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Department of Executive Services 
Records and Licensing Services Division
Archives, Records Management and Mail Services Section
	
PUBLIC RECORDS RETENTION SCHEDULE & DESTRUCTION AUTHORIZATION

	
RECORDS MANAGEMENT PROGRAM

Phone: (206) 477-6889
Email: records.management@kingcounty.gov
Mailstop: GBB-ES-0210

	1. AGENCY DEPARTMENT/DIVISION/SECTION
Department of Local Services/ Permitting 
	2.  DEPARTMENT-DIVISION-SECTION [DDS] 
DLS-Permitting (ALL)-All Sections/ 060401
	3. TOTAL # OF PAGES
20

	4. DATE LAST MODIFIED
December 30, 2019


	5. STATUS
Final 
	6. VERSION
1

	6. SCOPE AND DISCLAIMER
This retention schedule can only be used by the agency listed in section 1.  It supersedes any other versions of retention schedules used by the agency and is effective as of the date listed in section 11 on the last page.  This schedule is a comprehensive listing of all public records held by the agency and authorizes the destruction or archival transfer of those records as indicated.  For guidance about records not listed, please contact the Records Management Program.

Public records covered by record series on this records retention schedule must be retained for the required retention periods as described on this schedule.  Public records designated as Permanent or Archival must not be destroyed.  Public records designated as Potentially Archival must be appraised by the King County Archivist before disposition. This records retention schedule is subject to revision due to changes to local, state or federal regulations.  

Approved documentation is required before any records listed on this records retention schedule can be dispositioned (destroyed or transferred to the King County Archives).  Records filed to and managed within the County’s Records Management System will be dispositioned from within the system and documentation will be maintained by the Records Management Program.  Disposition of records managed outside of the Records Management System must be documented on forms provided by the Records Management Program. Transitory records may be destroyed within the normal course of agency business without the use of any destruction forms. 


	Glossary

Cutoff: the trigger date on which the retention period begins. Until this occurs, the records are still considered active.  

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

ESSENTIAL: records identified by the State as being essential to the operation of business and needed to continue operations in the event of an emergency.  




	[bookmark: _Hlk22118929]7.  LIST OF RECORDS SERIES

	7a.
ITEM NO.
	7b.
TITLE/DESCRIPTION
	7c.
RETENTION
	7d.
DISPOSITON AND REMARKS
	7e.
OFFICE OF PRIMARY COPY
	7f. 
CATEGORY
	7g. 
RULE 
(DISPOSITION AUTHORITY #(S)]

	Building Permits & Plans

	1. 
	Building & Construction Permit Files
Official documentation for all permitted construction projects with DLS-Permitting acting as the lead agency. 
Records are used to ensure compliance with County, State and Federal code for construction, environmental impact and land use. Includes but is not limited to the following types of building and construction related permits: Residential Site, Commercial Site, Electrical Commercial Device, Additions, Dwellings, School Construction, Demolition Inspection, Agricultural Building, etc.
Includes, but is not limited to:
· Permit application and acknowledgement; 
· Pre-application meetings files; 
· Issued permit;
· Permit Conditions; 
· Certification of Occupancy; 
· Summary of Charges for DPER services; 
· Correspondence between Applicant and DPER;
· Plans and Maps, such as Architectural Site Plan, Site Location Vicinity Map, etc.; 
· Special Reports and Studies, such as Notice of Decision – SEPA Threshold Determination, SEPA Checklist, Critical Areas Designation; Geotechnical Investigation Report, and Technical Information Report (TIR).
Right of Way permits issued for specific properties. 
· FEMA – Certification letters 
Excludes Temporary Permit Files covered by LU50-11-18, see item # 7 below.
Excludes Conditional and Special Use Permit Files covered by LU50-16B-04, see item # 8 below.

	Cutoff: Completion of Permit 

Retention: Permanent

Transfer to Archives 6 years after year end or file to Content Manager for Permanent retention.

	Disposition Action: 
Archival – Appraisal Required
 
ESSENTIAL

	
	Building Construction and Modification Permit Files (Valid) 

LUD-01-007
	LU50-11-05

	2. 
	Construction Drawings, Plans and Specifications
Approved commercial and residential building plans including architectural, landscaping, and structural or civil engineering plans. Plans show building compliance with international code regulations, such as building, fire, mechanical, energy, zoning, parking, drainage, etc. 

