checks, etc.);  
 
Excludes records covered more specifically in King County 
General Records Retention Schedule or agency specific 
schedules such as:  
•  Regulated and/or environmental inspections/monitoring 
covered by GS51-07-10, GS50-19-15, GS50-01-42 R1, GS50-
18-08 R1, and GS2012-038;  
• Traffic/light monitoring covered by GS50-18-33 R1 and 
GS50-18-34 R1; IT system health monitoring; 
• Inspections/monitoring of assets not owned by the 
agency but monitored by the agency in a regulatory 
capacity, which is covered in sector schedules.  
 
 

Cutoff: 
inspection or 
monitoring  
completed 
and corrective 
actions taken, if 
necessary 
 
Retention: 1 
year 

Disposition Action: 
Not Archival - Destroy 

 Inspection/ 
Monitoring Non-Regulated 
 
ASM-14-002 

GS2012-037 
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TITLE/DESCRIPTION RETENTION DISPOSITION AND 
REMARKS 

OFFICE OF 
PRIMARY COPY 

CATEGORY RULE (DISPOSITION 
AUTHORITY 
NUMBER) 

Inspections/Monitoring – Regulated (Non-Environmental) 
Records relating to non-environmental monitoring of 
assets owned by the agency where required by regulatory 
agencies and where not covered by a more specific record 
series.   
 
Includes, but is not limited to:  
• Airport self-inspections (14 CFR § 139.327);  
• Underground storage tank inspections (40 CFR § 280.45) 
 
Excludes records covered more specifically in King County 
General Records Retention Schedule or agency specific 
schedules such as:  
• Bridge inspections covered by GS2012-031, GS50-18-08 
R1, and GS2012-044;  
• Environmental inspections/monitoring covered by GS51-
07-10 and GS2012-037;  
• Hazardous materials abatement/remediation covered by 
GS50-19-15;  
• Inspections/monitoring relating to an 
authorization/certification and covered by GS50-01-42 R1 
or GS2012-033;  
• Inspections/monitoring of assets not owned by the 
agency but monitored by the agency in a regulatory 
capacity, which is covered in sector schedules.  
 
Note: Local government agencies may need to retain 
these records longer in order to comply with additional 
federal or state regulatory requirements.  

Cutoff: year end 
and completion 
of any corrective 
action, if 
necessary  
 
Retention: 6 
years 

Disposition Action: 
Not Archival - Destroy 

 Inspections/ 
Monitoring – 
Regulated/Non-
Environmental 
 
ASM-14-001 

GS2012-038 
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TITLE/DESCRIPTION RETENTION DISPOSITION AND 
REMARKS 

OFFICE OF 
PRIMARY COPY 

CATEGORY RULE (DISPOSITION 
AUTHORITY 
NUMBER) 

Inventory – Capital, Expendable and Consumable Assets 
(Non-Real Property) 
Records relating to the inventorying of the county’s capital 
assets (as defined by agency policy, ordinance, or 
resolution) and expendable assets (tagged or tracked using 
tags or serial numbers in accordance with agency policy, 
ordinance, or resolution), and consumable assets (including 
items offered for resale).  
Capital assets may include, but are not limited to:  

¶ Vehicles, machinery, computers, equipment, furniture;   

¶ Works of art and historical treasures.  
Expendable assets may include, but are not limited to:  

Computers, smart phones, global positioning system 
(GPS) devices.  

Consumable assets may include, but are not limited to:  

¶ Commodities (food, fuel, etc.); Supplies (office, forms, 
printing, mailing, linens, etc.);  

¶ Forms, publications;  

¶ Parts (for vehicles, printers, machines, etc.);  

¶ School stores items (shirts, snacks, annuals, planners, 
yearbooks, etc.);  

¶ Concession supplies, maps, code books; Grave markers.  
 
Excludes:  Hazardous materials inventories covered by 
GS50-19-02 R1; Tree inventories (GS50-06B-25) and 
surplus property inventories (GS50-08C-06).  Note: Capital 
asset tracking information must be created in accordance 
with RCW 43.09.200, and is covered by GS2011-182.  For 
more information, please contact the Office of State 
Auditor. For Inventory of Real Property (Land and 
Buildings) contact the Records Management Program. 
 

Note: Capital asset tracking information must be created 
in accordance with RCW 43.09.200, and is covered by 
GS2011-182.  

Cutoff: 
completion of 
inventory 
 
Retention: 4 
years 

Disposition Action: 
Not Archival - Destroy 

 Inventory of Assets (Non-
Real Property) 
 
ASM-05-003 
 

GS50-03A-18R1 
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TITLE/DESCRIPTION RETENTION DISPOSITION AND 
REMARKS 

OFFICE OF 
PRIMARY COPY 

CATEGORY RULE (DISPOSITION 
AUTHORITY 
NUMBER) 

Inventory – Capital Assets (Real Property) 
Records relating to the inventorying of the county’s real 
property capital assets. 
 
May include, but are not limited to:  

¶ Land, improvements, infrastructure, easements, rights-
of-way;   

¶ Buildings, leasehold improvements;  
 
Excludes:  Hazardous materials inventories covered by 
GS50-19-02 R1; Tree inventories (GS50-06B-25) and 
surplus property inventories (GS50-08C-06).  Note: Capital 
asset tracking information must be created in accordance 
with RCW 43.09.200, and is covered by GS2011-182.  For 
more information, please contact the Office of State 
Auditor. For Inventory of Real Property (Land and 
Buildings) contact the Records Management Program. 
 

Note: Capital asset tracking information must be created 
in accordance with RCW 43.09.200, and is covered by 
GS2011-182.  

Cutoff: 
completion of 
inventory 
 
Retention: 4 
years 

Disposition Action: 
Potentially Archival – 
Appraisal Required  
 

 Inventory of Real Property 
 
ASM-05-001 
 

GS50-03A-18R1A 
 
*this rule with an 
“A” extension was 
created to provide a 
potentially archival 
status for 
inventories of real 
property, as 
requested by the 
King County 
Archivist 

Inventory – Keys/Key Cards/Badges 
Records documenting the inventory of security badges or 
building keys/key cards issued to employees (includes 
contractors and volunteers) and visitors to gain access to 
agency facilities and resources. 

Cutoff: materials 
returned or 
inventory 
obsolete 
 
Retention: 2 
years 

Disposition Action: 
Not Archival - Destroy  
 
ESSENTIAL 

 Inventory – Keys/Key 
Cards/Badges 
 
ASM-05-005 

GS50-06B-05R1 
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TITLE/DESCRIPTION RETENTION DISPOSITION AND 
REMARKS 

OFFICE OF 
PRIMARY COPY 

CATEGORY RULE (DISPOSITION 
AUTHORITY 
NUMBER) 

Long-Range Asset Plans (Development) 
Records relating to the development of the agency’s long-
range strategic plan(s) for the management of its physical 
and intangible assets.  Includes, but is not limited to:   
•Forecasting, needs assessment, feasibility studies, surveys 
and reports;  
•Goals and objectives, long-range vision;  
•Annual review. 
 
Excludes:  
•Final versions of long-range asset plans covered by GS51-
07-15 R1;  
•Preliminary plans for projects covered by GS2012-041 or 
GS50-18-10;  
 
Excludes financial records relating to successful levy and 
bond proposals which are covered by Financial 
Transactions – Bond, Grant and Levy Projects (GS2011-183 
R2).  
 

Cutoff: final 
version 
completed 
 
Retention: 6 
years 

Disposition Action: 
Not Archival - Destroy 

 Long Range Asset Plans - 
Development 
 
ASM-08-001 

GS2012-042  
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TITLE/DESCRIPTION RETENTION DISPOSITION AND 
REMARKS 

OFFICE OF 
PRIMARY COPY 

CATEGORY RULE (DISPOSITION 
AUTHORITY 
NUMBER) 

Long Range Asset Plans (Final Version) 
Final Version of the agency’s long-range strategic plan(s) 
for the management of its physical and intangible assets. 
Includes, but is not limited to: 
•Capital facilities/improvement plans; 
•Comprehensive solid waste plans prepared in accordance 
with RCW 70.95.080;  
•Environmental and conservation plans;  
•Transportation plans (such as comprehensive 
transportation plans approved by the legislative body in 
accordance with RCW 35.77.010, Transportation 
Improvement Plans (TIP) prepared in accordance with RCW 
36.81.121, Annual Construction Program (ACP) prepared in 
accordance with RCW 36.81.130, etc.).  
 
Excludes:  
•Plans retained as part of the records of the governing 
body and retained in accordance with GS50-05A-13 R2, 
Meetings – Governing/Executive;  
•Plans held by the county engineer and covered by GS2012-
031;  
•Agency-wide strategic plans covered by GS2010-080;  
•Construction project plans covered by GS50-18-10R1, 
GS2012-036 

Cutoff: 
superseded 
 
Retention: 2 
years 

Disposition Action: 
Potentially Archival – 
Appraisal Required  
 

 Long-Range Asset Plans 
(Final Version) 
 
ASM-08-003 

GS51-07-15R1 

Short-Term Routine Asset Plans  
Records relating to the routine, short-term planning and 
management of the agency’s physical and intangible 
assets, where not covered by a more specific record series.  

Cutoff: 
superseded or 
obsolete 
 
Retention: 2 
years 

Disposition Action: 
Not Archival - Destroy 

 Asset Planning  
 
ASM-08-002 

GS2012-043 



50 
 

TITLE/DESCRIPTION RETENTION DISPOSITION AND 
REMARKS 

OFFICE OF 
PRIMARY COPY 

CATEGORY RULE (DISPOSITION 
AUTHORITY 
NUMBER) 

Maintenance – Major and/or Regulated 
Records documenting all major maintenance and all 
regulated maintenance (required by regulatory agencies 
and/or local, state or federal statute and/or court 
order/rule) which is performed on assets owned, used, or 
maintained by the agency in order to ensure the full useful 
life of the agency’s structures and infrastructure (buildings, 
roads, bridges, vehicles/vessels/aircraft, equipment, IT 
hardware, etc.).  Includes work performed by contractors.  
 
Includes, but is not limited to:  
•Instructions, maintenance manuals, vendor statements; 
Maintenance/repair history (logs, summaries, reports, etc., 
which may also include non-regulated minor 
maintenance);  
•Original defect and inspection reports;  
•Service, repair and maintenance records (regulated 
and/or major);  
•Work orders;  
•Related correspondence.  
 
Excludes records covered more specifically in King County 
General Records Retention Schedule or agency specific 
schedules, such as GS2012-031;  
•Capital improvements covered by GS50-18-10; •Contracts 
and Agreements covered in the •Contracts/Agreements 
section;  
•Financial records covered in the Financial Management 
Sections. 
 
 

Cutoff: asset no 
longer owned by 
the agency 
 
Retention: 6 
years 

Disposition Action: 
Not Archival - Destroy  
 
ESSENTIAL 

 Maintenance – Major 
and/or Regulated 
 
ASM-07-006 

GS2012-039 
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TITLE/DESCRIPTION RETENTION DISPOSITION AND 
REMARKS 

OFFICE OF 
PRIMARY COPY 

CATEGORY RULE (DISPOSITION 
AUTHORITY 
NUMBER) 

Maintenance – Minor/Non –Regulated 
Records documenting maintenance performed on assets 
owned, used, or maintained by the agency that is minor in 
nature and NOT required by a regulatory agency. Includes 
minor maintenance on structures and infrastructure 
(buildings, roads, bridges, equipment, 
vehicles/vessels/aircraft, IT hardware, etc.). Includes work 
performed by contractors.  
Minor non-regulated maintenance may include, but is not 
limited to:  
•Custodial, floor and window cleaning, lawn/gardening, 
indoor plant care, etc.;  
•Painting, furniture upholstery/refinishing, etc.;  
•Vehicle and equipment oil changes, tune-ups, filters, tires, 
etc.  
Records include, but are not limited to:  
•Service, repair and maintenance records (minor non-
regulated);  
•Related correspondence, work orders, lists/logs and 
reports.  
•Financial records covered in the Financial Management 
section.  
 
ό/ƻƴǘƛƴǳŜŘ ƻƴ ǘƘŜ ƴŜȄǘ ǇŀƎŜΧύ 

Cutoff: year end 
 
Retention: 3 
years 

Disposition Action: 
Not Archival - Destroy 

 Maintenance – Minor Non-
Regulated 
 
ASM-07-007 

GS2012-040 
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TITLE/DESCRIPTION RETENTION DISPOSITION AND 
REMARKS 

OFFICE OF 
PRIMARY COPY 

CATEGORY RULE (DISPOSITION 
AUTHORITY 
NUMBER) 

ό/ƻƴǘƛƴǳŜŘ ŦǊƻƳ ǇǊŜǾƛƻǳǎ ǇŀƎŜΧύ 
 
Excludes:  Maintenance records covered more specifically 
in King County General Records Retention Schedule or 
agency specific schedules, such as GS2012-039 and 
GS2012-031; 
•Capital improvements (redesigns, remodels, renovations, 
improvements, betterments, and increases in efficiency) 
covered by GS50-18-10, •Construction Project Files;  
•Pesticide application covered by GS50-18-43;  
•Contracts and agreements covered in the 
Contracts/Agreements section;  
Maintenance records covered more specifically in King 
County General Records Retention Schedule or agency 
specific schedules, such as GS2012-039 and GS2012-031;  
•Capital improvements (redesigns, remodels, renovations, 
improvements, betterments, and increases in efficiency) 
covered by GS50-18-10, •Construction Project Files;  
•Pesticide application covered by GS50-18-43;  
•Contracts and agreements covered in the 
Contracts/Agreements section;  
•Financial records covered in the Financial Management 
section.  
 
 

     

Material Safety Data Sheets 
Records describe and list hazardous materials and 
hazardous/dangerous waste used, exposed to, or created 
by the agency.  Data sheets provide information regarding 
material’s properties, and recommendations and advice for 
proper: safety procedures; storage; handling; disposal; and 
medical attention in case of accidental exposure.  Also may 
include specific parts, components, equipment, etc. which 
may contain specific hazardous or dangerous materials 
 

Cutoff: 
superseded or 
chemical no 
longer in use, 
whichever is 
sooner 
 
Retention: 50 
years 

Disposition Action: 
Not Archival - Destroy  
 
WAC 296-800-180 
 
ESSENTIAL 

 Material Safety Data Sheets 
(MSDS) 
 
ASM-04-023 

GS50-19-02R1 
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TITLE/DESCRIPTION RETENTION DISPOSITION AND 
REMARKS 

OFFICE OF 
PRIMARY COPY 

CATEGORY RULE (DISPOSITION 
AUTHORITY 
NUMBER) 

Operating Manuals  
Operating manuals, specifications, vendor statements, and 
other related documentation for assets owned, used or 
maintained by the agency where not covered by a more 
specific records series in King County General Schedule or 
agency specific schedules. 
 

Cutoff: 
disposition or 
sale of facility or 
equipment 
 
Retention: none 

Disposition Action: 
Not Archival - Destroy  
 
ESSENTIAL 

 Operating Manuals 
 
ASM-07-001 
 
 

GS50-06B-09R1 
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TITLE/DESCRIPTION RETENTION DISPOSITION AND 
REMARKS 

OFFICE OF 
PRIMARY COPY 

CATEGORY RULE (DISPOSITION 
AUTHORITY 
NUMBER) 

Asset Reporting - Mandatory 
Records which are required to be filed with, or submitted 
to, and outside agency (including the legislative authority) 
by federal, state or local law, or by court order/rule, which 
are related to the agency’s assets, and which are not 
covered by a more specific records series. 
 
Includes, but is not limited to: 
•Reports/forms/certificates/lists; submission confirmation, 
correspondence, inquiries, etc.;  
•Relocation assistance/real property acquisition and 
displacement activities reports submitted to federal 
agencies in accordance with 49 CFR § 24.9 and WAC 468-
100-009;  
•Bridge and road inspection/maintenance reports/plans 
required to be submitted or filed with a regulatory agency 
by federal and/or state statute. 
 
Excludes records held by the County Engineer and covered 
by GS2012-031. 

Cutoff: report, 
or document 
submitted 
 
Retention: 6 
years 

Disposition Action: 
Potentially Archival – 
Appraisal Required  
 

 Asset Reporting - 
Mandatory 
 
ASM-01-003 

GS2012-044 
 

Security Monitoring – Employee, Public, and Visitor 
Access 
Records documenting employee (includes contractors and 
volunteers), public and visitor access to agency structures, 
infrastructure, equipment, supplies, electronic systems, 
networks, applications, electronic and physical 
records/data.  
 
Includes, but is not limited to:  

¶ Staff and visitor access/entry logs, swipe card data, etc.;  

¶ Information system login records (audit logs), etc.  
 
Note: If an incident occurs, records are covered by 
GS2010-008 R1 or other relevant investigation case file 
series.  
  

Cutoff: year end 
or last log entry 
 
Retention: 3 
years 

Disposition Action: 
Not Archival - Destroy 

 Security Monitoring – 
Employee/Public/ Visitor 
Access 
 
ASM-10-007  
 

GS50-06B-20R1  
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TITLE/DESCRIPTION RETENTION DISPOSITION AND 
REMARKS 

OFFICE OF 
PRIMARY COPY 

CATEGORY RULE (DISPOSITION 
AUTHORITY 
NUMBER) 

Security Monitoring – Oversight, Surveillance Recordings 
Security recordings monitoring the agency’s infrastructure, 
buildings, vehicles, equipment’s, etc., where not covered by 
a more specific record series. 
 
Includes, but is not limited to: 

¶ Audio/visual recordings (digital or analog); 

¶ Data generated by navigational and/or tracking devices 
used to track and/or verify vehicle routes, locations, or 
actions, such Global Positioning System (GPS) tracking 
data, automatic vehicle locator data (AVL) data, etc. 

 
Note: King County Metro Transit ς see agency specific 
retention schedule(DOT-TRAN-DGM-Security Recordings). 
 
Note: If an incident occurs, records are covered by 
GS2010-008 R1 or other relevant investigation case file 
series. 

Cutoff: last 
recording or 
until determined 
that no security 
incident has 
occurred, 
whichever is 
sooner 
 
Retention: 30 
days 
 

Disposition Action: 
Not Archival - Destroy 

 Surveillance Tapes No 
Incident 
 
ASM-10-004 

GS50-06B-18R1 

Standards and Specifications Manuals 
Design and development standard or specifications 
approved by the agency’s governing body for the 
construction, operation and maintenance of structures and 
infrastructure within the agency’s jurisdiction. 

