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	FILE PLAN 

	Records Management Program
Mailstop: GBB-ES-0210
Phone: 206-477-6889
Email: records.management@kingcounty.gov




	1. Agency Name

  
	2.  Department-Division-Section 
  

	3. Total Pages


	4.  Date Last Modified






	5. SCOPE AND DISCLAIMER
This document describes the records used by an agency or section. This not a retention schedule. It does not have every category from the [Agency Name] retention schedule. See the Retention Schedule page for more categories and information. 

	6. Glossary 

Cutoff: The trigger date on which the retention period begins. This is usually the end of the year or the project end date. 

Retention: the length of time the records must be retained after the cutoff date. 

Disposition Action: the action that should be taken with the records after they have met their retention period.

	7.  Directions
Describe your section’s record in this document, for customizable and informal Records Management directions. Suggested fields and field descriptions are below. 
The information in the File Plan can be edited and customized however the user wants, but it MUST BE COMPLIANT WITH THE RETENTION SCHEDULE AND INCUDE THE RETENTION SCHEDULE CATEGORY.  





	Title and Description
	Filing and Locations
	Retention 
	Disposition and Remarks
	Contact Person
	Category 
MANDATORY


	EXAMPLE 

Communications – General 
Communications made or received in connection with the transaction of public business, and that are not covered by a more specific records series. 
This is most likely to be work related emails and meeting minutes/agendas. 




	Employee Last, First Name – YYYY Subject

File to CM as used / needed

General Communications are likely kept in Outlook before being filed
 

	Cutoff:
End of year 

Retention:
2 years






	Disposition Action:
Not Archival: Destroy


[bookmark: _GoBack]These records will be disposed during the annual Content Manager consignments. 


	all
	General Office Communications and Staff Meetings 

ACO-01-001


	TITLE/RECORD NAME
Record description  
	Naming Standard

How to file 

Location(s)
	Cutoff:

Retention:

	Disposition Action:
This must be compliant with the retention schedule

Other useful information (disposition process, holds, etc.)

	Probably the primary record user. Be aware of changes to staff and responsibilities. 
	The name and category code taken from the retention schedule 
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