Plan may also include correction sheets, framing plans, building and wall sections and elevations.

Note: These records are filed within the Building and Construction Permit File and are managed according to the retention and disposition requirements covered by LU50-11-05, rather than LU50-11-03. See item #1 above.

	Cutoff: Completion of Permit 

Retention: Permanent

Transfer to Archives 6 years after year end or file to Content Manager for Permanent retention.



	Disposition Action:
Archival – Appraisal Required

ESSENTIAL
	

	Building Construction and Modification Permit Files (Valid)

LUD-01-007
	  LU50-11-05

	3. 
	Critical Area Designation 
Includes all records leading to final critical areas determination and designation. Records to include any critical / sensitive area designation review and working files. CADs are valid for 5 years. 

Includes, but is not limited to:
· Critical Areas Designation Application;
· Critical Area Designation Letter;
· Review Reports (i.e.; ecological, geologic, wetland & stream, etc.);
· Site Plans identifying critical areas or lack thereof;
· Annual extensions; 
· Inspection reports related to zoning;













	Cutoff: Termination of designation

Retention: Permanent*

Transfer to Archives 6 years after termination of designation or file to Content Manager for Permanent retention.




	Disposition Action: Archival – Permanent Transfer
 
	
	Critical (Sensitive) Area Designation

LUD-01-008
	LU50-11-25

	4. 
	Withdrawn, Abandoned or Cancelled Permits
Permit application and issued permits that have been withdrawn or cancelled by the Applicant. May include permits that work has not been started on for 180 or more days.

Includes but is not limited to the following permit types that have been withdrawn or cancelled:
· Building and Construction Permit Files;
· Conditional and Special Use Permits;
· Temporary Permit Files;
· Clearing and Grading Permits.

Excludes Expired Permits – see item 5 


	Cutoff: Permit abandoned, cancelled or withdrawn

Retention: 0 years












	Disposition Action: 
Non - Archival - Destroy

	
	N/A, not currently set up in CM
	LU50-11-23

	5. 
	Expired Permits                                                                       
Permit application and issued permits that have expired. Permit application and issued permits that have been withdrawn or cancelled by the Applicant. May include permits that work has not been started within 180 or more days.

Includes but is not limited to the following permit types that have been withdrawn or cancelled:
· Building and Construction Permit Files;
· Conditional and Special Use Permits;
· Temporary Permit Files;
· Clearing and Grading Permits.

Expired permits are often reopened thus the business decision was made to keep them longer. This is a courtesy to the customer and an efficiency improvement for the agency. 
	Cutoff: expiration letter sent 


Retention: 6 year 
	Disposition Action: 
Non - Archival - Destroy
	
	Local Services Permitting and Land Use Expired Permits 

LUD-01-010
	LU50-11-23

	[bookmark: _Hlk22201900]Land Use Permits and Records

	6. 
	Clearing and Grading, Permits
Records that document the review, approval or denial and issuance process for clearing and grading permits that regulate clearing and removal of vegetation, excavation, and grading and earthwork construction within unincorporated King County. 

Includes, but is not limited to:
· Application;
· Notice of Application or Incomplete Application;
· Clearing/Grading Permit, Permit Conditions
· Notice of Proposed Land Use Action
· Affidavit of Posting;
· Permit Extension Notification, Permit Extension Approval;
· Summary of Charges for DPER services;
· SEPA Checklist; SEPA Determination of Significance (DS) or Mitigated Determination of Non-Significance (MDNS); Notice of SEPA Decision and SEPA Threshold Determination;
· Site Plans and Maps including Grading Plan, Site Cross Section Plan, Conditions & Details, Topography Plan, Vicinity Map;
· Technical Information Report (TIR);

Note: retention period extended from zero years to six to meet ongoing agency needs. 