Cutoff: 
superseded 
 
Retention: 6 
years 

Disposition Action: 
Potentially Archival – 
Appraisal Required  
 
ESSENTIAL  
 
 
 
 

 Standards and 
Specifications Manuals 
 
ASM-02-003 

GS55-05G-04R1 
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TITLE/DESCRIPTION RETENTION DISPOSITION AND 
REMARKS 

OFFICE OF 
PRIMARY COPY 

CATEGORY RULE (DISPOSITION 
AUTHORITY 
NUMBER) 

Asset Use Records 
Records relating to the dispersal and usage of the agency’s 
assets.  Includes all assets owned, rented, leased and/or 
maintained by the agency. 
Includes, but is not limited to: 

¶ Energy usage measurements;  

¶ Facility, equipment and vehicle use requests, checkout 
logs, rental/use schedules, statistical reports; 

¶ Fuel/oil usage and dispersal data; pump/tank audit 
reports; mileage data, etc.; 

¶ Materials disbursement, supplies drawn from central 
stores, store reports, etc.; 

¶ Pit and quarry material control files. 
 
Excludes services (public utilities, transit, housing, etc.) 
covered in agency schedules. Excludes authorizations issued 
by the local government agency (permits, certificates, 
licenses, etc.), which are covered in agency schedules.  
 
Note: Contracts, agreements and permits authorizing the 
ǳǎŜ ƻŦ ǘƘŜ ŀƎŜƴŎȅΩǎ ŀǎǎŜǘǎ ŀǊŜ ŎƻǾŜǊŜŘ ƛƴ ǘƘŜ /ƻƴǘǊŀŎǘǎ 
and Agreements section.  

Cutoff: year end 
 
Retention: 4 
years 

Disposition Action: 
Not Archival - Destroy 

 Asset Use Records 
 
ASM-12-002 

GS2012-045 
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TITLE/DESCRIPTION RETENTION DISPOSITION AND 
REMARKS 

OFFICE OF 
PRIMARY COPY 

CATEGORY RULE (DISPOSITION 
AUTHORITY 
NUMBER) 

3.0   AUDIT MANAGEMENT [AUD] 

Audit Supporting Materials  
Records used to respond to an internal/external audit of 
King County agencies program management, collected and 
maintained by agency subject of audit, OR cumulative data 
on departments or agencies and audit issues collected by 
King County Auditor.   
Includes, but is not limited to: 
Copies of original source records 
Database printouts 
Correspondence 
Corrective action work plans 
Status reports  
Additional supporting documentation 

Cutoff: 
completion of 
audit / project 
monitoring / 
peer review and 
all corrective 
action taken 
 
Retention: 6 
years 
 
 

Disposition Action: 
Not Archival - Destroy 

 Audit Supporting Materials 
 
AUD-01-002 

GS50-03F-01 

Audit Findings and Reports - County 
Final findings of audits conducted by the County Auditor’s 
Office (or via a contract company acting on behalf of the 
County Auditor’s Office). 
 
Note: This category may also encompass the significant 
drafts published at periodic intervals by the Auditor's 
Office.   

Cutoff: 
completion of 
audit / project 
monitoring / 
peer review and 
all corrective 
action taken 
 
Retention: 6 
years 

Disposition Action: 
Potentially Archival – 
Appraisal Required  
 
 

 Audit Reports and Findings 
 
AUD-01-003 
 
 

GS50-03F-02 
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TITLE/DESCRIPTION RETENTION DISPOSITION AND 
REMARKS 

OFFICE OF 
PRIMARY COPY 

CATEGORY RULE (DISPOSITION 
AUTHORITY 
NUMBER) 

Audit Findings and Reports – Outside Sources 
Final findings of audits conducted of County services, 
programs, or practices by an outside auditing agency 
(State, Federal, Independent, etc.).  
 

Cutoff: 
completion of 
audit / project 
monitoring / 
peer review and 
all corrective 
action taken 
 
Retention: 6 
years  

Disposition Action: 
Potentially Archival – 
Appraisal Required  
 

           Audit Reports and Findings 
 
AUD-01-003 
 

GS50-03F-02 
 
 

Annual Estimate of Revenue and Expenditure 
Revenue and expense forecasts produced on an annual 
basis. 

Cutoff: budget 
adopted 
 
Retention: 2 
years 

Disposition Action: 
Not Archival - Destroy 

 Annual Estimate of 
Revenue and Expenditure 
 
BUD-01-006 

GS50-03D-01 

4.0  BUDGET MANAGEMENT [BUD] 

Budget Development Files  
Background information and draft documents compiled in 
the course of budget preparation. 
May include preliminary budgets, spreadsheets, statistics, 
expenditure reports, correspondence, briefing materials 
and supporting documentation. 

Cutoff: budget 
adopted 
 
Retention: 4 
years 
 
 

Disposition Action: 
Not Archival - Destroy 

 Budget Development Files 
 
BUD-01-001 
 

GS50-03D-03 

Budget Forecast Reports 
Files are used to develop ad hoc financial reports and/or 
forecasts for specific activities and projects conducted by 
the department. May include personnel reports, 
equipment usage cost, spreadsheets, correspondence, 
budget reports, etc. 

Cutoff: year end 
 
Retention: 1 
year  

Disposition Action: 
Not Archival - Destroy 

 Budget Forecast Reports 
 
BUD-01-007 
 

GS50-03D-04 
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TITLE/DESCRIPTION RETENTION DISPOSITION AND 
REMARKS 

OFFICE OF 
PRIMARY COPY 

CATEGORY RULE (DISPOSITION 
AUTHORITY 
NUMBER) 

Budget Status Report 
Periodic reports of office or project revenues, expenditures 
and budget adjustments. May include budget updates for 
cost centers, equipment usage, special funds, department-
wide, etc. 

Cutoff: year end 
or until 
completion of 
State Auditor’s 
examination 
report 
 
Retention: 3 
years 

Disposition Action: 
Not Archival - Destroy 

           Budget Status Reports 
 
BUD-01-002  
 

GS50-03D-06 

Departmental Budget Requests 
Requests for budget items from or to other county 
agencies.   

Cutoff: year end 
 
Retention: 2 
years 

Disposition Action: 
Not Archival - Destroy 

 Departmental Budget 
Requests 
 
BUD-01-008 

GS50-03D-07 

Final Budget 
Final budget plans adopted annually for the County. 
Includes budget allocations for projects, personnel and 
supporting program costs. Records are used for planning 
projects and for conducting historical analysis of 
departmental operation costs. 
 
Note: for budgets of inter-agency or multi-jurisdictional 
bodies, reference agency-specific retention schedules. 

Cutoff: Year end 
 
Retention: 
Permanent 
 

Disposition Action: 
Archival – Permanent 
Transfer  
 

KCEO / Office of 
Performance 
Strategy and 
Budget 
 
Final budgets are 
also included in the 
adopting 
ordinance filed 
with the KCC / 
Clerk of the 
Council 

Budget – Final 
 
BUD-01-004 

GS50-03D-08 
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TITLE/DESCRIPTION RETENTION DISPOSITION AND 
REMARKS 

OFFICE OF 
PRIMARY COPY 

CATEGORY RULE (DISPOSITION 
AUTHORITY 
NUMBER) 

Preliminary Budgets 
Preliminary copies of budgets. 

Cutoff: end of 
budget year 
 
Retention: 2 
years 

Disposition Action: 
Not Archival - Destroy 

 Preliminary Budgets 
 
BUD-01-005 

GS50-03D-10 

5.0  CONTRACTING, AGREEMENTS, PROCUREMENT AND SALES MANAGEMENT [CON] 

Bids and Proposals – Successful  
Records documenting bids and proposals made by other 
parties to provide the agency with goods, services, 
revenue, or other benefits which are accepted by the 
agency. 
Includes, but is not limited to: 
• Request for proposal or bid (RFP), request for 
qualifications/quotations (RFQQ), 
specifications, etc.; 
• Notices (filed with county clerk, newspaper, etc.); 
• Bid proposals, evaluation documents, statements of 
qualification, applications, etc. 
 
Excludes contracts and agreements covered in the 
Contract/Agreements section.  Excludes unsuccessful bid 
proposals covered by GS50-08A-11 R1. 

Cutoff: 
completion of 
purchase of 
fulfillment of 
contract 
 
Retention: 6 
years 

Disposition Action: 
Not Archival - Destroy 

 Bids and Proposals – 
Successful 
 
CON-01-011 
 

GS50-08A-01R1 
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TITLE/DESCRIPTION RETENTION DISPOSITION AND 
REMARKS 

OFFICE OF 
PRIMARY COPY 

CATEGORY RULE (DISPOSITION 
AUTHORITY 
NUMBER) 

Bids and Proposals – Unsuccessful  
Records documenting bids and proposals to provide the 
agency with goods, services, revenue, or other benefits, 
which are not accepted by the agency. Includes bid 
proposals, evaluation documents, statements of 
qualification, applications (rental/lease), etc. 
If agency decides not to proceed with purchase or 
agreement, records also include: 
• Request for proposal or bid (RFP), request for 
qualifications/quotations (RFQQ), 
specifications, etc.; 
• Notices (filed with county clerk, newspaper, etc.). 
 

Cutoff: year end 
 
Retention: 4 
years 

Disposition Action: 
Not Archival - Destroy 

 Bids and Proposals – 
Unsuccessful 
 
CON-01-009 
 
 

GS50-08A-11R1 
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TITLE/DESCRIPTION RETENTION DISPOSITION AND 
REMARKS 

OFFICE OF 
PRIMARY COPY 

CATEGORY RULE (DISPOSITION 
AUTHORITY 
NUMBER) 

Contracts and Agreements – General  
Records relating to agreements signed by the county and 
one or more parties that set out terms and conditions to 
which the signing parties agree or submit.  Includes change 
orders. 
 
Includes, but is not limited to: 
• Human resources agreements; 
• Lease, escrow, and rental agreements; 
• Lending agreements (facility, equipment, vehicle, etc.); 
• Liability waivers (hold harmless, insurance, etc.); 
• Loan agreements (long-term debt, etc.); 
• Master depository contract (banking); 
• Personal service, client service, purchasing agreements; 
• Purchase and sales agreements (non-capital asset 
purchases only); 
• Vendor bonds; 
• Warranties. 
 
Excludes contracts and agreements covered more 
specifically by General or Specific Schedules such as:  
Contracts and agreements relating to real property capital 
assets (GS55-05A-06 R1) and non-real property capital 
assets (GS2011-169 R2);  
Other bond, grant and levy project contracts and 
agreements covered by GS2011-183 R2;  
Public records transfer agreements with covered by 
GS2010-021.  

Cutoff: 
completion of 
transaction or 
termination / 
expiration of 
instrument 
 
Retention: 6 
years 
 
 

Disposition Action: 
Not Archival - Destroy  
 
ESSENTIAL 
 
*For construction 
project files see ASM-
02-002, Capital Project 
Records, and contact 
KC RMP for assistance. 
 
Note: Agency of origin 
is responsible for 
retaining contract 
administration records 
needed to document 
contractor compliance 
with terms of contract. 
 
 

 Contracts, Agreements and 
Warranties 
 
CON-01-001 
 

GS50-01-11R4 
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TITLE/DESCRIPTION RETENTION DISPOSITION AND 
REMARKS 

OFFICE OF 
PRIMARY COPY 

CATEGORY RULE (DISPOSITION 
AUTHORITY 
NUMBER) 

Contracts and Agreements – Capital Assets (Non-Real 
Property) 
Records relating to agreements signed by the agency and 
one or more parties that set out terms and conditions to 
which the signing parties agree or submit, and that relate 
to capital asset ownership, but do not establish, alter, or 
abolish real property ownership. Includes negotiations, 
change orders, compliance monitoring, etc.  
 
Includes, but is not limited to:  
• Purchase and sales agreements (non-real property only);  
• Bond, grant and levy project contracts/agreements (non-
real property only);  
• Building construction and improvements;  
• Rights-of-way and/or easements granted to (received by) 
the agency;  
• Franchises granted to (received by) the agency, which are 
covered by GS50-05A-10.  
 
Note: Bond transactions are completed when the final 
bond payment is made. 

Cutoff: 
completion of 
transaction or 
termination/expi
ration of 
instrument or  
years after 
disposition of 
asset (if asset is 
owned by 
agency), 
whichever is 
later 
 
Retention: 6 
years 

Disposition Action: 
Not Archival - Destroy  
 
ESSENTIAL 

 Contracts and Agreements 
–Capital Assets (Non-Real 
Property) 
 
CON-01-010 

GS2011-169R2  
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TITLE/DESCRIPTION RETENTION DISPOSITION AND 
REMARKS 

OFFICE OF 
PRIMARY COPY 

CATEGORY RULE (DISPOSITION 
AUTHORITY 
NUMBER) 

Inter/Intra-agency, Inter-governmental, Inter-local 
Agreements 
Instruments signed by county agencies with one or more 
county or external agencies, to which the signing parties 
agree or submit.  Agreements are created for the interest 
of cooperatively sharing resources for the mutual benefit 
of all parties, in accordance with RCW 39.34.  
 
Includes Memorandums of Understanding (MOU) and 
Service Level Agreements (SLA) for services provided by the 
agency to external agencies.   
 
Note: Per RCW 39.34.040, a copy of each of the county's 
interlocal agreements must either be filed with the King 
County Recorder's Office or sent to DES / RALS / Archives, 
Records Management and Mail Services (ARMMS) for 
publishing on the internet. This should happen before the 
agreement has been entered into force. 

Cutoff: 

termination or 

expiration of 

instrument 

 

Retention: 6 

years 

Disposition Action: 
Potentially Archival – 
Appraisal Required  
 

ESSENTIAL 

 

 Inter-Agency, Intra-Agency, 

Inter-Governmental, Inter-

Local Agreements 

 

CON-01-004 

GS50-01-11R4 

6.0   FINANCIAL MANAGEMENT [FIN] 
Banking – Accounts and Transactions  
Records document the County’s banking activities and 
transactions.  Includes, but is not limited to: 

¶ Deposits and withdrawals (including electronic funds 
transfers (EFT), international money transfers (IMT), 
automated clearing house (ACH), etc. 

¶ Statements (bank, dividend, investment, etc.) and 
reconciliations 

¶ Records documenting the status of and adjustments to 
accounts 

¶ Stop payment reports/requests ( and supporting 
documentation)  

¶ Checks and warrants issued by the agency (if returned by 
the bank) 

Cutoff: year end 
 
Retention: 6 
years 

 

Disposition Action: 
Not Archival - Destroy 

 Banking – Accounts and 
Transactions 
 
FIN-04-005 
 

GS2011-185  
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TITLE/DESCRIPTION RETENTION DISPOSITION AND 
REMARKS 

OFFICE OF 
PRIMARY COPY 

CATEGORY RULE (DISPOSITION 
AUTHORITY 
NUMBER) 

Banking – Deposited Items  
Negotiable instruments received by the agency and 
deposited to the bank in a different format. Includes, but is 
not limited to:  

¶ Original paper checks/warrants imaged using Remote 
Deposit Capture (RDC) or Imaged Cash Letter (ICL), or 
returned by the bank after redemption;  

¶ Images of checks/warrants created in lieu of depositing 
the original item (such as Imaged Cash Letter (ICL)).  

 
Excludes checks returned to agency due to non-sufficient 
funds covered by GS50-03B-14 R2. 

Cutoff: deposit 
verified by bank 
 
Retention: none 
 

Disposition Action: 
Not Archival - Destroy 

 Banking – Deposited Items 
 
FIN-04-006 

GS2011-186  

Capital Asset Accounting Tracking Records 
Tracking record created by the local government agency for 
each of its capital assets.  
Includes information summarizing:  

¶ Acquisition (when & how purchased or constructed, 
purchase price);  

¶ Improvements;  

¶ Depreciation;  

¶ Deductions;  

¶ Disposal (when & how disposed of, expenses related to 
the sale, etc.).  

 

Cutoff: 
disposition of 
asset 
 
Retention: 4 
years 
 

Disposition Action: 
Not Archival - Destroy 

 Capital Asset Record 
 
FIN-01-022 

GS2011-182 

Check Stubs or Duplicate Copies 
Copies of checks received where original is sent outside of 
agency for deposit. Includes, but is not limited to: warranty 
claims refund check used for claim refund amount 
verification; all other copies of checks received where 
original is sent for deposit. 

Cutoff: year end 
 
Retention: 3 
years 

Disposition Action: 
Not Archival - Destroy 

 Check Stubs or Duplicate 
Copies 
 
FIN-04-007 

GS50-03B-06 
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TITLE/DESCRIPTION RETENTION DISPOSITION AND 
REMARKS 

OFFICE OF 
PRIMARY COPY 

CATEGORY RULE (DISPOSITION 
AUTHORITY 
NUMBER) 

Financial Disputes/Collections - General 
Records relating to the agency’s financial disputes and 
attempts to collect funds, where not related to real 
property ownership, and where civil litigation has not 
commenced. 
Includes but is not limited to: 
Accounts receivable and payable; 
Checks/warrants returned due to non-sufficient funds 
(NSF); 
Correspondence, notices, invoices/statements, account 
closure; 
Damage and loss claims (purchasing); 
Lien filings (and releases) and other actions; 
Settlement documentation. 
 
Excludes hearing examiner case files covered by GS2011-
173. 
 
Excludes collections involving real property covered by 
GS55-05A-09. 
 
Note: If litigations commences, these records become part 
of the litigation case file and are covered by GS53-02-04 
R1. 
 

Cutoff: issue 
resolved 
 
Retention: 6 
years 

Disposition Action: 
Not Archival - Destroy 

 Collections Files 
 
FIN-01-004 
 

GS50-03B-14R3 
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TITLE/DESCRIPTION RETENTION DISPOSITION AND 
REMARKS 

OFFICE OF 
PRIMARY COPY 

CATEGORY RULE (DISPOSITION 
AUTHORITY 
NUMBER) 

General and Subsidiary Ledgers 
General and subsidiary ledgers documenting the agency’s 
assets, liabilities, revenues, expenditures, gains and losses. 
 
 

Cutoff: 
year end or final 
bond payment 
or completion of 
levy/grant 
project or terms 
of grant 
agreement 
whichever is 
later 
 
Retention: 6 
years 

Disposition Action: 
Not Archival - Destroy  
 
ESSENTIAL 
 
Note: Ledgers before 
1900 are Potentially 
Archival – contact the 
King County Archives 
for appraisal 

 General and Subsidiary 
Ledgers - 
1900 and later 
 
FIN-01-018 

GS50-03A-15R1 

Grant/Scholarship Applications – Not Approved 
Records relating to unsuccessful grant and scholarship 
applications received or submitted by the local government 
agency.  Records may include applications, evaluations, 
denial notifications, etc. 

