
Caseworker’s office, 1958, Department of Corrections, 
McNeil Island Corrections Center Photograph Collection, Washington State Archives



AGENDA
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1. Introduction to Retention

2. Retention Schedules

3. Retention Responsibilities

recordsmanagement@sos.wa.gov 

(360) 586-4901



WHAT IS RECORDS RETENTION?
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recordsmanagement@sos.wa.gov 

(360) 586-4901



RETENTION & RECORDS MANAGEMENT
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Records Management 

is control at every stage of 

a record’s lifecycle.

CREATE or
RECEIVE

USE
DESTROY or 

PRESERVE

recordsmanagement@sos.wa.gov 

(360) 586-4901



WHAT ARE WE RETAINING?

5

❑ANYTHING made or received in the transaction of public business

❑ Regardless of format

Invoice?

Database entry? 

E-mail?

Voicemail?

recordsmanagement@sos.wa.gov 

(360) 586-4901



RETENTION SCHEDULES
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Agencies have the ongoing legal authority to disposition public 
records using… 

The State & Local Records Committees review and approve the 
retention schedules.

(RCW 40.14.060 and 40.14.070; chapters 434-624 and 434-630 WAC)

recordsmanagement@sos.wa.gov 

(360) 586-4901



WHICH RETENTION SCHEDULE DO I USE?
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Local Government Common Records Retention 
Schedule (CORE)

Select Type of Agency

Local Governments

www.sos.wa.gov/archives

State Government General Records Retention 
Schedule

Records Retention Schedules

State Agencies

www.sos.wa.gov/archives

recordsmanagement@sos.wa.gov 

(360) 586-4901



RECORDS SERIES
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recordsmanagement@sos.wa.gov 

(360) 586-4901



UNPACKING RETENTION
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recordsmanagement@sos.wa.gov 

(360) 586-4901



TRANSITORY RETENTION
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Protest signs in trash can, 1982, Gant Eichrodt, 
General Subjects Photograph Collection, 1845-2005,

Washington State Archives

recordsmanagement@sos.wa.gov 

(360) 586-4901



CORE RETENTION RESPONSIBILITY
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keep PUBLIC RECORDS for

MINIMUM RETENTION

Destroy Transferor

recordsmanagement@sos.wa.gov 

(360) 586-4901



RETENTION POLICIES
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recordsmanagement@sos.wa.gov 

(360) 586-4901



RETENTION INFRASTRUCTURE
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Office with file cabinets, 1958, Department of Corrections, 
McNeil Island Corrections Center Photograph Collection, Washington State Archives

recordsmanagement@sos.wa.gov 

(360) 586-4901



RETENTION EXTENSIONS

14

State Patrol Welcome Lodges, 1938,
State Library Photograph Collection,1851-1990,

Washington State Archives, Digital Archives.

Records responsive to

❑ Litigation Holds

❑ Public Records Requests

must be retained until matter is 
resolved.

recordsmanagement@sos.wa.gov 

(360) 586-4901



RETENTION TODAY & TOMORROW
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Fourth Avenue, Seattle, 1925-1928, Frank Jacobs, 
General Subjects Photograph Collection, 1845-2005, Washington State Archives

recordsmanagement@sos.wa.gov 

(360) 586-4901



THE RECORDS MANAGEMENT TEAM IS

HERE FOR YOU WITH FREE

CONSULTATION, TRAINING, & ADVICE.

www.sos.wa.gov/archives
recordsmanagement@sos.wa.gov

(360) 586-4901

REACH OUT

16
recordsmanagement@sos.wa.gov 

(360) 586-4901
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