Excludes the following Permits described below:
· Building and Construction Permit Files covered by LU50-11-05, see item # 1 above;
· Temporary Permit Files covered by LU50-11-18, see item # 7 below;
· Conditional and Special Use Permit Files covered by LU50-16B-04, see item # 8 below.
	Cutoff: 
until no longer needed for agency business

Retention: 6 years 




	Disposition Action: Archival - Appraisal Required
	
	Land Division and Development Final Determination Files 

LUD-03-006
	LU50-11-11

	7. 
	Temporary Permits
Permits issued for temporary projects, usage or extensions related buildings, events, and programs.

Based on current building code, these would be designated as Type I.

Includes but is not limited to:
Homeless encampments 

Excludes Building and Construction Permit Files covered by LU50-11-05, see item # 1 above.

Excludes Conditional and Special Use Permit Files covered by LU50-16B-04, see item # 8   below.

	Cutoff: Completion of Permit 

Retention: Permanent  

	Disposition Action: 
Non - Archival - Destroy
	
	Temporary Permits

LUD-01-004
	LU50-11-18

	8. 
	Conditional and Special Use Permit Files  
Permits issued by DLS Permitting acting as the lead agency for non-building specific projects or construction that require review of different code and criteria.

Permits include but are not limited to residential or home industry use, tower, commercial use, and industrial, institutional or other use as well as, Medical Hardship mobile home placement.
(4-6 years from date of issuance)

Includes, but is not limited to:
· Permit application and acknowledgement; 
· Pre-application meetings files; 
· Issued permit;
· Permit Conditions; 
· Summary of Charges for DPER services; 
· Correspondence between Applicant and DPER;
· Plans and Maps, such as Architectural Site Plan, Map, Site Map, etc.; 
· Special Reports and Studies, such as Notice of Decision – SEPA Threshold Determination, SEPA Checklist, Critical Areas Designation; Geotechnical Investigation Report, and Technical Information Report (TIR).

Excludes Building and Construction Permit Files covered by LU50-11-05, see item # 1 above.

Excludes Temporary Permit Files covered by LU50-11-18, see item # 7 above.

	Cutoff: Completion of permit 

Retention: Permanent 


	Disposition Action: Archival – Permanent Transfer 

ESSENTIAL
	
	Conditional/Special Use Permits 

LUD-01-001
	LU50-16B-04

	9. 
	Critical Area Alteration Exception Files  
Records documenting exceptions made for specific permitted activities that are required to adhere to the zoning code standards related to critical areas buffers to a particular (real) property. 

Includes, but is not limited to:
· Critical Areas Alteration Exception Application;
· Critical Area Alteration Exception Letter;
· Review Reports (i.e.; ecological, geologic, wetland & stream, etc.);
· Site Plans identifying critical areas or lack thereof;
· Inspection reports related to zoning;
· Water/Sewer Availability Certificate;
· SEPA Environmental Checklist; 
· Decision - SEPA Threshold Determination

	Cutoff: Final decision issued and end of appeal period* or conclusion of appeal process, whichever is later

Retention: Permanent 

*Transfer to King County Archives 10 years after cut-off for permanent retention and preservation
	Disposition Action: 
Archival – Appraisal Required

	
	Land Division and Development Background/Reference Files

LUD-03-003
	LU50-11-24

	10. 
	Boundary Line Adjustments, Lots, Plats, Short Plats 
– Land Determination & Segregation Files
Documents related to DPER's preliminary determination of land determination, segregation and development conditions. Includes land use developments such as subdivisions (plats, short plats), planned unit development, planned development districts, binding site plans, master planned resorts, major industrial developments, and new fully contained communities. Plat approval is valid for 5 years. (5 years date of issuance of decision, unless appealed and requires hearing examiners meeting which they decide)

Includes, but is not limited to:
· Plats, 
· Short Plats may include SEPA records such as: SEPA Checklist; SEPA Determination of Significance (DS) or Mitigated Determination of Non-Significance (MDNS); Notice of SEPA Decision and SEPA Threshold Determination;
· Boundary Lines Adjustments;
· Condominium Conversion;
· Legal Descriptions of Lots; 
· Lot merger;
· Separate Lot Reviews.