Cutoff: year end 
in which denial 
was sent or 
received 
 
Retention: 1 
year 
 

Disposition Action: 
Not Archival - Destroy 

 Grant/Scholarship 
Applications – Not 
Approved 
 
FIN-05-005 

GS50-03C-07R1 

Continuing Grants – Annual Financial Statements 
Annual report submitted for continuing grants containing 
summaries and breakdowns of expenditures for the past 
year. 
 
Excludes non-continuing grant records covered by GS50-
03C-02 R1. 

Cutoff: 
submission of 
report or for 
period required 
by 
grant/program, 
whichever is 
later 
 
Retention: 6 
years 

Disposition Action: 
Not Archival - Destroy 

 Grant Administration 
Records 
 
FIN-01-017 
 
 

GS50-03C-01R1 
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TITLE/DESCRIPTION RETENTION DISPOSITION AND 
REMARKS 

OFFICE OF 
PRIMARY COPY 

CATEGORY RULE (DISPOSITION 
AUTHORITY 
NUMBER) 

Non-Continuing Grant, Bond and Levy Project Reports 
Reports relating to bond, grant (non-continuing) and levy 
projects.  Includes, but is not limited to: 
Progress statements; 
Expenditure of funds; 
Periodic, annual, special, and final reports. 
 
Excludes continuing grant reports covered by GS50-03C-01 
R1. 

Cutoff: 
submission of 
final report or 
for period 
required by 
grant/program, 
whichever is 
later 
 
Retention: 6 
years 

Disposition Action: 
Potentially Archival – 
Appraisal Required  
 

 Grant Reports and 
Deliverables 
 
FIN-05-003 

GS50-03C-02R1 
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TITLE/DESCRIPTION RETENTION DISPOSITION AND 
REMARKS 

OFFICE OF 
PRIMARY COPY 

CATEGORY RULE (DISPOSITION 
AUTHORITY 
NUMBER) 

Grant Administration Records 
Records documenting all resources received and expended 
by the agency for bond, levy, and/or grant-funded projects.  
Includes, but is not limited to:  

¶ Cancelled (and voided) checks, credit card slips, project 
cost record, etc., for capital assets constructed by the 
local government agency;  

¶ Contracts and agreements (for non-capital assets only); 
includes negotiations, compliance monitoring, etc.;  

¶ Documents supporting 
purchase/acquisition/construction and disposition/sales 
prices;  

¶ Financial statements and reports (cash receipts 
transmittals, daily cash report/summary, expenditure 
transactions, treasurer/finance officer reports, etc.);  

¶ Grant/scholarship announcements, applications, 
evaluation summaries, award notifications, etc., for funds 
awarded or received by the local government agency;  

¶ Project cost/expenditure tracking record (staff time, 
etc.);  

¶ Registers and journals for all funds and functions 
(including numerical listing of checks/warrants/vouchers, 
etc.);  

¶ Revenue bonds and coupons, registers, etc.;  

¶ Trust indenture, loan agreement, etc.  
 
Excludes sensitive authentication data covered by GS2014-
030. 

Cutoff: final 
bond payment 
or 6 years after 
completion of 
levy/grant 
project or terms 
of grant 
agreement, 
whichever is 
later 
 
Retention: 6 
years 

Disposition Action: 
Not Archival - Destroy 

 Grant Administration 
Records 
 
FIN-01-017 
 
 

GS2011-183R2 
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TITLE/DESCRIPTION RETENTION DISPOSITION AND 
REMARKS 

OFFICE OF 
PRIMARY COPY 

CATEGORY RULE (DISPOSITION 
AUTHORITY 
NUMBER) 

Financial Transactions – General  
Records documenting all resources received and expended 
by the agency provided that receipts and expenditures are 
not for bond, grant or levy projects. 
 
Includes, but is not limited to: 
• Purchase and sales (purchase/field orders, bills of sale, 
receipts, cash books, remittance advices, vouchers, fiscal 
purchasing/receiving documents, etc.); 
• Financial statements and reports (cash receipts 
transmittals, daily cash 
report/summary, expenditure transactions, 
treasurer/finance officer, etc.); 
• Registers and journals (general and subsidiary) for all 
funds and functions; 
• Check/warrant registers; 
• Documentation of non-monetary gifts/donations (other 
than capital or tracked assets);  
• Petty cash; overpayment refunds 
 
Excludes: 
• Levy-, grant-, and bond-funded transactions covered by 
GS2011-183; 
• General and subsidiary ledgers covered by GS50-03A-15 
R1; 
• Sensitive Authentication Data covered by GS2014-030; 
•Contracts and agreements involving the agency’s capital 
assets which are covered by GS55-05A-06 R1 and GS2011-
169 R2;  
•General and subsidiary ledgers covered by GS50-03A-15 
R1;  
•Unsuccessful grant/scholarship applications covered by 
GS50-03C-07 R1. Annual financial report covered by GS50-
03D-02. 

Cutoff: year end 
 
Retention: 6 
years 

Disposition Action: 
Not Archival - Destroy 

All Agencies: 
Only p-card 
vouchers and 
invoices and 
backup 
documentation for 
financial 
transactions that 
are confidential or 
that relate to 
grants, risk, 
settlements, 
payroll, worker’s 
comp, or jury duty 
 
DES / FBOD:  
All other financial 
transaction records 

General Office Accounting 
 
FIN-01-001 
 
 

GS2011-184R3 
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TITLE/DESCRIPTION RETENTION DISPOSITION AND 
REMARKS 

OFFICE OF 
PRIMARY COPY 

CATEGORY RULE (DISPOSITION 
AUTHORITY 
NUMBER) 

Financial Transactions – Sensitive Cardholder Data 
Specific Sensitive Cardholder Data elements obtained 
during electronic financial transactions where the agency 
stores, processes or transmits cardholder data received 
via point of sale systems, phone, email, internet, paper, 
etc.  
Sensitive Cardholder Data elements include:  

¶ Primary Account Number (PAN) and credit card 
number, if different;  

¶ Sensitive Authentication Data (SAD) as defined by 
the Payment Card Industry Data Security Standard 
(PCI DSS). Includes full track data, PIN/PIN blocks, 
and 3- or 4-digit customer identification (CID) 
number printed on the front or back of payment 
card such as Card Identification Number (CIN), 
Card Verification Value (CVV), and Card Validation 
Code (CVC).  

 
Excludes data elements other than PAN and SAD that are 
received by the agency (such as transaction number, date, 
amount, etc.), which must be retained pursuant to 
GS2011-183, GS2011-184, or other applicable DAN.  

Cutoff: 
completion of 
transaction 
 
Retention: none 

Disposition Action: 
Not Archival - Destroy 

 N/A GS2014-030R1 

Finance – Reporting/Filing (Mandatory) 
Records relating to financial management and submitted to 
regulatory agencies as required by federal, state or local 
law, where not covered by a more specific record series. 
Includes reports, confirmation of submission, 
correspondence, inquiries, etc. 
Includes but is not limited to:  Reports of known or 
suspected loss of public funds or assets or other illegal 
activity. 

Cutoff: 
submitted to 
regulatory 
agency then  
 
Retention: 4 
years 

Disposition Action: 
Potentially Archival – 
Appraisal Required  
 

 Reporting/Filing 
(Mandatory) – Financial 
Management 
 
FIN-02-003 

GS2011-189R1 
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TITLE/DESCRIPTION RETENTION DISPOSITION AND 
REMARKS 

OFFICE OF 
PRIMARY COPY 

CATEGORY RULE (DISPOSITION 
AUTHORITY 
NUMBER) 

Levy and Bond Planning – Successful 
Records relating to the financial planning of successful 
capital improvement and /or operations & maintenance 
levy and bond proposals. Includes Local Improvement 
District (LID) and Road Improvement District (RID) bond 
projects. 
 
Includes, but is not limited to:  

¶ Preliminary studies, proposals, prospectuses, budget 
requests, decision packages, etc.; 

¶ Legal opinions, authorizations and certificates for 
issuance, cancellation and exchange records, bond 
counsel opinions, other legal documents; 
communications and documentation related to the 
issuance of bonds to finance any capital or other project.  
 

Excludes:  

¶ Receipt and expenditure of levy and bond funds GS2011-
183 R2;  

¶ Unsuccessful bond and levy project proposals covered by 
GS2011-188 R1;  

¶ Long-range facilities plans covered by GS51-07-15 R1 and 
GS50-05A-22;  

¶ Project plans covered by record series in the Design and 
Constructions section. 

Cutoff: final 
bond payment 
or completion of 
levy project  
 
Retention: 6 
years 

Disposition Action: 
Potentially Archival – 
Appraisal Required  
 

 Levy and Bond Planning – 
Successful 
 
FIN-05-008 

GS53-02-06R1 
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TITLE/DESCRIPTION RETENTION DISPOSITION AND 
REMARKS 

OFFICE OF 
PRIMARY COPY 

CATEGORY RULE (DISPOSITION 
AUTHORITY 
NUMBER) 

Levy and Bond Planning – Unsuccessful 
Records relating to the financial planning of unsuccessful 
capital improvement and/or operations & maintenance 
levy and bond proposals.  Includes Local Improvement 
Districts (LID) and Road Improvement District (RID) bond 
projects.  Includes, but is not limited to: Preliminary 
studies, proposals, prospectuses, budget requests, decision 
packages, communications, legal opinions, etc. 

Cutoff: levy 
failure or 
decision not to 
proceed 
 
Retention: 6 
years 

Disposition Action: 
Not Archival - Destroy 

 Levy and Bond Planning – 
Unsuccessful 
 
FIN-05-007 

GS2011-188R1 

Packing Slips 
A record of departmental receipt of goods or equipment 
from outside vendors.  
 
 

Cutoff: 
confirmation of 
materials receipt 
 
Retention: none 
 
 

Disposition Action: 
Not Archival - Destroy 

 Packing Slips 
 
FIN-01-024 
 

GS50-08B-08  

Trial Balances 
Records that list the name and value of the general ledger 
accounts of the agency. 

Cutoff: year end 
 
Retention: 3 
years 

Disposition Action: 
Not Archival - Destroy 

 Trial Balances 
 
FIN-01-019 

GS50-03A-28 

Leave Donations and Sharing Authorization 
Records authorizing leave to be donated to another 
employee’s account. 

Cutoff: year end 
in which leave 
donation occurs 
 
Retention: 6 
years 

Disposition Action: 
Not Archival - Destroy 

           Employee Leave 
Management 
 
PER-09-002 
 
 

GS2017-010 
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TITLE/DESCRIPTION RETENTION DISPOSITION AND 
REMARKS 

OFFICE OF 
PRIMARY COPY 

CATEGORY RULE (DISPOSITION 
AUTHORITY 
NUMBER) 

Payroll Contracts, Agreements and Authorizations 
Agreements and contracts with employees that are used to 
assist the processing of payroll functions or for human 
resources activities. Includes, but is not limited to: 
alternative work agreements, telecommuting agreements, 
payroll deduction authorizations (including union dues) 
and direct deposit authorizations. 

Cutoff: 
expiration of 
agreement 
 
Retention: 6 
years 
 
* if the 
agreement does 
not expire, the 
cutoff is 
termination of 
employment 

Disposition Action: 
Not Archival - Destroy 

 Payroll Contracts and 
Agreements 
 
FIN-08-018 
 

Combo Rule FIN-08-
018 
 

GS50-01-11R4 
(Contracts and 
Agreements) 
 
GS50-03E-01R1 
(Employee Pay – 
Authorizations 
and Deductions) 
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TITLE/DESCRIPTION RETENTION DISPOSITION AND 
REMARKS 

OFFICE OF 
PRIMARY COPY 

CATEGORY RULE (DISPOSITION 
AUTHORITY 
NUMBER) 

Payroll Processing, Distribution and Reporting  
Records relating to the processing of payroll. Includes 
verification of actions, detailing of payroll cost 
distributions, and ensuring accuracy and accountability. 
Includes PeopleSoft Payable Status Reports. 
 
Includes, but is not limited to:  
Detail reports, year-to-date costs and cumulative summary 
expense reports;  
Listings of payroll deductions;  
Status of and adjustments to accounts;  
Payroll distribution, warrant distribution log/sheet, etc.  
Reports and transmittal of funds to state agencies (such as 
Departments of Retirement Systems (DRS), Labor & 
Industries (L&I), Employment Security (ESD), etc.).  
 
Excludes records covered:  

¶ Employee Pay – Authorizations and Deductions 
(DAN GS50-03E-01);  

¶ Employee Pay – History (DAN GS50-03E-15);  

¶ Employee Retirement/Pension Verification (DAN 
GS2017-009);  

¶ Reporting/Filing (Mandatory) – Internal Revenue 
Service (IRS) (DAN GS50-03A-17).  

 
 

Cutoff: year end 
 
Retention: 4 
years 

Disposition Action: 
Not Archival - Destroy 

 Payroll Supporting 
Documents 
 
FIN-08-006 
 

GS50-03E-02R1 
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TITLE/DESCRIPTION RETENTION DISPOSITION AND 
REMARKS 

OFFICE OF 
PRIMARY COPY 

CATEGORY RULE (DISPOSITION 
AUTHORITY 
NUMBER) 

Time Cards/Time Sheets – post-PeopleSoft 
Daily, weekly or monthly time accumulation reports.  Dated 
after agency began using PeopleSoft as payroll system*. 
 
* PeopleSoft implementation dates:  
5/29/1999 for former METRO agencies  
(including DOT-Transit; DNRP-Wastewater Treatment 
Division, Solid Waste Division, Water and Land Resources 
Division) and 
 1/1/2012 for all other county agencies 

Cutoff: year end 
 
Retention: 4 
years 

Disposition Action: 
Not Archival - Destroy  
 
ESSENTIAL 

PeopleSoft is the 
official system of 
record for county 
payroll post-2011 

Payroll Supporting 
Documents 
 
FIN-08-006 

GS50-03E-15R1 

Time Cards/Time Sheets – pre-PeopleSoft 
Daily, weekly, or monthly time accumulation reports. Dated 
before agency began using PeopleSoft as payroll system*. 
 
* PeopleSoft implementation dates:  
5/29/1999 for former METRO agencies  
(including DOT-Transit; DNRP-Wastewater Treatment 
Division, Solid Waste Division, Water and Land Resources 
Division) and 
 1/1/2012 for all other county agencies 

Cutoff: year end 
 
Retention: 60 
years 
 

Disposition Action: 
Not Archival - Destroy  
 
ESSENTIAL 
 
 

 Retirement Benefit 
Verification Records 
 
FIN-08-002 

GS2017-009 
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TITLE/DESCRIPTION RETENTION DISPOSITION AND 
REMARKS 

OFFICE OF 
PRIMARY COPY 

CATEGORY RULE (DISPOSITION 
AUTHORITY 
NUMBER) 

Internal Revenue Service (IRS) Forms – Submitted to IRS 
Records relating to Internal Revenue Service (IRS) forms 
and reports that are submitted to the IRS, as required by 
law. Includes records documenting transmittal of funds.  
1099 - INT 941 - Employer's Quarterly Return W-2 - 
Employer's Copies of Federal 
Withholding Tax Statement W-4 - Employees Withholding 
Exemption Certificates W-9 - 
Request for Taxpayer ID Number and Certification 

Cutoff: year end 
 
Retention: 5 
years 

Disposition Action: 
Not Archival - Destroy 

 Tax Forms –Federal 
 
FIN-08-007 
 

GS50-03A-17R1 

Internal Revenue Service (IRS) Forms – Used for Payroll 
Records relating to the Internal Revenue Service forms that 
are held by the agency and used to request/authorize 
employee tax withholding/exemptions. 
 
Includes, but is not limited to: 
- W-4 (W-4P, W-4S, W-4V) 
- W-9 
 
 

Cutoff: revised 
or superseded 
 
Retention: 4 
years 

Disposition Action: 
Not Archival - Destroy 

 Internal Revenue Service 
Forms – Used for Payroll 
 
FIN-08-021 

GS2017-006 

7.0   INFORMATION MANAGEMENT [INF] 

Archival Transfer Agreements 
Records documenting transfer of legal custody of records 
from county agencies to the King County Archives. 
 

 

Cutoff: none 
 
Retention: 
Permanent 

Disposition Action: 
Potentially Archival – 
Appraisal Required  
 

King County 
Archives 
 
All other agencies 
with copies of 
these records 
should treat them 
as secondary 
copies (transitory). 

Transfer of Legal Custody 
 
INF-03-005 
 

GS2010-023 
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TITLE/DESCRIPTION RETENTION DISPOSITION AND 
REMARKS 

OFFICE OF 
PRIMARY COPY 

CATEGORY RULE (DISPOSITION 
AUTHORITY 
NUMBER) 

Backups for Disaster Preparedness/Recovery  
Daily backup of county servers performed by KCIT for the 
purpose of disaster preparedness and recovery. 
 
Note:  Backups are for reconstruction of electronic 
information in the event of a disaster and should NOT be 
used for records retention purposes.   For retention of 
electronic records, refer to the records series specific to 
that record and retain accordingly. 

Cutoff: 3 backup 
cycles or 30 days 
after backup 
performed 
whichever is 
sooner 
 
Retention: none 

Disposition Action: 
Not Archival - Destroy  
 
ESSENTIAL 
 

KCIT / OPS / 
Engineering and 
Architecture 
and any other 
agency performing 
their own system 
backups 

Backups for Disaster 
Preparedness/ 
Recovery 
 
INF-04-008 
 

GS50-06A-02R1 

Destruction of Public Records – Agency/In-House 
Destruction  
Records relating to the destruction of the County’s public 
records. 
Includes, but is not limited to: 
• Destruction logs; 
• Affidavits; 
• Agency authorizations; 
• Certificates/Notices of destruction. 
 
See also: Destruction of Public Records – Records Center 
Direct Destruction 

Cutoff: none 
 
Retention: 
Permanent 
 
  

Disposition Action: 
Not Archival - Destroy  
 
ESSENTIAL 
 
 
Records dated 
12/31/2013 and prior, 
all agencies must 
retain records of 
destruction for the life 
of the County, unless 
destruction records 
are transferred to DES 
/ RALS / ARMMS. 

12/31/2013 and 
prior: All agencies 
that have 
destroyed records 
in-house 
 
1/1/2014 to 
present: 
DES / RALS / 
ARMMS 

Destruction of Public 
Records 
 
INF-03-003 
 

GS50-09-06R1 
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TITLE/DESCRIPTION RETENTION DISPOSITION AND 
REMARKS 

OFFICE OF 
PRIMARY COPY 

CATEGORY RULE (DISPOSITION 
AUTHORITY 
NUMBER) 

Destruction of Public Records – Records Center Direct 
Destruction 
Records relating to the destruction of the County’s public 
records. 
Includes, but is not limited to: 
• Destruction logs; 
• Affidavits; 
• Agency authorizations; 
• Certificates/Notices of destruction. 
 
