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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

Natural Resources and Parks/Wastewater Treatment/Finance and Administration
	2.  DEPARTMENT-DIVISION-SECTION [DDS] 
 DNRP-WTD-F&A
	3. TOTAL NUMBER OF PAGES
11
	4. DATE LAST MODIFIED
11/7/2019

	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 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.  




	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 NUMBER(S)]

	1. 
	Asset Acquisition and Ownership Records
Records documenting acquisition/ownership of Wastewater’s capitalized, non-real property assets and non-tracked assets that are tagged or tracked (small and attractive assets, etc.).

Non-real property capital assets may include, but are not limited to:
• Vehicles, machinery, computers, equipment, furniture;
• Intellectual property (copyrights, patent rights, trademarks, etc.);
• Works of art and historical treasures;
• Easements, rights-of-way received by the agency;
• Water and timber rights received by the agency.
• Appraisals (statement of value);
• Purchase offers for agency assets which are declined by agency;
• Legal ownership documentation (included copy of vehicle title if original is transferred to new owner.)
	Cutoff: disposition of asset or until completion of State Auditor’s Examination Report, whichever is sooner 

Retention: 4 years 

	Disposition Action: 
Not Archival - Non Archival
	
	Asset Acquisition and Ownership Records

ASM-09-008
	GS2012-030

	2. 
	Audit Reports and Findings 
Final report of audit findings. May also include the Wastewater Treatment Division’s official response.
	Cutoff: audit report completed, and all required corrective action taken

Retention: 6 years

	Disposition Action: 
Archival – Appraisal Required
	
	Audit Reports and Findings

AUD-01-003 
	GS50-03F-02

	3. 
	Budget Forecasts and Status Reports 
Includes all types of periodic budget status reports compiled by all units of the Wastewater Treatment Division as per statute, charter, or internal policy.
	Cutoff: year-end or until completion of State Auditor’s examination report 

Retention: 3 years 

	Disposition Action: 
Not Archival - Destroy
	
	Budget Development Files

BUD-01-002
	GS50-03D-06

	4. 
	Collections Files 
Records relating to financial disputes and attempts to collect funds, where not related to real property ownership, and where litigation has not commenced. Includes, but is not limited to: Accounts receivable and payable; Correspondence, research, invoices/statements, notices, proof of mailing, account closure; Damage and loss claims (purchasing); Lien filings (and releases) and other actions; Settlement documentation; Warrants/checks returned due to non-sufficient funds (NSF). Excludes records covered by: Appeals Hearings - Local Decision-Making Bodies (General) (DAN GS2011-173); Evictions, Liens, Foreclosures, Condemnations (DAN GS55-05A-09). Note: If litigation commences, these records become part of the litigation case file.

	Cutoff: issue resolved

Retention: 6 years 
	Disposition Action: 
Not Archival - Destroy
	
	Collection Files 

FIN-01-004


	GS50-03B-14R3

	5. 
	Communications – General
Internal and external communications to or from employees (includes contractors and volunteers), that are made or received in connection with the transaction of county business, and that are not covered by a more specific records series 
 
Includes all communication types, regardless of format (examples: letters, memos, e-mail, web sites/forms/pages, instant messages, social networking posts and comments, etc.)

Includes but is not limited to requests for and provision of information/advice and county-initiated information/advice.  

 Excludes the provision of routine/administrative information (i.e. office hours or locations) (Transitory).

Excludes communications of, or on behalf of, department heads, division heads or elected officials (see category ACO-01-002).  

Note: Information/advice published online by the agency continues to be “provided” until the date it is removed/withdrawn.
	Cutoff: year end 

Retention: 2 years

	Disposition Action: Not Archival – Destroy  
	
	General Office Communications and Staff Meetings

ACO-01-001

	GS2010-001R3




	6. 
	Contracts-Sewer and Water System 
Records related to the administration of consumer contracts for residential sewer connections to the County owned and maintained sewer system. 

Records include Sewer Use Certificates and related materials. 
	Cutoff: life of facility  

Retention: 6 years

	Disposition Action: Not Archival – Destroy  
	
	Project Files Water and Sewer System Documentation 

CON-01-005
	UT55-06A-19

	7. 
	Financial Transactions and Reporting
Activities related to the creation of financial records of Wastewater Treatment Division business transactions and the preparation of statements concerning the assets, liabilities, and performance of the county.

Includes, but is not limited to: benefits, insurance and medical reports. Encompasses all reports from accounting systems in the county including financial statements, payroll reports and copies of CAFRs (Comprehensive Annual Financial Reports).


	Cutoff: year end 

Retention: 6 years

	Disposition Action: Not Archival – Destroy  
	
	Financial Reporting
 
FIN-01-005
	GS2011-184R3

	8. 
	Grant Administration Records 
Records documenting all resources received and expended by Wastewater for grant-funded projects. Includes, but is not limited to: 
· Contracts and agreements (for non-capital assets only); includes negotiations, compliance monitoring, etc.; 
· Documents supporting purchase/acquisition/construction and disposition/sales prices; 
· Financial statements and reports (cash receipts transmittals, daily cash report/summary, expenditure transactions, treasurer/finance officer reports, etc.); 
· Grant/scholarship announcements, applications, evaluation summaries, award notifications, etc., for funds awarded or received by the local government agency such as RainWise or WaterWorks grants; 
· Project cost/expenditure tracking record (staff time, etc.); 
· Registers and journals for all funds and functions (including numerical listing of checks/warrants/vouchers, etc.); 
· Revenue bonds and coupons, registers, etc.; 
· Trust indenture, loan agreement, etc. 