Excludes Recorded Documents that are managed by the Recorder’s Office covered by AU52-03B-01R1, see DES-RALS-Records’ Office Retention Schedule.
	Cutoff: 
Final decision issued and end of appeal period or conclusion of appeal process, whichever is later

Retention: 10 years 




	Disposition Action: Archival – Permanent Transfer
	
	Land Division and Development Final Determination Files

Land Division and Development Background/Reference Files

LUD-03-006
	LU50-11-11
& LU50-11-24

	11. 
	Mining Permits 
Records that document the review, approval or denial and issuance process for mining permits that regulate mineral extraction, materials processing within unincorporated King County. 

Includes, but is not limited to:
· Application;
· Notice of Application or Incomplete Application;
· Clearing/Grading Permit, Permit Conditions
· Notice of Proposed Land Use Action
· Affidavit of Posting;
· Permit Extension Notification, Permit Extension Approval;
· Summary of Charges for DPER services;
· SEPA Checklist; SEPA Determination of Significance (DS) or Mitigated Determination of Non-Significance (MDNS); Notice of SEPA Decision and SEPA Threshold Determination;
· Site Plans and Maps including Grading Plan, Site Cross Section Plan, Conditions & Details, Topography Plan, Vicinity Map;
· Technical Information Report (TIR);

	Cutoff: Site reclaimed or permit closed (with conditions met), whichever is later 

Retention: 25 years
	Disposition Action: 
Archival - Appraisal Required
	
	Mining Permits 

LUD-01-009
	LU50-11-11

	12. 
	Shoreline Management Master Plan and 
Amendments
Records created, received and used in the process 
of developing, managing and amending the 
Shoreline Management Plan for the County. 

Includes, but is not limited to:
· The Plan and amendments to the plan;
· Maps, drawings and photographs that provide the official representation of the Shoreline 
Management Master Plan;
· Zoning boundaries and shoreline management boundaries.
· SEPA could be triggered here 75% of time 

	Cutoff: Date of last action

Retention: Permanent 

*Transfer to King County Archives 2 years after cutoff date to ensure permanent retention and preservation.
	Disposition Action: Archival - Permanent Transfer 

 ESSENTIAL
	
	Shoreline Management Master Plan and Amendments

LUD-03-002
	LU50-16-05

	13. 
	Shoreline Substantial Development Permits 
Permit materials used to ensure development 
along shorelines is consistent with the goals and 
policies of the County's Shoreline Master Program. 

Includes, but is not limited to: 
· Pre-application meeting summaries;
waivers forms;
· Plat certificates or title reports;
· Land use permit master application forms;
· Environment checklists;
· Project narratives;
· Neighborhood detail maps;
· Landscape plans, site plans;
· Geotechnical reports;
· Engineering reports, etc.

Excludes Shoreline Management Plans and 
Amendments covered by LU50-16-05, see item 
# 12 above.



	Cutoff: Completion of Permit

Retention: Permanent

**Transfer to King County Archives 6 years after cut-off for permanent retention and preservation
	Disposition Action:  Archival – Appraisal Required

 ESSENTIAL
	
	Shoreline Substantial Development Permits

LUD-01-006
	LU50-11-15

	14. 
	Street Address Assignment Records
Records relating to the assignment of street address, street names within DPER’s jurisdiction.

Includes, but is not limited to:
· Requests for new addresses or street name and modifications to address and street names;
· Documentation of street name and house number and address assignments, such as logs, lists, indexes or inventories;
· Plans or maps that lay out street assignments;
· Project Plans related to assigning street names.

	Cutoff: Until no longer needed for agency business

Retention: Permanent

*Transfer to King County
Archives 6 years after cutoff date for permanent retention and preservation.
	Disposition Action:
Archival – Permanent Transfer

ESSENTIAL
	
	N/A, not currently set up in KC ERMS
	LU2012-076

	15. 
	Variance and Zoning Exceptions and Amendments
Records created, received and used in the process of managing the zoning and land use laws as facilitated by DLS Permitting as the lead agency. Documentation of zoning code exceptions granted to permit applicants. May include permits issued that no work has been started on within 180 days. 

Includes, but is not limited to: 
· Decisions: Approvals / Denials;
· Correspondence with permit applicant.
· Variance review and determinations related to temporary noise;
· Zoning review and determinations related to rezoning, reclassification requests, certification acknowledgements, transferring development rights and site certification, and any site-specific maps, plans, code amendments and shoreline re-designations.
· Zoning Certification letters.