See also: Destruction of Public Records – Agency In-House 
Destruction  
 

Cutoff: none 
 
Retention: 
Permanent* 
 
*Note: Prior to 
January 2010, 
the retention 
period for these 
records was 10 
years after date 
of destruction.  
Because these 
records had 
previously been 
destroyed at the 
expiration of 
their legal 
retention period, 
they do not exist 
prior to 1999.   
 

Disposition Action: 
Not Archival - Destroy  
 
ESSENTIAL 
 

DES / RALS / 
ARMMS 
 
Note: other 
agencies that have 
copies of these 
records should 
manage them as 
secondary copies 
(transitory).   

Destruction of Public 
Records 
 
INF-03-003 
 

GS50-09-06R1 

Forms – Master Set 
Master set of all forms created by the agency.  Also 
includes source materials (.pdfs, camera-ready copies, 
original photographs/images, etc.)  
 
Note: Forms developed under specific policy should be 
retained until policy obsolete, superseded, or as indicated 
by policy. 
 
Excludes web-based forms covered by DAN GS50-06A-03. 
Excludes forms covered by GS2010-013. 

Cutoff: use of 
form ceases 
 
Retention: none 

Disposition Action: 
Not Archival - Destroy 

 Forms - Master Set 
 
INF-02-002 

GS2010-012 
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TITLE/DESCRIPTION RETENTION DISPOSITION AND 
REMARKS 

OFFICE OF 
PRIMARY COPY 

CATEGORY RULE (DISPOSITION 
AUTHORITY 
NUMBER) 

Mail Delivery and Receipt  
Records documenting the county’s incoming and outgoing 
physical mail (letters, packages, etc.). 
Includes, but is not limited to: 
• Certified/registered/insured mail logs and return 
receipts; 
• Postage meter logs/reports; 
• Private ground delivery registers/receipts (UPS, Federal 
Express, etc.); 
• Signed pick-up and delivery receipts; 
• United States Postal Service (USPS) forms (certificate of 
bulk mailing, etc.). 
 
Note: Contracts/agreements/permits relating to mailing 
services and equipment are covered by GS50-01-11 R3. 
Mailing and Distribution Lists covered by GS50-02-05 R1 
 
 
 
 

Cutoff: year end 
 
Retention: 3 
years 

Disposition Action: 
Not Archival - Destroy 

DES / RALS / 
ARMMS 

Mail Delivery and Receipt 
 
INF-06-001 
 

GS50-06D-02R1 

Newsletters 
Master set of all newsletter publications created by the 
agency. Also includes source materials (.pdfs, camera-ready 
copies, original photographs/digital images, etc.) 
Records include newsletter publications regardless of 
format including Word documents, web pages, blogs, .pdfs, 
email-based publications, as well as paper format records). 
 
Excludes external newsletters covered under GS50-02-03, 
General Information – External. 
 
See also Publications – Master Set for publications which 
are not newsletters. 
 

Cutoff: no longer 
needed for 
agency business 
 
Retention: 2 
years   

Disposition Action: 
Potentially Archival – 
Appraisal Required  

 Master File of Agency 
Publications 
 
INF-02-001 
 

GS50-06F-04R4 
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TITLE/DESCRIPTION RETENTION DISPOSITION AND 
REMARKS 

OFFICE OF 
PRIMARY COPY 

CATEGORY RULE (DISPOSITION 
AUTHORITY 
NUMBER) 

Security Incidents and Investigations 
Records documenting security incidents and investigations 
relating to agency structures, infrastructure, vehicles, 
equipment, supplies, electronic systems, networks, 
applications, electronic and physical records/data. 
Incident documentation may include, but is not limited to:  
•Intrusion and event logs; surveillance recordings; 
photographic evidence;  
•Weapons confiscation logs; vandalism reports; voicemail 
messages;  
•Staff/contractor/volunteer/visitor access/entry logs, 
swipe card data, login records, etc.  
Investigation documentation may include, but is not limited 
to:  
•Witness (and other) statements;  
•Reports (to law enforcement, agency management, 
regulating authority, etc.);  
•Corrective action taken; decision not to proceed with 
investigation;  
•Correspondence, notes, recorded information.  
 
Excludes accidents/incidents involving injuries to individuals 
which are covered in the Risk Management or Industrial 
Insurance sections.  
 

Cutoff: 
investigation 
completed or 
issue resolved, 
whichever is 
later 
 
Retention: 6 
years 

Disposition Action: 
Not Archival - Destroy 

 Security Monitoring - 
Incident 
 
INF-04-010 
 

GS2010-008R1 

Security Monitoring – Routine  
Records relating to the routine security monitoring of the 
agency’s building, resources, and information systems 
(network/system/data).  Includes, but is not limited to: 
Intrusion and event logs, intrusion alarm reports, etc.; 
Security patrol logs. 

Cutoff: no longer 
needed for 
agency business 
 
Retention: none 

Disposition Action: 
Not Archival - Destroy 

 Security Monitoring – No 
Incident 
 
INF-04-011 
 
 

GS2010-009R1 
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TITLE/DESCRIPTION RETENTION DISPOSITION AND 
REMARKS 

OFFICE OF 
PRIMARY COPY 

CATEGORY RULE (DISPOSITION 
AUTHORITY 
NUMBER) 

Online Content Management  
Records documenting the publishing of the County’s online 
(internet and intranet) content. 
Includes, but is not limited to: 
• Requests/approvals to upload/update/remove content; 
• Confirmation of content upload/update/removal; 
• Point-in-time record of webpage/site (screenshot, 
snapshot, site map). 
 
Note: All published content consists of individual records 
which have their own separate retention requirements.  
Each of these records must be retained for the current 
approved minimum retention periods, according to their 
applicable records series.   
 
Excludes official/legal online content management. 

Cutoff: online 
content 
removed 
 
Retention: 1 
year 
 

Disposition Action: 
Not Archival - Destroy 

 Online Content 
Management 
 
INF-04-006 
 
 

GS2010-007 
 
 

Online Content Management – Official / Legal 
Records documenting the publishing of the agency’s online 
(internet and intranet) content.  Includes, but is not limited 
to: Requests/approvals to upload/update/remove content; 
Confirmation of content upload/update/removal; Point-in-
time record of webpage/site (screenshot, snapshot, 
sitemap).  
 
This series is used specifically for the publishing of online 
content that is legal or official in nature and affects the 
public interest.  Including, but not limited to: ordinances, 
motions, policies, records retention schedules, and 
proclamations. 
 
Note: All published content consists of individual records 
which have their own separate retention requirements.  
Each of these records must be retained for the current 
approved minimum retention periods, according to their 
applicable records series.   

Cutoff: online 
content 
removed 
 
Retention: 6 
years 
 

Disposition Action: 
Not Archival - Destroy 

 Online Content 
Management – 
Official/Legal 
 
INF-04-017 

GS2010-007A 
 
*this rule with an 
“A” extension was 
created to provide a 
longer retention 
period for the 
management online 
content that is 
official or legal in 
nature. 
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TITLE/DESCRIPTION RETENTION DISPOSITION AND 
REMARKS 

OFFICE OF 
PRIMARY COPY 

CATEGORY RULE (DISPOSITION 
AUTHORITY 
NUMBER) 

Public Records Act Requests  
Records relating to requests from the general public for 
access to the agency’s public records in accordance with 
chapter 42.56 RCW. 
Includes, but is not limited to: 
• Internal and external correspondence relating to the 
request; 
• Records documenting the public records provided to the 
requestor (copies or lists of the records provided, etc.); 
• Records documenting the public records (or portions) 
withheld (exemption logs, copies of portions redacted, 
etc.); 
• Records documenting administrative reviews relating to 
the request; 
• legal advice/opinions; 
• tracking logs 
 
Excludes the records that are the subject of the public 
records request (which must be retained in accordance with 
the applicable records series). 
 
Note:  Response is considered complete when all 
complaints, appeals, or challenges related to the request 
have been resolved.  

Cutoff: public 
records request 
complete 
 
Retention: 2 
years 

Disposition Action: 
Not Archival - Destroy 

 Public Records Act 
Requests 
 
INF-01-002 
 
 

GS2010-014R3 
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TITLE/DESCRIPTION RETENTION DISPOSITION AND 
REMARKS 

OFFICE OF 
PRIMARY COPY 

CATEGORY RULE (DISPOSITION 
AUTHORITY 
NUMBER) 

Publications – Master Set 
Master set of all publications created by the agency, or on 
the agency’s behalf by a consultant. Also includes source 
materials (.pdfs, camera-ready copies, original 
photographs/digital images, etc.). 
Publications include, but are not limited to: 
• Reports, manuals, brochures; 
• Magazines, journals; 
• Maps, plans, charts; 
• Audio/video recordings and films/presentations. 
 
See Newsletters for all agency/ County published 
newsletters. 
 
Excludes annual reports covered by GS50-05A-04. 
 
 

Cutoff: no longer 
needed for 
agency business 
 
Retention: 2 
years 

Disposition Action: 
Potentially Archival – 
Appraisal Required  
 

 Master File of Agency 
Publications 
 
INF-02-001 
 

GS50-06F-04R4 
 
 

Records Control  
Records relating to the physical and intellectual control of 
the agency’s records, including, 
but not limited to: 
• Files classification schemes/guidelines; 
• Essential records lists; 
• Inventories; 
• Master indexes, lists, registers, tracking systems, 
databases, and other finding aids used to access public 
records designated as Non-Archival. 
 
Note: For archival records, indexes, master lists, tracking 
systems and other finding aids should be transferred 
along with the records to the King County Archives. 
 

Cutoff: no longer 
needed for 
agency business 
 
Retention: none 
 

Disposition Action: 
Not Archival - Destroy 

 Records Control 
 
INF-03-002  

GS50-09-02R2 
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TITLE/DESCRIPTION RETENTION DISPOSITION AND 
REMARKS 

OFFICE OF 
PRIMARY COPY 

CATEGORY RULE (DISPOSITION 
AUTHORITY 
NUMBER) 

Records Center Transmittals Forms  
Records relating to the physical and intellectual control of 
the agency’s records specifically regarding and including 
records transmittals and retrievals.  Includes, but is not 
limited to: 

¶ Records transmittals forms 

¶ Correspondence regarding records movement. 

Cutoff: 
disposition of all 
records or 
verification of 
data by King 
County Records 
Management 
Program  
 
Retention: 6 
years 
 

Disposition Action: 
Not Archival - Destroy 

DES / RALS / 
ARMMS 
 
Note: other 
agencies that have 
copies of these 
records should 
manage them as 
secondary copies 
(transitory).   

Records Control – 
Transmittal Form 
 
INF-03-009 

GS50-09-02R2 
 

Retention and Disposition Authorization 
Records relating to the retention of the agency’s records in 
accordance with chapter 40.14 
RCW, including, but not limited to: 
• Internal working guides abstracted from approved 
records retention schedules; 
• Application for Early Destruction of Source Documents 
after Digitization (DAD) or 
Electronic Imaging Systems (EIS) application, provided that 
the original is retained by 
the King County Archives; 
• Agency’s copies of records retention schedules approved 
by the Local Records 
Committee in accordance with RCW 40.14.070, provided 
that the original is retained by the Local Records 
Committee. 

Cutoff: none 
 
Retention: 
Permanent 
 

Disposition Action: 
Not Archival - Destroy 

 Retention and Disposition 
Authorizations 
 
INF-03-004 
 

GS50-09-01R1 
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TITLE/DESCRIPTION RETENTION DISPOSITION AND 
REMARKS 

OFFICE OF 
PRIMARY COPY 

CATEGORY RULE (DISPOSITION 
AUTHORITY 
NUMBER) 

Source Records – Imaged (Archival)  
Archival source records which have been imaged using 
either of the following processes: 
• Digitized in accordance with a valid approval by the King 
County Records Management Program in 
accordance with WAC 434-663; or, 
• Microfilmed in accordance with Washington State 
Standards for the Production and Use of Microfilm. 
And, provided that the converted records are retained in 
accordance with a current approved records retention 
schedule. 
 
Excludes Superior Court source records covered by GS2010-
085. 

Cutoff:  
verification of 
successful 
conversion as 
stipulated in 
approved KC 
DAD application 
 
Retention: none 

Disposition Action: 
Potentially Archival – 
Appraisal Required  
 

        Source Records – Imaged 
(Archival) 
 
INF-05-004 

GS2010-017R2 
 
 

Source Records – Imaged (Non-Archival)  
Non-Archival source records which have been imaged using 
any of the following processes: Scanned/digitized in 
accordance with Washington State Requirements for the 
Destruction of Non-Archival Paper Records After Imaging; 
Scanned/digitized in accordance with a valid approval by 
Washington State Archives’ legacy processes (Electronic 
Imaging System (EIS) or Early Destruction After Digitization 
(DAD); or, Microfilmed in accordance with Washington 
State Standards for the Production and Use of Microfilm. 
And, provided that the converted records are retained in 
accordance with a current approved records retention 
schedule. 

Cutoff:  
verification of 
successful 
conversion as 
stipulated in 
approved KC 
DAD application 
 
Retention: none 

Disposition Action: 
Not Archival - Destroy 

 Source Records – Imaged 
(Non-Archival) 
 
INF-05-005 
 
 

GS50-09-14R3 
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TITLE/DESCRIPTION RETENTION DISPOSITION AND 
REMARKS 

OFFICE OF 
PRIMARY COPY 

CATEGORY RULE (DISPOSITION 
AUTHORITY 
NUMBER) 

Source Records – Migrated  
Non-paper-based source records which have been 
migrated to another non-paper-based 
format such as: 
• Digital records which are migrated to another digital 
format; 
• Magnetic records (VHS, cassette tapes, reel to reel, 8-
track tapes, etc.) which are migrated to another magnetic 
or a digital format. 
And, provided that the converted records are retained in 
accordance with a current approved records retention 
schedule. 
 
Excludes paper- and film-based source records covered by 
DANs GS2010-017 R2 and GS50-09-14 R3. 

Cutoff: 
verification of 
successful 
conversion  
 
Retention: none 

Disposition Action: 
Not Archival - Destroy 

 Source Records – Migrated 
 
INF-05-003 

GS2010-018 
 
 

IT Applications – Planning and Review 
Records documenting the planning and post-
implementation review of the agency’s computer software 
applications, databases, and websites (internet and 
intranet). 
Includes, but is not limited to: 
• Requirements and objectives documents/statements; 
• Feasibility studies; 
• Charter, cost/benefit analyses, investment plans; 
• Post-implementation 
reviews/evaluations/recommendations. 
 
Excludes records covered by IT Applications – Technical 
Design and Implementation. 

Cutoff: 
finalization of 
project 
 
Retention: 6 
years 

Disposition Action: 
Not Archival - Destroy 

 IT Applications – Planning 
and Review 
 
INF-04-003 
 

GS50-06A-01R3 
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TITLE/DESCRIPTION RETENTION DISPOSITION AND 
REMARKS 

OFFICE OF 
PRIMARY COPY 

CATEGORY RULE (DISPOSITION 
AUTHORITY 
NUMBER) 

IT Applications – Technical Design and Implementation  
Records documenting the technical design and 
implementation of the agency’s computer software 
applications, databases, and websites (internet and 
intranet). 
Includes, but is not limited to: 
• Design documentation/detail; 
• Database schema and dictionaries; 
• Source code; 
• System and program change descriptions/authorizations; 
• Development plans (for testing, training, conversion, and 
acceptance); 
• Release notes; 
• Operational and user instructions; 
• Acceptance testing. 

Cutoff: 
application or 
version is no 
longer needed 
for 
agency business 
and all records 
within the 
application have 
been migrated 
or dispositioned 
in accordance 
with a current 
approved 
records 
retention 
schedule 
 
Retention: none 

Disposition Action: 
Not Archival - Destroy  
 
ESSENTIAL 

 IT Applications – Technical 
Design and Implementation  
 
INF-04-001 
 
 

GS50-06A-03R3 
 
 

Authorization – Employee Access 
Records documenting the authorization of employee 
(includes contractors and volunteers) access to agency 
structures, infrastructure, equipment, supplies, electronic 
systems, networks, applications, electronic and physical 
records/data.  
Includes, but is not limited to:  
• Requests and approvals for access and permissions;  
• Assignment of security identification badges, 
building/card keys, access codes, etc.  
 
Excludes "day only" authorizations (security tag clipped to 
jacket, etc.) issued to contract and temporary employees, 
which are covered by GS50-06B-20 R1. 

Cutoff: 
termination of 
user’s access, or 
system or asset 
is no longer in 
use, whichever is 
sooner 
 
Retention: 6 
years 
 

Disposition Action: 
Not Archival - Destroy  
 
ESSENTIAL 
 

           Access Authorizations 
 
INF-04-002 
 
 
 

GS2010-002R1 
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TITLE/DESCRIPTION RETENTION DISPOSITION AND 
REMARKS 

OFFICE OF 
PRIMARY COPY 

CATEGORY RULE (DISPOSITION 
AUTHORITY 
NUMBER) 

IT – Audit Trail – Infrastructure 
Records documenting authorizations for and modifications 
to the configurations and settings of the agency’s 
infrastructure (firewalls, routers, ports, network servers, 
etc.) 

Cutoff: date of 
activity 
 
Retention: 1 
year 

Disposition Action: 
Not Archival - Destroy  
 
ESSENTIAL 

 Audit Trail – Infrastructure 
 
INF-04-007 

GS2010-003R1 

IT Helpdesk Requests/Tickets 
Records relating to employee (includes contractors and 
volunteers) requests for advice and assistance using 
information technology systems and applications. 
 
Note: Maintenance and repair of IT hardware is covered 
by DAN GS2012-039 or GS2012-040 

Cutoff: 
finalization of 
request or ticket 
closed 
 
Retention: 1 
year 

Disposition Action: 
Not Archival - Destroy 

KCIT / Service 
Center and any 
other agency that 
resolves tickets 

Helpdesk Requests 
 
INF-04-005 

GS2010-005R1 

IT Systems Usage 
Records relating to the monitoring of the agency’s 
information and communication systems to ensure 
appropriate use. 
Includes, but is not limited to: 
• Login records; 
• Internet activity logs (sites visited, downloads/uploads, 
video/audio streaming, etc.); 
• Fax and telephone logs. 
 
Note: The content of records created or received by 
employees (includes contractors and volunteers) must be 
retained for the current approved minimum retention 
period(s). 