	Cutoff: final bond payment or 6 years after completion of levy/grant project or terms of grant agreement, whichever is later 

Retention: 6 years 
	Disposition Action: Not Archival - Destroy 
	
	Grant Administration Records 

FIN-01-017 
	GS2011-183R2 

	9. 
	Grant Reports and Deliverables
Records that serve as the reports on or outcomes of bond, levy or grant funded projects.  Includes, but is not limited to: final reports, periodic reports, progress statements, pamphlets, brochures, event photographs, etc.


	Cutoff: submission of final report or for period required by grant/program, whichever is later 

Retention: 6 years 
	Disposition Action: Potentially Archival – Appraisal Required 
	
	Grant Reports and Deliverables 

FIN-05-003 
	GS50-03C-02R1 

	10. 
	Low Income, Senior Citizen and Disability Discounts
Records that document low income and/or senior citizen discounts given for county services.  Includes applications for low income/senior discount/rate reduction.
	Cutoff: completion of transaction or termination/expiration of instrument 

Retention: 6 years

	Disposition Action: 
Not Archival – Destroy 
	
	Low Income, Senior Citizen and Disability Discounts

FIN-01-014
	GS50-01-11R4

	11. 
	Payroll Supporting Documents
Records that are used to document status of and adjustments to payroll accounts.  

Includes, but is not limited to:
Detail reports, year-to-date costs and cumulative summary expense reports;
Listings of payroll deductions;
Status of and adjustments to accounts;
Payroll distribution, warrant distribution log/sheet, etc.
Reports and transmittal of funds to state agencies (such as Departments of Retirement Systems (DRS), Labor & Industries (L&I), Employment Security (ESD), etc.).

	Cutoff: year end 

Retention: 4 years 
	Disposition Action: Not Archival - Destroy 
	 
	Payroll Supporting Documents

FIN-08-006 
	GS50-03E-02R1 

	12. 
	Rate and Billing System Development Documentation
	Cutoff: completion of rate schedule

Retention: 6 years

	Disposition Action: 
Not Archival – Destroy
	
	Rate and Billing System Development Documentation

PUT-02-003
	UT55-05B-20

	13. 
	Research/Program Reports, Studies, Surveys, Models and Analyses 
Master copy of research/program reports, studies, surveys, models, and analyses held by the creating agency. 

Includes reports published by the Wastewater Treatment Division, reports by consultants hired by the county, and publications of joint projects supported by King County Government. Examples include published studies and reports, fact sheets, pamphlets, and brochures.


Excludes reports covered by GS2012-028 R1 and data extracts/printouts covered by GS50-02-04 R1.  

Excludes reports related to data sharing agreements or grants, which should be managed per the terms of the agreement/grant. 

	Cutoff: superseded or obsolete, then contact the King County Archives for appraisal and transfer of selected records


Retention: 6 years after 


	Disposition Action: Archival- Appraisal Required
	
	Research/Program Reports, Studies, Surveys, Models and Analyses

ACO-02-002


	GS50-01-32R1




	14. 
	Supervisor’s Working Files
Records compiled by supervisors about the progress, conduct and performance of employees under their supervision.  Records are only used to support the ongoing supervision of the employee and exclude records that belong in the official personnel file; that document misconduct investigations or corrective action; or that document employee complaints/grievances.   

Includes, but is not limited to: copies of performance evaluations; workplace expectations, documents related to long-term performance or career goals, emergency contact information, employee coaching documentation; advice or guidance received about ongoing issues relating to the employee; performance monitoring, etc.

Excludes records needed to support completion of annual performance evaluations (see Performance Evaluation Background Files).  
	
Excludes Doctor’s notes or any other medical certification, workers compensation claim documents, including the supervisor’s report on the injury, any formal or informal legal claim by or about the employee, the employee’s I-9 form, any workplace investigation materials regarding the employee, background investigation reports, personality or other test results, any non-job related information/personal information about the employee, etc. These records should be transferred to the staff member or agency that retains your human resources records (including personnel files) rather than retained in the Supervisor’s Working File.  
	Cutoff: 
no longer supervising employee

Retention: 3 years 


	Disposition Action: Not Archival - Destroy 
	
	Supervisor’s Working Files

PER-06-010

Records Managed Outside of Content Manager
	GS50-04B-31R1

	15. 
	Transitory Records
Transitory records contain information that is required for only a short period of time to facilitate the completion of a routine action or the preparation of a subsequent record.  Transitory records are not required to document the County’s decisions, actions, or legal obligations. Includes, but is not limited to:
Miscellaneous notices or memoranda which do not relate to the functional responsibility of the agency (notices of community affairs, employee meetings, holidays, etc.);
Preliminary drafts of letters, memoranda, reports, work sheets, spreadsheets, presentations, and informal notes, etc., which do not represent significant basic steps in the preparation of record document(s);
Routing slips used to direct the distribution of documents;
Data entry forms, notes, tapes, and mechanical records, after they have been transcribed into typewritten or printed form on paper or microfilm;
Letters of transmittal, which do not add any information to the transmitted materials.
	Cutoff: when no longer needed for agency use, then destroy

Retention: 0 years
	Disposition Action:
Not Archival - Destroy
	
	N/A
	Refer to General
Records Retention
Schedule for complete
list of DANs in this
series.

Note: destruction
documentation is not
required for transitory
records.

	16. 
	Work Plans 
Plans describing work to be performed by sections and other sub-units of divisions, including timelines and areas of responsibility for specific actions. 

Excludes county-wide, department-wide or division-wide strategic plans covered by GS2010-080. 
	Cutoff: when revised or obsolete  

Retention: 2 years 
	Disposition Action: Not Archival - Destroy 
	
	Work Plans 

ACO-04-004 
	GS50-01-38R2
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