	 Cutoff: Year end

Retention: Permanent 

*Transfer to King County Archives 6 years after cutoff date for permanent retention and preservation.
	Disposition Action: Archival - Permanent Transfer 

 ESSENTIAL
	
	Zoning and Land Use Exceptions/Waivers

LUD-03-003
	LU50-11-21




	General Records

	16. 
	Administrative Polices and Standard Operating Procedures (SOPs)
Documentation of internal policies, procedures and guidelines created by DPER staff, which relate to routine operations of permit and land use activity review and issuance or approval. Records may include standard operating procedures, standard work documents, handbooks, manuals, or any supporting background materials and instructional documentation.

Excludes procedures, instructions and advice sent to (received by) the agency from an outside agency or source.


	Cutoff: Revised or obsolete

Retention: 3 years






























	Disposition Action: 
Non - Archival - Destroy
	
	Administrative Procedures and Instructions

ACO-03-004
	GS50-01-01

	17. 
	General Communications & Staff Meetings 
Communications to or from DPER staff (includes contractors and volunteers) with other DPER or KC employees that are made or received related to DPER services. And records from recurring staff meetings, such as agendas, meeting minutes. 

Communications and meeting topics include, but are not limited to:  
· Referrals from other KC Agencies that direct members of the public to DPER for services;
· Discussions with other DPER staff about the status or progress or a permit or project.

Excludes specific communications or meeting files related to projects or permits that are covered by a more specific records series. e.g.; meeting about or discussing permits conditions with an applicant.

	Cutoff: Year end

Retention: 2 years
	Disposition Action: 
Non - Archival - Destroy
	
	General Office Communications and Staff Meetings

ACO-01-001
	Combo Rule ACO-01-001

GS2010-001 
R3
(General Communication)

GS50-01-43  
R2
(General Meeting Files)

	18. 
	Public Complaints, Requests and Inquiries
Communications from members of the public making a general complaint, request or inquiry about DPER and general permitting, fire services land use policies, rules, regulations as well as the associated response from DPER Staff. 

Excludes records covered more specifically on this schedule or covered on other DPER Specific Schedules such as:
· Complaints, inquiries or requests related to specific permits or projects, those should be included in the main permit file or project file. 
· Complaints, inquiries or requests related to specific licenses or applications, those should be included in license file, see DPER-Permitting Services Retention Schedule;
· Complaints, inquiries and requests related to specific Code Enforcement Cases which are covered by GS2012-026, see DPER/Code Enforcement Retention schedule;
· Public Records Act Requests covered by GS2010-014 R2, see DPER/Customer Service Retention Schedule.

	Cutoff: End of year in which the issue was resolved

[bookmark: _GoBack]Retention: 3 years
	Disposition Action: 
Non - Archival - Destroy
	
	Public Complaints and Requests for Agency Action

PRE-01-001
	GS50-01-09R2

	19. 
	Transitory Records 
Public records that only document information of temporary, short-term value, and provided that the records are not needed as evidence of a business transaction; and, not covered by a more specific records series. 

Includes, but is not limited to: 
· DPER Generated Forms and Publications – Copies (Copies of unused forms) 
· Brainstorming and Collaborating (Notes, white board collaboration notes, post-its, flip charts) 
· Contact Information (external clients or stakeholders) 
· Drafting and Editing (Preliminary drafts if they do not document decision making or substantive changes) 
· Electronic documents when printed version is finalized with inked signature 
· General Information – External (FYI information received from external sources) 
· Unsolicited Materials/Publications
· Basic/routine short-term communications that do not document decision making or agency actions and not covered by another category
· Internet Browsing History (cookies/cache) 
· Organizing/Monitoring Work in Progress (to-do lists; working notes) 
· Notes used for data entry; raw stats/survey responses consolidated into a larger report or record if not required for other uses
· Reference Materials (gathered from external sources which do not provide evidence of agency work) 
· Secondary (Duplicate) Copies
	Cutoff: Retain until no longer needed

Retention: None
	Disposition Action: 
Non - Archival - Destroy
	
	N/A

Records Managed Outside of KC ERMS
	Note: destruction
documentation is not required for Transitory Records.

Refer to KC General Retention Schedule for entire list of transitory records and DANs.
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