Cutoff: year end 
 
Retention: 1 
year 

Disposition Action: 
Not Archival - Destroy 

 Usage –Monitoring 
 
INF-04-013 
 
 

GS50-06A-05R2 
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TITLE/DESCRIPTION RETENTION DISPOSITION AND 
REMARKS 

OFFICE OF 
PRIMARY COPY 

CATEGORY RULE (DISPOSITION 
AUTHORITY 
NUMBER) 

8.0   LEGAL MANAGEMENT [LGL] 

Code Enforcement 
Records relating to the enforcement of the local 
government agency’s official code, where not covered by 
the Law Enforcement Records Retention Schedule.  
Includes, but is not limited to:  

- Complaints, media/dispute resolution, 
investigations, warnings, notices;  

- Inspections, assessments, citations, statements of 
required corrective action, resolution;  

- Related communications.  
 
Code violations may include, but are not limited to:  

- Animal control;  
- Building, development, land use, and fire; 
- Nuisance (accumulation of junk on private 

property, etc.);  
- Parking;  
- Personal license and business license.  

 
Excludes records covered more specifically in CORE or 
sector schedules, such as Appeals Hearings – Local 
Decision-Making Bodies (General) (DAN GS2011-173).  
Note: If litigation commences, these records become part of 
the litigation case file.  

Cutoff: issue 
resolved or 
closed 
 
Retention: 6 
years 

Disposition Action: 
Not Archival – Destroy 

 Code Enforcement 
 
ACO-05-002 

GS2012-026R1 
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TITLE/DESCRIPTION RETENTION DISPOSITION AND 
REMARKS 

OFFICE OF 
PRIMARY COPY 

CATEGORY RULE (DISPOSITION 
AUTHORITY 
NUMBER) 

Compulsory Process Served on the Agency (Not Party to 
Litigation)  
Records relating to court orders, subpoenas and other 
compulsory legal process served on the agency, where the 
agency is not a party to the litigation.  
 
Includes, but is not limited to:  

- Personnel/staff summonses or notice of 
deposition;  

- Subpoenas or court orders for agency records.  
 

Cutoff: request 
fulfilled 
 
Retention: none 

Disposition Action: 
Not Archival - Destroy 

 Court Orders – Served on 
the Agency 
 
PSF-08-003 

GS2011-172R1 

Litigation Case Files 
Records relating to cases litigated on behalf of King County 
(as plaintiff or defendant) before a local, state or federal 
court or administrative forum.   

 
Excludes copies of records held by agencies other than the 
PAO. 
 
NOTE: DO NOT DESTROY RECORDS ON LEGAL HOLD. Once 
hold is lifted, original retention period of records should 
resume.  
 

Cutoff: case 
closed 
 
Retention: 10 
years 
 

 

Disposition Action: 
Potentially Archival – 
Appraisal Required  
 
 
 

Prosecuting 
Attorney’s Office 
 
Note: other 
agencies that have 
records related to 
litigation case files 
should retain them 
according to the 
retention schedule 
for which the 
records were 
originally created 
or used.   
 
 
 

Litigation Case Files 
 
LGL-01-001 
 
 

GS53-02-04R2 
 
 

Legal Issues/Advice Files – Provided by Attorneys 
Records relating to the provision of legal advice, opinions 
and interpretations in the process of acting as legal counsel 
for the agency or any of its departments/offices, where the 
advice/analysis/opinions are not retained and 
dispositioned with other agency records which they relate. 
 
 

Cutoff: issuance 
of 
advice/opinion 
 
Retention: 10 
years 

Disposition Action: 
Potentially Archival – 
Appraisal Required 

PAO and any other 
agency that has its 
own attorneys 

Legal Issues and Advice 
Files 
 
LGL-03-001 

GS53-02-03R2 
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TITLE/DESCRIPTION RETENTION DISPOSITION AND 
REMARKS 

OFFICE OF 
PRIMARY COPY 

CATEGORY RULE (DISPOSITION 
AUTHORITY 
NUMBER) 

Legal Issues/Advice Files - Received from Attorneys 
Documentation regarding legal advice received from 
agency attorneys.  These documents are primarily kept as 
reference files. 

Cutoff: revised 
or obsolete 
 
Retention: 3 
years 

Disposition Action: 
Not Archival - Destroy 

 Administrative Procedures 
and Instructions 
 
ACO-03-004 

GS50-01-01 

9.0   LEGISLATIVE MANAGEMENT [LES] 

Annual Reports - Adopted 
Annual reports adopted by County Council. 

Cutoff: year end 
 
Retention: 2 
years  
 

Disposition Action: 
Archival – Permanent 
Transfer  
  

King County 
Council / Clerk of 
the Council 

Reports to Council 
 
LES-01-006 
 

GS50-05A-04R1 
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TITLE/DESCRIPTION RETENTION DISPOSITION AND 
REMARKS 

OFFICE OF 
PRIMARY COPY 

CATEGORY RULE (DISPOSITION 
AUTHORITY 
NUMBER) 

Meetings – Governing 
Records documenting all meetings of the local government 
agency’s governing bodies such as King County Council, 
Board of Health, Ferry District, Transportation District, and 
Flood District.  
 
Includes: 
• All meetings regulated by the Open Public Meetings Act 
(chapter 42.30 RCW), such as 
regular and special meetings, public hearings, etc.; 
• All other meetings (including executive sessions 
regulated by RCW 42.30.110(2)). 
Includes, but is not limited to: 
• Meeting notices (affidavits of mailing, posting and 
publication, etc.); 
• Agendas, meeting/agenda packets (briefs, reference 
materials, etc.); 
• Speaker sign-up, written testimony; 
• Audio/visual recordings and transcripts of proceedings; 
• Minutes. 
Includes indexes and other finding aids. 
 
Excludes records covered by GS2011-173, GS2011-174, 
GS2011-175, and GS2011-176. 

Cutoff: year end 
 
Retention: 2 
years 

Disposition Action: 
Archival – Permanent 
Transfer  
 
ESSENTIAL 

 
 

Rule-making 
bodies such as 
County Council, 
Board of Health, 
Flood and 
Transportation 
Districts 

Meetings – County Council 
 
LES-01-004 
 
 

GS50-05A-13R2 

Ordinance and Motion Development and Transmittal Files 
Documentation of the analysis and development of 
ordinances and/or resolutions submitted for the approval 
of the agency's governing council, commission or board. 
 
Excludes approved ordinances and resolutions covered by 
GS50-05A16. 

Cutoff: approval 
or decision not 
to proceed 
 
Retention: 3 
years 

Disposition Action: 
Potentially Archival – 
Appraisal Required  
 

 Ordinance, Motion and 
Resolution Development 
and Transmittal Files 
 
LES-02-002 
 

GS50-01-25R1 
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TITLE/DESCRIPTION RETENTION DISPOSITION AND 
REMARKS 

OFFICE OF 
PRIMARY COPY 

CATEGORY RULE (DISPOSITION 
AUTHORITY 
NUMBER) 

Ordinances, Motions, and Resolutions 
Ordinances document the official legislative actions of the 
County Council and resolutions provide documentation of 
Council policy, formal opinion or statements of decision. 
 
Note: Official and municipal codes are covered by 
Publications – Master Set, GS50-06F-04 R3. 

Cutoff: year end 
 
Retention: 2 
years 

Disposition Action: 
Archival – Permanent 
Transfer  
 
ESSENTIAL 

 
 

Rule-making 
bodies such as 
County Council, 
Board of Health, 
Flood and 
Transportation 
Districts 

Legislative Files 
 
LES-01-005 
 
 
 

GS50-05A-16R1 
 
 

10.0 PERSONNEL MANAGEMENT [PER] 
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TITLE/DESCRIPTION RETENTION DISPOSITION AND 
REMARKS 

OFFICE OF 
PRIMARY COPY 

CATEGORY RULE (DISPOSITION 
AUTHORITY 
NUMBER) 

Authorizations/Certifications – Human Resources 
(General) 
Records relating to licenses, permits, accreditations, 
certifications and other authorizations acquired by local 
government agency employees in certain positions 
(includes contractors and volunteers) that are either 
required by or received from regulating authorities (such as 
local, state or federal agencies and/or court order/rule), 
where not covered by a more specific record series.  
Includes applications/confirmations, correspondence, 
reports, violations/corrections, etc. 
 
Includes, but is not limited to: 

¶ • Board of Pharmacy registration (animal control agencies) 
pursuant to RCW 69.50.310;  

¶ • Conflict of interest, outside employment, etc. 

¶ • Continuing professional education credits/hours; 

¶ • Drivers’ licenses (individual or commercial);  

¶ • Emergency Medical Technician (EMT) certification or 
recertification; 

¶ Required professional certification (flagger, language 
interpreter, pesticide applicator, notary, etc.) 
 
Excludes health care provider licenses covered by GS2011-
191.  
 
Excludes authorizations for pediatricians.   

Cutoff: 
termination of 
employment 
 
Retention: 6 
years 
 
 

Disposition Action: 
Not Archival - Destroy 

 Authorizations/  
Certifications – Human 
Resources (General) 
 
PER-11-007 

GS2011-190R2 
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TITLE/DESCRIPTION RETENTION DISPOSITION AND 
REMARKS 

OFFICE OF 
PRIMARY COPY 

CATEGORY RULE (DISPOSITION 
AUTHORITY 
NUMBER) 

Civil Rights – Compliance (Section 504 Accommodations) 
Records relating to the agency’s compliance with Section 
504 of the Rehabilitation Act of 
1973 which requires that qualified employees with 
disabilities have equal opportunity to benefits and services. 
Records may include applications, agreements, surveys, 
reports, notifications, meetings, communications, training 
materials, etc. 
 
Excludes: 
• Civil rights violation complaints covered by GS50-04C-04 
R1; 
• Equal employment reports covered by GS50-04C-05 R1. 

Cutoff: 
termination of 
employment 
 
Retention: 6 
years 
 

Disposition Action: 
Not Archival - Destroy 

 ADA Claims and 
Accommodations - 
Employees 
 
PER-04-004 
 

GS50-04C-01R2A 
 
*this rule with an 
“A” extension was 
created to provide a 
different retention 
period for ADA 
records for 
employees, rather 
than members of 
the public.   
  

Alcohol Misuse/Controlled Substances Use Prevention 
Program – Test Results (Negative, Cancelled)  
Records relating to drug and alcohol testing where the 
results are negative, do not meet the threshold for 
“positive”, or where test is cancelled, pursuant to 49 CFR § 
382.401(b)(3).  
 
Excludes records covered by Employee Health Record 
(Routine) (DAN GS2017-015) (including positive results, 
refusals, treatment, etc.).  

Cutoff: results 
posted or test 
cancelled 
 
Retention: 1 
year 
 
 

Disposition Action: 
Not Archival - Destroy 

 Drug/Alcohol Test Results – 
Negative Results or 
Cancelled Tests (Agency 
Employees) 
 
PER-06-009 

GS50-04B-33R1 

Employee Award Files 
Files contain records related to employee award programs 
such as recognition of outstanding performance, length of 
service, incentive plans, etc. May include 
recommendations, approved nominations, appreciation 
letters and additional related information. 

Cutoff: date of 
award or 
recognition 
 
Retention: 3 
years 

Disposition Action: 
Not Archival - Destroy 

 Employee Award Files 
 
PER-06-003 
 

GS50-04B-44R1 
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TITLE/DESCRIPTION RETENTION DISPOSITION AND 
REMARKS 

OFFICE OF 
PRIMARY COPY 

CATEGORY RULE (DISPOSITION 
AUTHORITY 
NUMBER) 

Employee Benefits – Claims and Appeals  
Records relating to individual employee benefit program 
claims and appeals. Does not include retirement/pension 
plans.  
Includes, but is not limited to:  
- Claims (approved and denied);  
- Appeals;  
- Related correspondence/communications.  
 
Excludes records covered more specifically in CORE or 
sector schedules.  

Cutoff: 
termination of 
employment 
 
Retention: 6 
years 
 
 

Disposition Action: 
Not Archival - Destroy 

 Employee Benefits – Claims 
and Appeals 
 
PER-09-009 
 
 

GS2017-008 
 
 

Employee Benefits – Enrollment and Participation  
Records relating to individual employee enrollment and 
participation in benefit programs and plans made available 
by the agency. Does not include retirement/pension 
verification records.  
Includes, but is not limited to:  
- Notification/determination of eligibility;  
- Applications for 
enrollment/participation/elections/extensions;  
- Contracts and agreements;  
- Name, address, status and dependent 
modifications/changes;  
-  Related correspondence/communications.  
 
Excludes records covered by:  
- Contracts and Agreements (General) (DAN GS50-01-11);  
- Employee Benefits – Claims and Appeals (DAN GS2017-
008);  
- Employee Retirement/Pension Verification (DAN GS2017-
009).  
 

Cutoff: 
termination or 
withdrawal and 
expiration of 
appeal period 
for claims (if 
any) filed 
 
Retention: 6 
years 

Disposition Action: 
Not Archival - Destroy  
 
ESSENTIAL 

 Employee Benefit Files 
 
PER-09-006  

GS50-04D-03R1 
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TITLE/DESCRIPTION RETENTION DISPOSITION AND 
REMARKS 

OFFICE OF 
PRIMARY COPY 

CATEGORY RULE (DISPOSITION 
AUTHORITY 
NUMBER) 

Employee Complaints and Grievances 
Records relating to complaints and grievances relating to 
workplace issues filed with the County by its employees. 
Complaints include health and safety, retaliation, etc. 
 
Includes, but is not limited to: 
- filed complaints and grievances; 
- supporting documentation; 
- agency response and decisions; 
- legal actions, arbitration and mediation; 
- determinations and appeals 
 
Note: excludes grievances filed by unions on behalf of 
employees. 
 
Excludes: 
• Appeal hearings records of the local decision-making 
body covered by GS2011-173. 
• Civil rights violation complaints covered by GS50-04C-04 
R1. 

Cutoff:  
termination of 
employment 
 
Retention: 6 
years 

Disposition Action: 
Not Archival - Destroy 

 Employee Complains and 
Grievances 
 
PER-08-001 
 
 

GS50-04E-03R2 

Employment Inquiries 
Records relating to persons seeking employment/ job 
opportunities with the agency where not associated with 
an official agency recruitment. Including applications for 
volunteers that are not accepted. 
 
Includes, but is not limited to:  
- Unsolicited applications, resumes, letters of inquiry;  
- Requests for announcement information (position, test, 
etc.).  
 
Excludes records covered by Recruitment (DAN GS50-04B-
22).  

Cutoff: Inquiry 
received or 
responded to 
 
Retention: 1 
year 

Disposition Action: 
Not Archival - Destroy 

 Employment Inquiries 
 
PER-10-006 

GS50-04A-05R1 
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TITLE/DESCRIPTION RETENTION DISPOSITION AND 
REMARKS 

OFFICE OF 
PRIMARY COPY 

CATEGORY RULE (DISPOSITION 
AUTHORITY 
NUMBER) 

Employee Misconduct Investigation Files - Substantiated 
Records that document investigations into employee 
conduct that result in findings of misconduct or corrective 
action.  Includes, but is not limited to: initial complaint, 
investigative reports, statements, taped information, 
evidence gathered, and correspondence. 
 
Excludes final report of misconduct investigation or 
documentation of any corrective action taken, which 
should be filed in the Personnel File (see category PER-06-
002).  
Excludes investigations that do not result in findings of 
misconduct by the employee (see category PER-08-006).    
Excludes documentation of workplace violence case files 
(see category PER-08-009). 
 
 

Cutoff: 
termination of 
employment* 
 
Retention: 6 
years 
 
*If the 
investigation 
involves more 
than one person, 
records should 
be retained for 6 
years after last 
person involved 
has left 
employment. 

Disposition Action: 
Not Archival - Destroy  
 
 

 Employee Misconduct 
Investigation Files – 
Substantiated 
 
PER-08-005 
 

GS50-04B-46R3 
 
 

Employee Misconduct Investigation Files - Unfounded 
Documentation compiled in official investigations of 
employee misconduct that do not result in findings of 
misconduct by the employee, which may include the 
complaint initiating the investigation, investigative reports, 
statements, taped information, corrective action, 
correspondence and notes. 
 
 

Cutoff: issue is 
closed 
 
Retention: 4 
years 
 

Disposition Action: 
Not Archival - Destroy 

 Employee Misconduct 
Investigation Files – 
Unfounded 
 
PER-08-006 
 

GS50-04B-47R3 
 
 

Employment Requisitions and Staff Planning 
Records relating to requests for workforce changes that 
require formal approval and that result in the beginning of 
recruitment processes or changes to the employment or 
payroll status of existing employees. Includes employment 
requisitions (personnel action requests). 
 
Excludes records covered by Employee Work History (DAN 
GS50-04B-06).  

Cutoff: year end 
 
Retention: 3 
years 

Disposition Action: 
Not Archival - Destroy 

 Employment Requisitions 
 
PER-10-001 

GS50-04B-17R1 
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TITLE/DESCRIPTION RETENTION DISPOSITION AND 
REMARKS 

OFFICE OF 
PRIMARY COPY 

CATEGORY RULE (DISPOSITION 
AUTHORITY 
NUMBER) 

Employee Medical Records  
Records relating to the health status of employees where 
not related to occupational illness or injury.  
Includes, but is not limited to:  

- Documentation relating to off-duty injuries and 
extended illnesses;  

- Drug/alcohol testing (positive results, refusals, 
corrective action, treatment, compliance, etc.) 
and all other employee-specific records listed in 49 
CFR § 382.401(c)(2) & (4);  

- Employee Assistance Program (EAP) 
documentation (alcohol, drug abuse, or personal 
counseling programs);  

- Employee exposure to certain toxic substances 
that were used in same manner and frequency 
that a consumer would use them (pursuant to 
WAC 296-802-20010);  

- Family and Medical Leave Act (FMLA) (including 
medical histories, certifications provided by health 
care professionals such as fitness-for-duty, Family 
Leave certifications issued pursuant to RCW 
49.78.270), etc.);  

- First aid treatment made on-site by a non-
physician (WAC 296-802-900);  

- “Fitness for duty” releases and physical exams, 
etc., provided by health care professionals where 
not related to occupational exposure;  

- Information concerning a disabling condition 
(records relating to medical issues, reasonable 
accommodation, adjustments to leave policy, 
etc.).  

 
Excludes records covered by Employee Medical and 
Exposure Records (DAN GS50-04B-30).  

Cutoff: 
termination of 
employment 
 
Retention: 6 
years 
 

Disposition Action: 
Not Archival - Destroy 

 Employee Medical Records 
 

PER-07-001 
 

GS2017-015 
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TITLE/DESCRIPTION RETENTION DISPOSITION AND 
REMARKS 

OFFICE OF 
PRIMARY COPY 

CATEGORY RULE (DISPOSITION 
AUTHORITY 
NUMBER) 

Employee Medical Records – Exposure Only 
Records relating to the health status of employees who in 
the course of employment are routinely exposed to toxic 
substances or harmful physical agents as regulated by 29 
CFR § 1910.1020 and chapter 296-802 WAC. Includes 
medical records, exposure records, analyses, and other 
records as specified in WAC 296-802-900.  
 
