
 

 

 

 

 

 

 

 

 

 

 

Records Management Guidance 

    Records Management Self-Assessment for Records Leads and Agency Records Officers 

1. Agency Records 

Officer or Records 

Lead takes  

the online 

questionnaire. 

2.  Survey responses     

are sent to the 

Records Management 

Program. 

4.  Records 

Management sends 

the ARO or Records 

Lead the Action Plan, 

and schedules brief 

consultation to 

discuss. 

5. Records Management 

and the ARO or Records 

Lead meet to review 

results and discuss 

actionable items. 

Schedule 6 month  

check in. 

6. Take the Agency Self-

Assessment annually 

to continuously 

improve records 

management in your 

work unit or for your 

Department. 

Records Management Program 

Phone: 206-477-6889 • 
records.management@kingcounty.gov 
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3. Records 

Management builds 

the Assessment 

Action Plan. 


