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Overview of Today’s Session

• What Is a Public Record? 

• Disposition Authority

• Records Retention Schedules

• Electronic Records

• Resources



What is a Public Record?

• For the purposes of retention and 
destruction, two criteria (RCW 40.14.010):
1. Made or received in connection with the 

transaction of public business
2. Regardless of format

• For public disclosure, refer to RCW 
42.56.010.

http://app.leg.wa.gov/RCW/default.aspx?cite=40.14.010
http://app.leg.wa.gov/RCW/default.aspx?cite=42.56.010


• Elected officials…
• All other public employees…
• Including contractors and volunteers…

Who Creates/Receives Public Records?

…Anyone working on behalf of a state 
or local government agency, 
commission, board or committee.



RCW 40.14.020

• All public records shall be and remain the 
property of the state of Washington.

• They shall be delivered by outgoing officials 
and employees to their successors and shall 
be preserved, stored, transferred, destroyed or 
disposed of, and otherwise managed, only in 
accordance with the provisions of this 
chapter.

http://apps.leg.wa.gov/rcw/default.aspx?cite=40.14.020


How do I know what to keep?

Agencies are granted ongoing legal 
authority to disposition (get rid of) records 

by a legal document called a
records retention schedule.

Records retention schedules for local 
government are approved by the         

Local Records Committee.
(RCW 40.14.070; chapter 434-630 WAC)

http://apps.leg.wa.gov/rcw/default.aspx?cite=40.14.070
http://app.leg.wa.gov/wac/default.aspx?cite=434-630&full=true


Who is the Local Records 
Committee?

The Local Records Committee is comprised of:
– State Archivist
– Attorney General’s Office representative
– Auditor’s Office representative 



What do the schedules tell you?

• Minimum period that the agency is 
required to keep the record

• What to do once retention requirements 
have been met

https://www.sos.wa.gov/archives/  
RecordsManagement/records_local.aspx

https://www.sos.wa.gov/archives/RecordsManagement/records_local.aspx


Retention Schedules
Law enforcement agencies use two 
or three records retention schedules:

1) Local Government Common Records 
Retention Schedule (CORE)

2) Law Enforcement Records Retention 
Schedule

3) Emergency Communications (911) 
Records Retention Schedule (if the 
agency also performs this function)



Local Government RM Homepage

https://www.sos.wa.gov/archives/recordsmanagement/records_local.aspx




Law Enforcement Agencies

https://www.sos.wa.gov/archives/RecordsManagement/RecordsRetentionSchedulesforLawEnforcementAgencies.aspx


What Do Agencies Do With          
Non-Archival Records?

1. Retain for the minimum retention; THEN
2. Destroy.

• Records relevant to current public disclosure 
requests or litigation (current or reasonably 
anticipated) must not be destroyed until the 
request/litigation has been resolved.

• The Archives strongly recommends 
documenting records destruction.



CORE – Non-Archival Example #1



CORE – Non-Archival Example #2



Law Enforcement – Non-Archival Examples



Why Not Keep Everything?

Storage may seem cheap and easy, but:
• Records remain subject to public records 

requests, litigation, discovery
• Harder to find what you need (the Google 

effect)
• Ongoing data migration costs for 

electronic records



Documenting Destruction



What Do Agencies Do With    
Archival Records?

• Archival records must not be destroyed.

• Agencies must either:
1. Retain the records themselves indefinitely; 

OR
2. Arrange with Washington State Archives 

for appraisal/transfer (at no cost) after 
the records have met their retention.



RCW 40.16.020 – Injury to and 
Misappropriation of Record

• Every officer who shall mutilate, 
destroy, conceal, erase, obliterate, or 
falsify any record or paper 
appertaining to the officer's office…is 
guilty of a class B felony and shall be 
punished by imprisonment in a state 
correctional facility for not more than 
ten years, or by a fine of not more than 
five thousand dollars, or by both.



It Can Happen!
• Former Skamania County Auditor (2012)

• Pleaded guilty to attempted injury to public 
record

• 168 hours community service; $62,000 in 
restitution

• Former Selah City Supervisor (2014)
• Entered Alford plea on one charge of injury to 

public record
• 1 day in prison; $65,474 in restitution



“Born Digital” Records

• Electronic records must be retained in 
electronic format…for the length of the 
designated retention period.

• Printing and retaining a hard copy is 
not a substitute for the electronic 
version.

(WAC 434-662-040)



Agencies wishing to scan non-archival
paper records and then destroy the 

originals before their required retention 
has been met (“scanning and tossing”) 

must meet or exceed State Archives 
requirements as set forth in the document 
Requirements for the Destruction of Non-
Archival Paper Records After Imaging.

Can I “Scan and Toss” My Paper?

http://www.sos.wa.gov/archives/RecordsManagement/DestructionofPaperRecordsAfterImagingScanning.aspx


RE: Bring Your Own Device
“BYOD”

There should be boundaries drawn 
between personal and business through 

policy or software (there are apps for 
that!)

BEFORE you start, check with agency 
policy and IT, and develop a strategy for 

any public records to land in agency 
custody (on agency server) 



My device = my records?

It may be your personal device or 
account, but if it’s being used for 

agency business, keep in mind that 
you are accessing (and sometimes 

creating) public records



Scenario: Using a Personal Email 
Account for Agency Business

• Should be avoided – this should be reflected in 
agency policies

• If you must send from a non-agency account, 
copy to agency email address at same time

• If you receive a business-related email on a 
personal account, forward to agency email 
address and retain that as primary copy

• If business needs to be conducted remotely, 
agency should have email that permits remote 
access and is accessible by agency 



Scenario: Text Messaging

• Third-party provider – retention can be 
problematic 

• Who has custody/control of the record?  
• How is the agency ensuring that the record is 

captured/retained appropriately?
• If texting is used for agency business, 

recommend that its use be limited to those 
for whom it is truly necessary (e.g., for 
specified law enforcement and emergency 
management functions)



Local Government Records 
Management Homepage

http://www.sos.wa.gov/archives/Records
Management/records_local.aspx

• View, search, and download current retention schedules
• Download advice sheets, recent PowerPoints, and other

guidance on RM topics
• View our training calendar and register for upcoming 

classes
• Sign up for our Local Government Agency Notification List

http://www.sos.wa.gov/archives/RecordsManagement/records_local.aspx


Records Management Consultations

Searching the schedules for an appropriate            
record series?

Staring down decades’/gigabytes’ worth of paper/         
e-records and not sure where to start?  

Contact us!  We can provide advice and consultation 
by email, by phone, or (if appropriate) in person.  

recordsmanagement@sos.wa.gov

mailto:recordsmanagement@sos.wa.gov


Washington State Archives: 
Partners in preservation and access.

www.sos.wa.gov/archives

Thank you! 

http://www.sos.wa.gov/archives
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