Includes, but is not limited to:  

- Medical and employment questionnaires or 
histories (including job description and 
occupational exposures);  

- Medical examinations and diagnostic results (pre-
employment, pre-assignment, periodic, episodic, 
etc.);  

- Medical opinions, diagnoses, progress notes and 
recommendations;  

- Medical evaluations (including respirator use 
[WAC 296-842-14005], audiometric [WAC 296-
817-400], etc.); 

-  Descriptions of treatment and prescriptions;  
- Employee medical complaints;  
- First aid records;  
- “Fitness-for-duty” releases provided by health 

care professionals where related to toxic 
substances/harmful physical agents.  

-  Immunization records where required or 
recommended for job performance (including 
Human Immunodeficiency Virus (HIV), rabies, 
Hepatitis B Virus [HBV], etc.).  

 
Excludes records covered by:  

- Accidents/Incidents (Hazardous Materials) – 
Human Exposure (DAN GS2011-177);  

- Employee Health Records (Routine) (DAN GS2017-
015);  

-  Respirator Fit Tests (DAN GS51-05D-07).  
 

Cutoff: 
termination of 
employment 
 
Retention: 30 
years 

Disposition Action: 
Not Archival – Destroy 

 Employee Medical Records 
– Exposure Only 
 
PER-07-007 

GS50-04B-30R2 
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TITLE/DESCRIPTION RETENTION DISPOSITION AND 
REMARKS 

OFFICE OF 
PRIMARY COPY 

CATEGORY RULE (DISPOSITION 
AUTHORITY 
NUMBER) 

Employment Eligibility Verification – U.S. Citizenship and 
Immigration Services (USCIS)  
Documents used to verify identity and employment 
authorization of individuals hired for employment in the 
United States in accordance with 8 CFR § 274a.2.  
 
Includes, but is not limited to:  

- USCIS form I-9;  
- Copies of other documents (such as passport, 

permanent resident card, etc.).  

 
 
 

Cutoff: 
termination of 
employment 
 
Retention: 3 
years 

Disposition Action: 
Not Archival - Destroy 

 Employment Eligibility 
Documents Immigration 
and Naturalization Services 
(INS) Forms 
 
PER-10-005 
 

GS50-05A-26R2 
 

Ergonomic Files 
Ergonomic files document the analysis, action, and 
measures taken to adjust workplace environment to help 
prevent work-related injuries. Files include name of 
employee, supervisor, organization unit, location, and 
action taken to adjust workstation or environment. 
 
Excludes ergonomic adjustments for Section 504 (ADA) 
accommodations (see GSG50-04C-01). 

Cutoff: year end 
 
Retention: 3 
years  

Disposition Action: 
Not Archival - Destroy 

 Ergonomic Files 
 
PER-07-002 
 

GS2017-016  
 

Human Resources Advice Files 
Communications from Human Resources staff, which 
provide advice and guidance about particular human 
resource issues.  Includes, but is not limited to advice on 
general as well as special issues. 

Cutoff: end of 
year in which 
issue is resolved 
 
Retention: 4 
years 

Disposition Action: 
Not Archival - Destroy 

 Human Resource Advice 
Files 
 
PER-06-011 

GS2010-001R3 

Position Descriptions 
Records relating to the description of agency jobs and 
positions. May include duties and responsibilities, time 
percentage breakdowns of tasks, required skills and 
abilities, salary or pay range, and the development, 
modification or redefinition of each job or position.  

Cutoff: obsolete 
or superseded 
 
Retention: 6 
years 

Disposition Action: 
Not Archival - Destroy  
 

 Job Descriptions 
 
PER-03-004 

GS50-04B-05R1 
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TITLE/DESCRIPTION RETENTION DISPOSITION AND 
REMARKS 

OFFICE OF 
PRIMARY COPY 

CATEGORY RULE (DISPOSITION 
AUTHORITY 
NUMBER) 

Performance Evaluation Background Files 
Records used by employees with supervisory 
responsibilities to prepare and support the annual 
performance evaluations of employees under their 
supervision.  Only includes records needed to support the 
completion of the performance evaluation.   
 
Includes, but is not limited to: performance plans; 
confirmation of goals; confirmation of achievements; 
samples of work completed; communication/meeting 
notes; documentation of performance issues; status 
reports, etc. 
 
Excludes records needed to support ongoing supervision of 
the employee (see Supervisor’s Working Files).   
 
Excludes final signed performance evaluations (kept by 
Human Resources in the official Personnel File.) 

Destroy once 
the performance 
review has been 
completed and 
appeal period 
has ended 

Disposition Action: 
Not Archival - Destroy 

 N/A 
 
Records Managed Outside 
of KC ERMS 

GS50-04B-31R1 
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TITLE/DESCRIPTION RETENTION DISPOSITION AND 
REMARKS 

OFFICE OF 
PRIMARY COPY 

CATEGORY RULE (DISPOSITION 
AUTHORITY 
NUMBER) 

Personnel Files 
Records relating to an individual’s employment history 
with the agency.  
Includes, but is not limited to: 
-  Recruitment records for each position held by employee 
(position description, application, resume, eligibility 
certifications, transcripts, letters of recommendation);  
- Final results of background checks/investigations, 
medical, polygraph testing, etc. (such as “No Record 
Found”, positive/negative, pass/fail, etc.);  
- Non-disclosure agreements signed as a condition of 
employment;  
- Copies of oaths of office and/or bonds of officials (elected 
and appointed);  
- Commendations, recommendations, awards;  
- Disclosure of information (to prospective employers [RCW 
4.24.730(2)], etc.); home address and telephone 
disclosures, etc.;  
- Employee Assistance Program (EAP) referral and 
completion documentation;  
- Training/staff development history;  
- Letters/notices of personnel action or employment status 
changes (hiring/appointment, promotion, transfer, salary 
history [increases, decreases, exceptions], etc.);  
- Letters/notices of disciplinary action (demotion, 
termination, suspension, etc.);  
- Departure status and eligibility (disability, retirement, 
death, etc.), exit interview, etc.  
 
Excludes records needed for retirement benefit verification 
(see FIN-08-002). 
 
Excludes records covered by Employee Medical and 
Exposure Records (DAN GS50-04B-30);  

 

Cutoff: 
termination of 
employment 
 
Retention: 6 
years 

Disposition Action: 
Not Archival - Destroy  
 
ESSENTIAL 
 

           Personnel File 
 
PER-06-002 
 

GS50-04B-06R4 
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TITLE/DESCRIPTION RETENTION DISPOSITION AND 
REMARKS 

OFFICE OF 
PRIMARY COPY 

CATEGORY RULE (DISPOSITION 
AUTHORITY 
NUMBER) 

Reclassification Requests 
Records documenting requests for individual to have their 
positions reclassified.   

Cutoff: project is 
complete 
 
Retention: 6 
years 
 

Disposition Action: 
Not Archival - Destroy 

DES / HRD  / 
Classification and 
Compensation 
 
Note: other 
agencies with 
these record 
should treat them 
as General Office 
Communications 
(see category ACO-
01-001. 

Position Reclassifications 
 
PER-03-002 
 
 

GS50-04B-05 

Recruitment Files 
Records relating to the process of recruiting, interviewing, 
selecting and hiring of employees.  Includes, but is not 
limited to: requisitions, personnel action requests, job 
announcements and postings, applications, resumes, and 
test results, applicant lists, eligibility lists, interview 
questions and test, screening, scoring, ranking and 
selection criteria and related correspondence.   
 
The County’s NEOGOV online job application system 
retains employment applications for 3 years. Applications 
for individuals hired should be printed and retained in the 
employee’s personnel file. If the position is Civil Service 
exempt and/or the agency has chosen not to use the 
NEOGOV system, the agency is responsible for all 
applications collected and must retain them for the 3 year 
retention period.  
 
Note: Per RCW 4.16.080, the statute of limitations for the 
commencement of actions for equal employment 
opportunity discrimination complaints (injury to the rights 
of others) is 3 years. 

Cutoff: end of 
year in position 
is filled or 
termination of 
recruitment 
process 
 
Retention: 3 
years 

Disposition Action: 
Not Archival - Destroy 

 Recruitment Files 
 
PER-10-002 
 

GS50-04B-22R1 
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TITLE/DESCRIPTION RETENTION DISPOSITION AND 
REMARKS 

OFFICE OF 
PRIMARY COPY 

CATEGORY RULE (DISPOSITION 
AUTHORITY 
NUMBER) 

Reporting/Filing (Mandatory) – Human Resources 
Records relating to human resources and submitted to 
regulatory agencies as required by federal, state, or local 
law, where not covered by a more specific record series.  
Includes reports, confirmation of submission, 
correspondence, inquiries, etc. 
Include, but is not limited to: 
•Employer Information Report EEO-1 filed with the Equal 
Employment Opportunity Commission in accordance with 
29 CFR § 1602.7;  
•Elementary-Secondary Staff Information Report EEO-5 
filed with the Equal Employment Opportunity Commission 
in accordance with 29 CFR § 1602.41;  
•New Hire Reports filed with the Department of Social and 
Health Services in accordance with RCW 26.23.040; 
•Commute trip reduction plans and annual progress 
reports filed with the Commute Trip Reduction Board in 
accordance with RCW 70.94-527(7), (8). 

All Agencies: 
6 years after 
submitted to a 
regulatory 
agency 

Disposition Action: 
Potentially Archival – 
Appraisal Required 
 
*This series is not 
archival on the state 
schedule, but was 
appraised as 
potentially archival by 
King County Archivist 
Carol Shenk on 
5/31/2017 

 Reporting/Filing 
(Mandatory) – Human 
Resources 
 
PER-12-002 

GS50-04C-05R3 

Requests for Leave/Overtime  
Records requesting, granting, or monitoring of leave or 
overtime. Cumulative leave, leave balances, etc. are 
managed in the county payroll system. Records in this 
category support transactions in the payroll system. 
 
Excludes leave records needed for retirement benefit 
verification (see category FIN-08-002). 
 

Cutoff: year end 
 
Retention: 6 
years  

Disposition Action: 
Not Archival - Destroy 

 Employee Leave 
Management 
 
PER-09-002 
 

Combo Rule PER-
09-002 
 

GS2017-010  
(Leave – Non-
Routine) 
 
GS50-04B-09R2 
(Leave – Routine) 
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TITLE/DESCRIPTION RETENTION DISPOSITION AND 
REMARKS 

OFFICE OF 
PRIMARY COPY 

CATEGORY RULE (DISPOSITION 
AUTHORITY 
NUMBER) 

Retirement Benefit Verification Records 
Records about individual employees that are needed for 
the long term verification of retirement benefit eligibility. 
Records document hours worked per month, 
compensation earned per month, hourly rate of pay and 
break in service dates.  Includes documentation of any 
unpaid leave (including when it was taken and what type 
of leave it was) and documentation of lump sum payments 
(including when it was earned and what it was for). 
 
The records below are only needed for this retention 
period if they are prior to PeopleSoft implementation* or 
if the agency is not entering correct TRC and reason 
codes. 
 
Includes, but is not limited to:  
documentation of unpaid leave (when leave was taken and 
what kind of leave it was);  
Hire letters;  
Individual time cards/time sheets;  
MSA corrections/turnaround documents (TADs);  
Records (including spreadsheets) used to calculate 
furloughs;  
Letters/records documenting any payroll changes 
(including step increases, furloughs, COLAs, lump sum 
payments, overpayments, payroll-related settlements, 
special duty assignments, etc.) 
 

* PeopleSoft implementation dates:  
5/29/1999 for former METRO agencies  
(including DOT-Transit; DNRP-Wastewater Treatment 
Division, Solid Waste Division, Water and Land 
Resources Division) and 
 1/1/2012 for all other county agencies 

Cutoff: 
termination of 
employment 
 
Retention: 60 
years 

Disposition Action: 
Not Archival – Destroy 
 
ESSENTIAL 

 Retirement Benefit 
Verification Records 
 
FIN-08-002 

GS2017-009 
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TITLE/DESCRIPTION RETENTION DISPOSITION AND 
REMARKS 

OFFICE OF 
PRIMARY COPY 

CATEGORY RULE (DISPOSITION 
AUTHORITY 
NUMBER) 

Supervisor’s Working Files 
Records compiled by supervisors about the progress, 
conduct and performance of employees under their 
supervision.  Records are only used to support the ongoing 
supervision of the employee and exclude records that 
belong in the official personnel file; that document 
misconduct investigations or corrective action; or that 
document employee complaints/grievances.    
 
Includes, but is not limited to: copies of performance 
evaluations; workplace expectations, documents related to 
long-term performance or career goals, emergency contact 
information, employee coaching documentation; advice or 
guidance received about ongoing issues relating to the 
employee; performance monitoring, etc. 
 
Excludes records needed to support completion of annual 
performance evaluations (see Performance Evaluation 
Background Files).   
  
Excludes Doctor’s notes or any other medical certification, 
workers compensation claim documents, including the 
supervisor’s report on the injury, any formal or informal 
legal claim by or about the employee, the employee’s I-9 
form, any workplace investigation materials regarding the 
employee, background investigation reports, personality or 
other test results, any non-job related 
information/personal information about the employee, 
etc. These records should be transferred to the staff 
member or agency that retains your human resources 
records (including personnel files) rather than retained in 
the Supervisor’s Working File.   
 

Cutoff: no 
longer 
supervising 
employee 
 
Retention: 3 
years 

Disposition Action: 
Not Archival - Destroy 

 N/A 
 
Records Managed Outside 
of KC ERMS 

GS50-04B-31R1A 
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TITLE/DESCRIPTION RETENTION DISPOSITION AND 
REMARKS 

OFFICE OF 
PRIMARY COPY 

CATEGORY RULE (DISPOSITION 
AUTHORITY 
NUMBER) 

Union Seniority Reports 
Records that document the seniority level of county 
employees that are union members.  Reports are used for 
a variety of workforce planning methods, including but not 
limited to: duty assignments, layoffs, reclassifications, etc. 

Cutoff: obsolete 
or superseded 
 
Retention: 6 
years 

Disposition Action: 
Not Archival - Destroy 

 Workforce Planning 
Records 
 
PER-03-006 

GS2014-032R1 

Volunteer Files 
Documents work service of individual volunteer.  Includes 
application. 

Cutoff: 
termination of 
volunteer 
service 
 
Retention: 6 
years 

Disposition Action: 
Not Archival - Destroy  
 
ESSENTIAL 

 Volunteer Files  
 
PER-06-004 

GS50-04B-06R4 

Work Assignment Record, Schedule or Log 
Documentation of day-to-day tasks or projects assigned to 
and/or completed by individual staff or crews. 

Cutoff: year end 
 
Retention: 3 
years 

Disposition Action: 
Not Archival - Destroy 

 Work Logs 
 
PER-02-002 
 

GS2010-001R3C 
 
*this rule with a “C” 
extension was 
created to provide a 
longer retention 
period for work 
logs, as requested 
by the County 
Records and 
Information 
Manager 
 



110 
 

TITLE/DESCRIPTION RETENTION DISPOSITION AND 
REMARKS 

OFFICE OF 
PRIMARY COPY 

CATEGORY RULE (DISPOSITION 
AUTHORITY 
NUMBER) 

Workers’ Compensation Claims (Self-Insured) – 
Compensable 
Records relating to compensable workers’ compensation 
claims filed by employees (and volunteers) of self-insured 
agencies in accordance with Title 51 RCW and Title 296 
WAC. 
Includes, but is not limited to, Self-Insurance Report of 
Occupational Injury or Disease 
 
Note: All files of defaulting self-insured employers shall be 
transferred to and will be retained by Department of 
Labor and Industries (L&I) for 75 years after claim closed 
in accordance with L&LΩǎ ǊŜŎƻǊŘǎ ǊŜǘŜƴǘƛƻƴ ǎŎƘŜŘǳƭŜΦ  
 

Cutoff: claim 
closed 
 
Retention: 75 
years 

Disposition Action: 
Not Archival - Destroy 

 Workers’ Compensation 
Claim Files (Self-Insured) - 
Compensable 
 
PER-05-001 

GS50-06C-27R1 

Workers’ Compensation Claims (Self-Insured) – Non-
Compensable 
Records relating to non-compensable workers’ 
compensation claims files by employees (and volunteers) 
of self-insured agencies in accordance with Title 51 RCW 
and Title 296 WAC.  Includes, but is not limited to, Self-
Insurance Report of Occupational Injury or Disease. 
 
Note: All files of defaulting self-insured employers shall be 
transferred to and will be retained by Department of 
Labor and Industries (L&I) for 40 years after claim closed 
ƛƴ ŀŎŎƻǊŘŀƴŎŜ ǿƛǘƘ [ϧLΩǎ ǊŜŎƻǊŘǎ ǊŜǘŜƴǘƛƻƴ ǎŎƘŜŘǳƭŜΦ  
 

Cutoff: claim is 
closed 
 
Retention: 40 
years 

Disposition Action: 
Not Archival - Destroy 

 Workers’ Compensation 
Claim Files (Self-Insured) – 
Non-Compensable 
 
PER-05-006 

GS50-06C-31R1 

Whistleblower Investigation Reports 
Agency copies of investigations of allegations of fraud or 
violations of state laws or regulations. Also includes 
documentation of investigations into alleged retaliation 
against individuals making such allegations. 

Cutoff: case is 
closed 
 
Retention: 6 
years 

Disposition Action: 
Potentially Archival – 
Appraisal Required  
 

 Whistleblower 
Investigation Reports 
 
PER-08-008 
 

GS50-04E-03R2A 
 
*This rule with an 
“A” extension was 
created to provide a 
potentially archival 
status for these 
records. 
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TITLE/DESCRIPTION RETENTION DISPOSITION AND 
REMARKS 

OFFICE OF 
PRIMARY COPY 

CATEGORY RULE (DISPOSITION 
AUTHORITY 
NUMBER) 

Collective Bargaining Contract and Agreement 
Negotiations Files – Negotiated by OLR 
Files document development of contracts and agreements 
between County departments and employee unions and 
associations. Also includes final labor agreements. 
 
May include correspondence, meeting minutes, reports, 
etc. 
 
Note: Records from this series may be selected to be 
transferred to and preserved at the King County Archives 
subject to any restrictions provided by collective 
bargaining contracts and agreements. 

Cutoff: 
termination of 
agreement/contr
act 
 
Retention: 60 
years 

Disposition Action: 
Potentially Archival – 
Appraisal Required  
 

 Labor Agreement 
Administration – Office of 
Labor Relations 
 
PER-01-005 

GS50-01-11R4D 
 
*this rule with a “D” 
extension was 
created to provide a 
longer retention 
period for these 
records, as 
requested by the 
Office of Labor 
Relations 
 
 

Collective Bargaining Contract and Agreement 
Negotiations Files – Not negotiated by OLR 
Files document development of contracts and agreements 
between County departments and employee unions and 
associations. Also includes final labor agreements. 
 
May include correspondence, meeting minutes, reports, 
etc. 
 
Note: Records from this series may be selected to be 
transferred to and preserved at the King County Archives 
subject to any restrictions provided by collective 
bargaining contracts and agreements. 

Cutoff: 
termination of 
agreement/contr
act 
 
Retention: 6 
years  
 

Disposition Action: 
Potentially Archival – 
Appraisal Required  
 
ESSENTIAL 
 
 

 Labor Agreements 
 
PER-01-002   
 

GS50-01-11R4 
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TITLE/DESCRIPTION RETENTION DISPOSITION AND 
REMARKS 

OFFICE OF 
PRIMARY COPY 

CATEGORY RULE (DISPOSITION 
AUTHORITY 
NUMBER) 

Agency-Provided Training – Certificated, Hours/Credits 
Earned, or Mandatory 
Records documenting training courses, seminars and 
workshops provided by the local 
government agency to the public, customers, contractors, 
or agency employees, where: 
• Certificates/credentials/licenses may be awarded; or, 
• Continuing education hours/credits/points may be 
earned; or 
• Training is required by federal, state or local statute, 
and/or by employer. 
Records include, but are not limited to: 
• Curricula, materials presented, tests administered, etc.; 
• Attendee lists and sign-in sheets, test results, 
evaluations, etc.; 
• Certification/hours/credits/points awarded. 
Agency-provided training includes, but is not limited to: 
• Continuing education clock hours, continuing legal 
education (CLE) credits, etc.; 
 
ό/ƻƴǘƛƴǳŜǎ ƻƴ ƴŜȄǘ ǇŀƎŜΧΦΦύ 

Cutoff: date 
training 
provided 
 
Retention: 6 
years 
 

Disposition Action: 
Not Archival - Destroy 

 Agency-Provided Training – 
Certification, Continuing 
Education Credits and 
Mandatory 
 
ACO-10-006 
 

GS2011-180R1 
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TITLE/DESCRIPTION RETENTION DISPOSITION AND 
REMARKS 

OFFICE OF 
PRIMARY COPY 

CATEGORY RULE (DISPOSITION 
AUTHORITY 
NUMBER) 

ό/ƻƴǘƛƴǳŜǎ ŦǊƻƳ ǇǊŜǾƛƻǳǎ ǇŀƎŜΧΦΦύ 
 
• Certification (and recertification) such as Emergency 
Medical Technician (EMT), 
Certified Municipal Clerk (CMC), cardiopulmonary 
resuscitation (CPR), disaster 
response/emergency preparedness, automated external 
defibrillator (AED), first aid, 
lifeguard, childcare, etc.; 
• (Non-radiological) hazardous materials, hazardous waste, 
hazardous exposure, and other safety training. 
 
Excludes: 
• Radiation protection training as defined by WAC 246-222-
030 and American Nuclear 
Insurers (ANI) Information Bulletin 80-1A; 
• Hazardous materials trained personnel list covered by 
GS50-19-09; 
• Apprentice certification files covered by GS50-04B-34; 
• Employee training certificates/history retained in the 
employee’s personnel file; 
• Financial records covered in the Financial Management 
function. 
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TITLE/DESCRIPTION RETENTION DISPOSITION AND 
REMARKS 

OFFICE OF 
PRIMARY COPY 

CATEGORY RULE (DISPOSITION 
AUTHORITY 
NUMBER) 

Agency Provided Training – Hazardous Materials Handling 
Records documenting training courses, seminars and 
workshops provided by the local government agency to the 
public, customers, contractors, or agency employees, 
relating to non-radiological hazardous materials/waste 
handling or exposure (including communicable infectious 
disease, toxic substances, harmful physical agents, etc.), 
where: 
• Certificates/credentials/licenses may be awarded; or,  
• Continuing education hours/credits/points may be 
earned; or,  
• Training is required by federal, state or local statute, 
and/or by employer.  
Records include, but are not limited to:  
• Curricula, materials presented, tests administered, etc.;  
• Attendee lists and sign-in sheets, test results, 
evaluations, etc.;  
• Certification/hours/credits/points awarded. 
 
Excludes records covered more specifically in King County 
General Records Retention Schedule or agency specific 
schedules such as: 
• Radiation protection training as defined by WAC 246-222-
030 and American Nuclear Insurers (ANI) Information 
Bulletin 80-1A and covered in the Public Utilities Records 
Retention Schedule.  
• Employee training certificates/history retained in the 
employee’s personnel file or employee training history file.  
 
bƻǘŜΥ ¢ƘŜǊŜ ƛǎ ƴƻ ƭƛƳƛǘŀǘƛƻƴ ƻŦ ŀŎǘƛƻƴ ƻƴ ǘƘŜ ŀƎŜƴŎȅΩǎ 
liability for the exposure of individuals to hazardous 
materials. 

Cutoff: training 
provided  
 
Retention: 50 
years 

Disposition Action: 
Not Archival - Destroy  
 
ESSENTIAL 

 Agency-Provided Training – 
Hazardous Materials 
 
ACO-10-003 

GS2012-029 



115 
 

TITLE/DESCRIPTION RETENTION DISPOSITION AND 
REMARKS 

OFFICE OF 
PRIMARY COPY 

CATEGORY RULE (DISPOSITION 
AUTHORITY 
NUMBER) 

11.0 PUBLIC RELATIONS MANAGEMENT [PRE] 

Advertising, Promotion and Outreach  
Records related to the planning and/or execution 
of educational or promotional events, advertising 
campaigns, and contests conducted by the county to 
promote its mission or business. Records may include event 
programs and schedules, passes, news clippings, drawings, 
copies of ads, photographs, slides, videotapes, sound 
recordings, story scripts, posters, brochures, flyers, web-
based/social media promotion and advertising, and 
correspondence.   

Cutoff: end of 
year in which 
record is 
superseded or 
no longer 
needed 
 
Retention: 2 
years 

Disposition Action: 
Potentially Archival – 
Appraisal Required  
 

 Advertising, Promotion and 
Outreach 
 
PRE-01-005 
 
 

GS2011-165  
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TITLE/DESCRIPTION RETENTION DISPOSITION AND 
REMARKS 

OFFICE OF 
PRIMARY COPY 

CATEGORY RULE (DISPOSITION 
AUTHORITY 
NUMBER) 

Awards and Recognitions (County/Agency) 
Records document international, national, or other 
significant awards and recognition received by the County 
in relation to its functions and assets. 
Includes, but is not limited to:  
•Awards (design, efficiency, sustainability, etc.) for agency-
owned buildings, monuments, bridges, dams, and features 
(archeological, geographical or topological), etc.;  
•Recognition for web site or electronic information system 
designs, transit efficiency/service, customer service 
excellence, etc. 
 
Excludes artifacts (plaques, trophies, etc.) 
  
See also: Employee Award Files 
 
 

Cutoff: date of 
award 
 
Retention: 2 
years 
 
 
 

Disposition Action: 
Potentially Archival – 
Appraisal Required  
 

 Awards and Recognitions  
 
PRE-01-010 
 

GS2011-166  
 
 

Charity Fundraising  
Records documenting the county’s coordination and 
support of and/or participation in charity fundraising 
campaigns, including promotion of employee payroll 
deductions. 
Includes, but is not limited to:  
• Decision process for selecting charity campaigns to 
support;  
• Communication between the agency and charities;  
• Dissemination of charity information;  
• Arrangements and promotion of campaign events. 
 
Excludes authorizations of payroll deductions covered by 
GS50-03E-01. 

Cutoff: year end 
 
Retention: 6 
years 

Disposition Action: 
Not Archival - Destroy 

DES / FBOD / 
BPROS / Employee 
Giving Program 
 
Note: all other 
agencies or 
employees that 
have records 
about this function 
should retain them 
as General Office 
Communications 
(see category ACO-
01-001).   

Charity Fundraising 
 
PRE-01-006 
 

GS2011-167 
 
 
 



117 
 

TITLE/DESCRIPTION RETENTION DISPOSITION AND 
REMARKS 

OFFICE OF 
PRIMARY COPY 

CATEGORY RULE (DISPOSITION 
AUTHORITY 
NUMBER) 

Public Complaints/Requests 
Communications from members from the general public 
making a complaint or request, as well as the associated 
agency response.  Includes verifications of employment 
(VOE).   
 
Excludes records covered more specifically in the King 
County General Retention Schedule or Agency Specific 
Schedules such as: 
 

- Code Violation Complaints covered by GS2012-
026; 

- Claims for damages covered by GS50-01-010; 
- Public Records Act  Requests covered by GS2010-

014 R2 
 

Cutoff: end of 
year in which 
the issue was 
resolved 
 
Retention: 3 
years 

Disposition Action: 
Not Archival - Destroy 

 Public Complaints and 
Requests for Agency Action 
 
PRE-01-001 
 
 

GS50-01-09R2 
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TITLE/DESCRIPTION RETENTION DISPOSITION AND 
REMARKS 

OFFICE OF 
PRIMARY COPY 

CATEGORY RULE (DISPOSITION 
AUTHORITY 
NUMBER) 

Historical Files of the Agency  

Records documenting the planning, establishment 
and significant changes/developments of the agency 
and its programs, including agency mergers/splits, 
creation/combination of divisions, major changes of 
agency functions, etc.  
 
Includes, but is not limited to:  

- Biographical files (notable staff and other 
individuals related to the agency);  

- Organizational charts and other records 
documenting significant changes/restructures 
(such as agency mergers/splits, 
creation/combinations of divisions, major 
changes of agency functions/roles, etc.);  

- Scrapbooks, news clippings, web 
pages/screen grabs, photographs, 
audio/visual recordings, etc., documenting 
the history of the agency/programs;  

- Summaries/histories;  
- Transitional documentation prepared for 

incoming officials/agency heads;  
- Year-end/annual listing of all agency 

officials/staff (employee directory, roster, 
etc.).  

 

Cutoff: no 
longer needed 
for agency 
business 
 
Retention: 6 
years 

Disposition Action: 
Potentially Archival – 
Appraisal Required  
 

 Historical Files of the 
Agency 
 
ACO-01-015 
 

GS50-06F-02R1 
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TITLE/DESCRIPTION RETENTION DISPOSITION AND 
REMARKS 

OFFICE OF 
PRIMARY COPY 

CATEGORY RULE (DISPOSITION 
AUTHORITY 
NUMBER) 

Media Releases and Coverage 
Records relating to media coverage (television, radio, 
newspapers, internet, etc.) of the agency’s activities and 
accomplishments.  
Includes, but is not limited to:  

- Interactions with the media (press/news releases 
issued by the agency, etc.);  

- Audio/visual recordings/transcripts of press 
conferences, speeches, etc., by the head of the 
agency or senior executives;  

- Copies of guest editorials written by the head of 
the agency or senior executives;  

- Copies of news clippings/media coverage.  
 
Excludes information provided on the agency’s own 
website or social media channels which is retained 
according to the information’s function and purpose.  

Cutoff: year end 
 
Retention: 2 
years 

Disposition Action: 
Potentially Archival – 
Appraisal Required  
 

 Press Releases 
 
PRE-01-014 
 

GS50-06F-07R1 

Public Notice (Official) 
Records documenting public notices published or posted 
by the local government agency in order to inform the 
general public of its actions, decisions, or services.  
Includes all public notices, whether posted voluntarily or 
required by statute, where not covered by more specific 
record series.  Includes, but is not limited to: 
• Affidavit of mailing, posting or publishing; 
• Notices of agency elections, ordinances, auction, public 
meetings/hearings, etc. 
 
Excludes notices covered more specifically in General 
Schedule or agency specific schedules, such as public 
notices relating to bids and proposals covered by GS-50-
08A-01 or GS50-08A-11 R1. 

Cutoff: notice 
published or 
published event 
completed, 
whichever is 
later 
 
Retention: 6 
years 

Disposition Action: 
Not Archival - Destroy 

 Public Notice (Official) 
 
PRE-01-011 

GS2012-016 
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TITLE/DESCRIPTION RETENTION DISPOSITION AND 
REMARKS 

OFFICE OF 
PRIMARY COPY 

CATEGORY RULE (DISPOSITION 
AUTHORITY 
NUMBER) 

Public Opinion Polls  
Completed by County or by consultant for County 

Cutoff: poll 
completed 
 
Retention: 2 
years 

Disposition Action: 
Potentially Archival – 
Appraisal Required  
 

 Public Opinion Polls 
 
PRE-01-009 
 

GS50-01-30 
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TITLE/DESCRIPTION RETENTION DISPOSITION AND 
REMARKS 

OFFICE OF 
PRIMARY COPY 

CATEGORY RULE (DISPOSITION 
AUTHORITY 
NUMBER) 

12.0 TRANSITORY RECORDS (RECORDS WITH MINIMAL RETENTION VALUE) 

Agency-Generated Forms and Publications - Copies  
Blank forms and duplicate copies of publications, provided 
that the agency retains the primary record in accordance 
with the current approved minimum retention period.   
Includes, but is not limited to: 
• Reports, catalogs, brochures, calendars, posters; 
• Multi-media presentations (videos, CDs, etc.) 
 
Excludes records covered by:  
- Forms – Accountable (DAN GS2010-011);  
- Forms – Master Set (DAN GS2010-012);  
- Publications – Master Set (DAN GS50-06F-04).  
 
 

Transitory, 
retain until no 
longer needed 
for agency 
business 
 

Disposition Action: 
Not Archival - Destroy 

 N/A, should not be filed 
into KC ERMS 

GS50-02-02R1 

Brainstorming and Collaborating  
Records generated as part of informal exchanges of 
ideas/brainstorming/collaboration processes, where not 
covered by a more specific records series.  
Includes, but is not limited to, notes, mind maps, etc., 
developed as part of brainstorming/collaboration sessions 
using electronic/virtual collaboration tools (such as 
OneNote, Popplet, Lync, etc.), as well as those written on 
whiteboards, flipcharts, large/oversize paper sheets, Post-
it/sticky notes, etc.  
Excludes records generated during open public meeting 
brainstorming sessions covered by:  
- Meetings – Advisory (DAN GS2012-027);  
- Meetings – Governing/Executive (DAN GS50-05A-13);  
 
Excludes records covered by:  
- Drafting and Editing (DAN GS2016-004);  
- Records Documented as Part of More Formalized Records 
(DAN GS2016-009).  
 

Transitory, 
retain until no 
longer needed 
for agency 
business 
 

Disposition Action: 
Not Archival - Destroy 

 N/A, should not be filed 
into KC ERMS 

GS2016-002 
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TITLE/DESCRIPTION RETENTION DISPOSITION AND 
REMARKS 

OFFICE OF 
PRIMARY COPY 

CATEGORY RULE (DISPOSITION 
AUTHORITY 
NUMBER) 

Contact Information  
Records relating to the contact details of external 
clients/stakeholders the agency has gathered/received and 
the maintenance of such lists/collections.  
Includes, but is not limited to:  
- Business cards;  
- Contact details stored in Microsoft Outlook and other 
contact databases;  
- Mailing lists, email distribution lists, listserv/RSS 
subscriber details, etc.;  
- Requests to be added/removed from the agency’s contact 
lists (includes mail/communications returned as 
undeliverable);  
- Validation/verification/quality assurance checks of 
contact lists/collections;  
- Related correspondence/communications.  
 
Excludes:  
- Records covered by Emergency/Disaster Preparedness – 
Contact Information (DAN GS2012-024);  
- Contact information gathered for other, more specific 
purposes, such as attendee/sign-in lists for meetings and 
trainings, visitor books/logs, etc.  
 

Transitory, 
retain until no 
longer needed 
for agency 
business 
 

Disposition Action: 
Not Archival - Destroy 

 N/A, should not be filed 
into KC ERMS 

GS2016-003 
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TITLE/DESCRIPTION RETENTION DISPOSITION AND 
REMARKS 

OFFICE OF 
PRIMARY COPY 

CATEGORY RULE (DISPOSITION 
AUTHORITY 
NUMBER) 

Drafting and Editing  
Records relating to the drafting/editing of correspondence, 
documents and publications.  
Includes, but is not limited to:  
- Preliminary drafts not covered by a more specific records 
series, not needed as evidence of external consultation or 
as evidence that the agency practiced due diligence in the 
drafting process;  
- Edits/suggestions/directions (such as handwritten 
annotations/notes, track changes information/comments 
in Microsoft Word, etc.);  
-  Electronic documents created solely for printing (such as 
signs, mailing labels, etc.);  
-  Related correspondence/communications.  
 

Transitory, 
retain until no 
longer needed 
for agency 
business 
 

Disposition Action: 
Not Archival - Destroy 

 N/A, should not be filed 
into KC ERMS 

GS2016-004 

Electronic Documents Used to Create Signed Paper 
Records  
Electronic documents created in order to print paper 
records that get signed, provided the signed paper records 
(or agency copy of same, if signed original is sent) are 
retained in accordance with the current approved 
minimum retention period.  
Includes, but is not limited to:  
- Microsoft Word versions of 
minutes/letters/correspondence/etc., used to print the 
hard copy that gets signed.  
 
Note: Agencies should still create and retain copies of 
signed letters as evidence of the business transaction.  

Transitory, 
retain until no 
longer needed 
for agency 
business 
 

Disposition Action: 
Not Archival - Destroy 

 N/A, should not be filed 
into KC ERMS 

GS2016-005 
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TITLE/DESCRIPTION RETENTION DISPOSITION AND 
REMARKS 

OFFICE OF 
PRIMARY COPY 

CATEGORY RULE (DISPOSITION 
AUTHORITY 
NUMBER) 

General Information – External 
Information received from other agencies, commercial 
firms, or private institutions, which required no action and 
is no longer needed for agency business purposes. 
Includes, but is not limited to:  
•Catalogs, reports, multi-media presentations (videos, CDs, 
etc.); 
•Informational copies, notices, bulletins, newsletters, 
announcements; 
•Unsolicited information (junk mail, spam, advertisements, 
etc.). 

Transitory, 
retain until no 
longer needed 
for agency 
business 
 

Disposition Action: 
Not Archival - Destroy 

 N/A, should not be filed 
into KC ERMS 

GS50-02-03 

Informal Notifications/Communications 
Records communicating basic/routine short-term 
information (regardless of format or media used) that:  
- Do not document agency decisions/actions;  
- Are not used as the basis of agency decisions/actions; and  
- Are not covered by a more specific records series.  
 
Includes, but is not limited to:  
- Basic messages such as “Come and see me when you’re 
free,” “Call me back at (360) 555-5555,” etc.;  
-  Internal communications notifying of staff absences or 
lateness (such as “Bob is out today,” “Mary is running late,” 
etc.), provided the appropriate attendance and leave 
records are retained in accordance with Requests for 
Leave/Overtime (DAN GS50-04B-09);  
- Internal communications notifying of staff social 
events/gatherings (such as potlucks, birthdays, fun runs, 
cookies in the break room, etc.) or of weather/traffic 
conditions (such as “Avoid I-5, it’s a parking lot,” “Take care 
– it has started snowing,” etc.);  
- Email delivery/read receipts, out-of-office notices, etc.  
 
Excludes records covered by Requests for Leave/Overtime 
(DAN GS50-04B-09).  
 

Transitory, 
retain until no 
longer needed 
for agency 
business 
 

Disposition Action: 
Not Archival - Destroy 

 N/A, should not be filed 
into KC ERMS 

GS50-02-05R2 
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TITLE/DESCRIPTION RETENTION DISPOSITION AND 
REMARKS 

OFFICE OF 
PRIMARY COPY 

CATEGORY RULE (DISPOSITION 
AUTHORITY 
NUMBER) 

Internet Browsing  
Records routinely generated as part of internet browsing.  
Includes, but is not limited to:  
- Browsing history/saved passwords/web form information, 
etc.;  
- Cache/temporary files;  
- Cookies.  
 
Excludes internet activity log records covered by IT Systems 
Usage (DAN GS50-06A-05).  

Transitory, 
retain until no 
longer needed 
for agency 
business 
 

Disposition Action: 
Not Archival - Destroy 

 N/A, should not be filed 
into KC ERMS 

GS2016-006 

Organizing/Monitoring Work in Progress  
Records relating to the assigning, prioritizing, 
tracking/monitoring and status of work/tasks/projects in 
progress, where not covered by a more specific records 
series.  
Includes, but is not limited to:  
- Status logs;  
-  To-do lists;  
-  Tasks within Microsoft Outlook, etc.;  
-  Routing slips;  
-  Working/rough notes;  
-  Workflow notifications/escalations.  

Transitory, 
retain until no 
longer needed 
for agency 
business 
 

Disposition Action: 
Not Archival - Destroy 

 N/A, should not be filed 
into KC ERMS 

GS2016-008 
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TITLE/DESCRIPTION RETENTION DISPOSITION AND 
REMARKS 

OFFICE OF 
PRIMARY COPY 

CATEGORY RULE (DISPOSITION 
AUTHORITY 
NUMBER) 

Records Documented as Part of More Formalized Records  
Records where the evidence of the business transaction 
has been documented as part of another more formalized 
record of the agency which is retained in accordance with 
the current approved minimum retention period.  
Includes, but is not limited to:  

 entry input records (such as paper forms, 
handwritten notes, etc.) that have been documented as 
records within agency information systems (such as 
databases) provided the original record/form (including 
any signatures) is not required as evidence or 
authorization of the transaction;  
- Working/rough notes, voicemail messages, text 
messages, social media posts, etc., that have been 
memorialized/captured in another format such as a note-
to-file, email confirming the conversation, speech-to-text 
translations, etc.;  
- Automatically-generated email notifications sent out by 
agency information systems, provided the transaction is 
captured as part of an audit trail;  
- Raw data/statistics/survey responses that have been 
consolidated/aggregated into another record.  
 
Excludes:  
- Audio/visual recordings of meetings covered by Meetings 
– Advisory (DAN GS2012-027), Meetings – 
Governing/Executive (DAN GS50-05A-13), Meetings – Inter-
Agency (DAN GS2011-175) or Meetings – Staff (DAN GS50-
01-43);  
-  Electronic records (such as emails) that have been 
printed to paper.  
 
Note: Electronic records need to be retained in electronic 
format in accordance with WAC 434-662-040.  

Transitory, 
retain until no 
longer needed 
for agency 
business 
 

Disposition Action: 
Not Archival - Destroy 

 N/A, should not be filed 
into KC ERMS 

GS2016-009 
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TITLE/DESCRIPTION RETENTION DISPOSITION AND 
REMARKS 

OFFICE OF 
PRIMARY COPY 

CATEGORY RULE (DISPOSITION 
AUTHORITY 
NUMBER) 

Reference Materials  
Materials gathered from outside sources for 
reference/reading use which are not evidence of the 
agency’s business transactions.  
Includes, but is not limited to:  
- Individual participants’ copies of internal and external 
training materials (such as proceedings, handouts, notes 
taken, etc.) from conferences/seminars/trainings;  
-  Copies of published articles, reports, etc.;  
- Internet browser favorites/bookmarks;  
-  Listserv/RSS feeds.  
 
Excludes records covered by Secondary (Duplicate) Copies 
(DAN GS50-02-04).  

Transitory, 
retain until no 
longer needed 
for agency 
business 
 

Disposition Action: 
Not Archival - Destroy 

 N/A, should not be filed 
into KC ERMS 

GS2016-010 

Requests for Basic/Routine Agency Information 
Internal and external requests for, and provision or, 
routine information about the operations of the agency, 
such as: 
•Business hours, location/directions, web/email addresses; 
•Meeting dates/time. 
 
Excludes records covered by Public Disclosure/Records 
Requests (DAN GS2010-014).  
 

Transitory, 
retain until no 
longer needed 
for agency 
business 
 

Disposition Action: 
Not Archival - Destroy 

 N/A, should not be filed 
into KC ERMS 

GS50-02-01R1 
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TITLE/DESCRIPTION RETENTION DISPOSITION AND 
REMARKS 

OFFICE OF 
PRIMARY COPY 

CATEGORY RULE (DISPOSITION 
AUTHORITY 
NUMBER) 

Scheduling – Appointments/Meetings  
Records relating to the scheduling of 
appointments/meetings (such as checking participant and 
room availability, rescheduling, accepting/declining 
meeting invitations, etc.), provided the calendar record of 
the appointment/meeting is retained in accordance with 
Appointment Calendars (DAN GS50-01-36).  
Includes, but is not limited to:  
- Meeting invitations and accepted/declined notifications in 
Microsoft Outlook and other calendaring/scheduling 
software/apps;  
- Related correspondence/communications.  
 

Transitory, 
retain until no 
longer needed 
for agency 
business 
 

Disposition Action: 
Not Archival - Destroy 

 N/A, should not be filed 
into KC ERMS 

GS2016-011 

Secondary (Duplicate) Copies 
Copies of records (created or received), provided that the 
agency retains the primary recording accordance with the 
current approved minimum retention period. 
Includes, but is not limited to:  
- Data extracts and printouts from agency information 
systems;  
- Cc’s of emails, provided the agency is retaining its primary 
copy of the email;  
- Convenience/reference copies of records;  
- Duplicate and near-duplicate images/photographs, 
provided the selected “best” image(s) documenting the 
occasion/object is retained.  
 
Excludes records which are the agency’s only copy of the 
record, even if it is held by another agency.  

Transitory, 
retain until no 
longer needed 
for agency 
business 
 

Disposition Action: 
Not Archival - Destroy 

 N/A, should not be filed 
into KC ERMS 

GS50-02-04R2 
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TITLE/DESCRIPTION RETENTION DISPOSITION AND 
REMARKS 

OFFICE OF 
PRIMARY COPY 

CATEGORY RULE (DISPOSITION 
AUTHORITY 
NUMBER) 

Unsolicited Additional Materials  
Additional materials received by the agency that are:  
- Not requested; and  
- Not used by the agency in the course of government 
business.  
 
Includes, but is not limited to:  
- Superfluous extra materials provided with applications 
(including health/medical records);  
- Information entered through online applications, e-forms, 
etc., but not completed and not submitted to the agency.  
 

Transitory, 
retain until no 
longer needed 
for agency 
business 
 

Disposition Action: 
Not Archival - Destroy 

 N/A, should not be filed 
into KC ERMS 

GS2016-012 
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INDEX: DESCRIPTION TITLE 

Accidents/Incidents – No Claim Filed (Age 18 and Older), 22 
Accidents/Incidents – No Claim Filed (Under Age 18), 21 
Accidents/Incidents (Hazardous Materials) – Human Exposure, 22 
Accidents/Incidents (Hazardous Materials) – No Human Exposure, 21 
Administrative Procedures and Instructions, 6 
Advertising, Promotion and Outreach, 115 
Advisory Body Development Files, 6 
Agency Provided Training – Hazardous Materials Handling, 114 
Agency-Generated Forms and Publications – Copies, 121 
Agency-Provided Training – Arrangements, 7 
Agency-Provided Training – Certificated, Hours/Credits Earned, or Mandatory, 112 
Agency-Provided Training – Curriculum Development, 8 
Agency-Provided Training – General, 7 
Alcohol Misuse/Controlled Substances Use Prevention Program – Test Results (Negative, Cancelled), 96 
Annual Estimate of Revenue and Expenditure, 58 
Annual Reports - Adopted, 92 
Applications – Technical Design and Implementation, 88 
Appointment Calendars – Elected Officials, Department and Division Heads, 9 
Appointment Calendars – General Staff, 9 
Archival Transfer Agreements, 77 
Asset Reporting - Mandatory, 54 
Asset Use Records, 56 
Audit Findings and Reports - County, 57 
Audit Findings and Reports – Outside Sources, 58 
Audit Working Files And Supporting Materials, 57 
Authorization – Employee Access, 88 
Authorization/Certifications (Assets, 34, 36 
Authorizations/Certifications – Agency Management, 10 
Authorizations/Certifications – Human Resources (General), 95 
Awards and Recognitions (County/Agency), 116 
Backups for Disaster Preparedness/Recovery, 78 
Banking – Accounts and Transactions, 64 
Banking – Deposited Items, 65 
Bids and Proposals – Successful, 60 
Bids and Proposals – Unsuccessful, 61 
Brainstorming and Collaborating, 121 
Budget Development Files, 58 
Budget Forecast Reports, 58 
Budget Status Report, 59 
Capital Asset Accounting Tracking Records, 65 
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Capital Assets (Other) and Non-Capital Tracked Assets, 37 
Capital Assets (Real Property), 38 
Charity Fundraising, 116 
Charter and Bylaws – Development, 11 
Check Stubs or Duplicate Copies, 65 
Civil Rights – Compliance, 11 
Civil Rights – Compliance (Section 504 Accommodations), 96 
Civil Rights Violation – Complaints, 12 
Claims for Damages, 23 
Code Enforcement, 90 
Collective Bargaining Contract and Agreement Negotiations Files – Negotiated by OLR, 111 
Collective Bargaining Contract and Agreement Negotiations Files – Not negotiated by OLR, 111 
Communications – Elected Officials, Department and Division Heads, 14 
Communications – General, 15 
Communications for Advisory Councils, Commission, Committees and Boards, 13 
Compulsory Process Served on the Agency (Not Party to Litigation), 91 
Construction Project Files [Capital Improvement Projects], 40 
Contact Information, 122 
Continuing Grant – Annual Financial Statements, 67 
Contracts and Agreements – Capital Assets (Non-Real Property, 63 
Contracts and Agreements – General, 62 
Delegation of Authority and Signature Records, 15 
Departmental Budget Requests, 59 
Designations (Assets), 41 
Destruction of Public Records – Agency In-House Destruction, 78 
Destruction of Public Records – Records Center Direct Destruction, 79 
Disposal of Assets (Non-Real Property), 41 
Drafting and Editing, 123 
Electronic Documents Used to Create Signed Paper Records, 123 
Emergency Preparedness and Recovery Plans, 24 
Emergency/Disaster Preparedness Contact Information, 23 
Emergency/Disaster Repsonse/Recovery – Uncommon or Major, 25 
Emergency/Disaster Response Recovery – Routine or Minor, 24 
Employee Award Files, 96 
Employee Benefits – Claims and Appeals, 97 
Employee Benefits – Enrollment and Participation, 97 
Employee Grievances, 98 
Employee Medical Records, 100 
Employee Medical Records – Exposure Only, 101 
Employee Misconduct Investigation Files - Substantiated, 99 
Employee Misconduct Investigation Files - Unfounded, 99 
Employment Eligibility Verification – U.S. Citizenship and Immigration Services (USCIS), 102 
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Employment Inquiries, 98 
Employment Requisitions and Staff Planning, 99 
Ergonomic Files, 102 
Facility Systems/Equipment, 42 
Federal Emergency Management Agency (FEMA) Claims – Supporting Documentation, 26 
Final Adopted Policy – Executive Branch, 28 
Final Budget, 59 
Finance – Reporting/Filing (Mandatory, 71 
Financial Disputes/Collections- General, 66 
Financial Transactions – General, 70 
Financial Transactions – Sensitive Authentication Data, 71 
Fire and Other Emergency Drill Reports, 26 
Forms – Master Set, 79 
General and Subsidiary Ledgers, 67 
General Information – External, 124 
Grant Administration Records, 69 
Grant/Scholarship Applications – Not Approved, 67 
Hazardous Materials/Dangerous Waste – Control/Inventory/Tracking/Disposal, 43 
Historical Files of the Agency, 118 
Human Resources Advice Files, 102 
Informal Notificiations/Communications, 124 
Informational Reports, 27 
Inspections/Monitoring – Non-Regulated, 44 
Inspections/Monitoring – Regulated (Non-Environmental), 45 
Inter/Intra-agency, Inter-governmental, Inter-local Agreements, 64 
Internal Revenue Service (IRS) Forms – Submitted to IRS, 77 
Internal Revenue Service (IRS) Forms – Used for Payroll, 77 
Internet Browsing, 125 
Inventory – Capital, Expendable and Consumable Assets, 46, 47 
Inventory – Keys/Key Cards/Badges, 47 
IT – Audit Trail – Infrastructure, 89 
IT Applications – Planning and Review, 87 
IT Helpdesk Requests/Tickets, 89 
IT Systems Usage, 89 
Leave Sharing Authorization, 73 
Legal Issues/Advice Files – Provided by Attorneys, 91 
Legal Issues/Advice Files - Received from Attorneys, 92 
Levy and Bond Planning – Successful, 72 
Levy and Bond Planning – Unsuccessful, 73 
Line of Business (LOB) Project Records, 29 
Litigation Case Files, 91 
Long Range Asset Plans (Final Version), 49 
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Long-Range Asset Plans (Development), 48 
Mail Delivery and Receipt, 80 
Maintenance – Major and/or Regulated, 50 
Maintenance – Minor/Non –Regulated, 51 
Material Safety Data Sheets, 52 
Media Releases and Coverage, 119 
Meetings – General Staff, 16 
Meetings – Governing, 93 
Meetings – Inter-Agency , Inter-Local, Inter-Governmental, 18 
Meetings – Safety Committee, 16 
Meetings/Hearing - Arrangements, 17 
Meetings/Projects – General Advisory Councils, Commissions, Committees, and Boards, 19 
Newsletters, 80 
Non-Continuing Grant, Bond and Levy Project Reports, 68 
Official Agency Policy and Procedure Directives, Regulations, and Rules - Independently Elected Officials, Human Resources Division and Department of Information Technology, 

29 
Online Content Management, 82 
Online Content Management – Official / Legal, 82 
Operating Manuals, 53 
Ordinance, Motion, and Resolution Development and Transmittal Files, 93 
Ordinances, Motions, and Resolutions, 94 
Organization Charts, 20 
Organizing/Monitoring Work in Progress, 125 
Packing Slips, 73 
Payroll Contracts, Agreements and Authorizations, 74 
Payroll Processing, Distribution and Reporting, 75 
Performance Evaluation Background Files, 103 
Performance Measures –not-employee related, 30 
Permission, 27 
Personnel Files, 104 
Position Descriptions, 102 
Preliminary Budgets, 60 
Press Releases, 119 
Project Files, 31 
Public Complaints/Requests, 117 
Public Disclosure Requests. See Public Records Act Requests 
Public Notice (Official), 119 
Public Opinion Polls, 120 
Public Records Act Requests, 83 
Publications - Master Set, 84 
Reclassification Requests, 105 
Records Center Transmittals Forms, 85 
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Records Control, 84 
Records Documented as Part of More Formalized Records, 126 
Recruitment Files, 105 
Reference Materials, 127 
Reporting/Filing (Mandatory) – Agency Management, 31 
Reporting/Filing (Mandatory) – Human Resources, 106 
Requests for Basic/Routine Agency Information, 127 
Requests for Leave/Overtime, 106 
Research/Program Reports, Studies, Surveys, Models and Analyses, 32 
Retention and Disposition Authorization, 85 
Retirement Benefit Verification Records, 107 
Scheduling – Appointments/Meetings, 128 
Secondary (Duplicate) Copies, 128 
Security Incidents and Investigations, 81 
Security Monitoring – Employee, Public, and Visitor Access, 54 
Security Monitoring – Oversight, Surveillance Recordings, 55 
Security Monitoring – Routine, 81 
Short-Term Routine Asset Plans, 49 
Source Records – Imaged (Archival), 86 
Source Records – Imaged (Non-Archival), 86 
Source Records – Migrated, 87 
Space Planning/Design Files, 32 
Standards and Specifications Manuals, 55 
Strategic Plans –  Development, 32 
Strategic Plans – Final, 33 
Subject/Issue Files -  Elected Officials, Department and Division Heads, 20 
Supervisor’s Working Files, 108 
Time Cards/Time Sheets – post-PeopleSoft, 76 
Time Cards/Time Sheets – pre-PeopleSoft, 76 
Trial Balances, 73 
Union Seniority Reports, 109 
Unsolicited Additional Materials, 129 
Volunteer Files, 109 
Whistleblower Investigation Reports, 110 
Work Assignment Record, Schedule or Log, 109 
Work Plans, 33 
Workers’ Compensation Claims (Self-Insured) – Compensable, 110 
Workers’ Compensation Claims (Self-Insured) – Non-Compensable, 110 
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RECORDS AND INFORMATION MANAGER SIGNATURE  
I hereby certify that the records series as described comply with current federal, state, 
and local regulations as of the date listed in section 4, and I ensure the accuracy of 
this schedule. 
 
See original for signature                                                               6/29/2017 

 
Gail Snow                                                                                                    Date 

COUNTY ARCHIVIST SIGNATURE 
I hereby certify that I have reviewed and approved the archival status of the records series as 
described on this schedule. 
 
 
See original for signature                                                             6/29/2017  

 
Carol Shenk                                                                                                  Date 

PUBLIC RECORDS COMMITTEE USE ONLY - DO NOT FILL IN BEYOND THIS POINT 

PRC APPROVAL 

See original for signature                                                              7/15/2017 

Deborah Kennedy                                                                                     Date 

King County Public Records Committee  

 


