ITD/RECORDS MANAGEMENT DIVISION

RECORDS DISPOSAL REPORT FOR DEPT-

DIVISION-
RECORDS TOTAL
CONTROL RETENTION
NUMBER RECORD SERIES TITLE YEARS
010201 AUDIT REPORTS (AUDITOR WILL TRANSFER) 1 CR+1
010301 TRAVEL REQUESTS/AUTHORIZATIONS 3
010401 BUDGETS (OMB WILL TRANSFER) CB2P
010402 EMERGENCY COMMISSION REQUESTS 3 ACFY
010601 BANK STATEMENTS/DEPOSIT RECORDS 3 ACFY
011001 TAX REPORTING DOCUMENTATION 13
011002 YEAR-END CLOSING PACKAGES CBPB
011201 FIXED ASSET INVENTORY ubD
011202 SURPLUS PROPERTY 3 ACFY
011203 END OF FISCAL YEAR FIXED ASSET INVENTORY 3 ACFY
011301 LEDGERS/JOURNALS 3 ACFY
011501 PURCHASE ORDERS/REQUISITIONS 6
011502 ACCOUNTS PAYABLE 3 ACFY
011503 WORKERS COMPENSATION 3 ACFY
011504 PURCHASE ORDERS ISSUED FROM A CONTRACT 6 LOC+
011505 PURCHASING CARD RECORDS 3 ACFY
011601 PAYROLL RECORDS 5
011602 EMPLOYEE PAYROLL FILES 6 ALA
011801 RECEIPT BOOKS/REMITTANCE LISTS 3 ACFY
011802 ACCOUNTS RECEIVABLE 3 ACFY
012101 INTERDEPARTMENTAL BILLINGS 3 ACFY
100101 STATE AGENCY CORRESPONDENCE (GOV/AG DIR TRANS 2
180401 EEOC COMPLIANCE RECORDS 4

260101 NEWSLETTERS/PUBLICATIONS WA
260102 NEWSLETTERS/PUBLICATIONS (INTERNAL DISTRIBUTI WA
260201 HISTORICAL AUDIO/VISUAL MATERIALS WA
260501 SPEECHES WA
260601 PRESS RELEASES 3 cr¥+3
300101 CONTRACTS, LEASES, AGREEMENTS, & COMPETITIVE 6 +LOC
300102 CONTRACTS, LEASES, AGREEMENTS, NOT EXECUTED 3
300601 EMPLOYEE BONDS 3 AE+3
430101 EQUIPMENT FILES 3 +LOE
440101 FORMS MASTERS uD
450101 GENERAL CORRESPONDENCE (GOV WILL TRANSFER) 1
450102 ELECTRONIC COMMUNICATION RECORDS ACM
450104 OPEN RECORDS REQUESTS 2
470101 TNSURANCE POLICIES PERM
470201 TINSURANCE POLICY BACKUP INFORMATION 6 LA+6
470301 TNSURANCE POLICY CLAIMS ACM
470302 WORKERS COMPENSATION CLAIMS 4
470401 NOTARY PUBLIC DOCUMENTATION 1 AE+
500101 ADMINISTRATIVE CODE/RULES (ATTY GEN TRANSFER) 10
500401 LITIGATION FILES 6 ACC
500501 ATTORNEY GENERAL OPINIONS (ATTY GEN TRANSFER) ubD
500701 EXECUTIVE ORDERS/PROCLAMATIONS{(GOV TRANSFER) uD
550201 LEGISLATION CR+2
600201 HIRING PROCESS/RECRUITMENT RECORDS 6 ACM
600601 EMPLOYEE FILES 6 ALA
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DIVISION- 1 - GENERAL RETENTION SCHEDULE
RECORDS TOTAL TRANSFER MICROFILM * % % % % DISPOSE OF * # # * &
CONTROL RETENTION THIS YEAR TO THIS THIS MONTH/YR USE THIS
NUMBER RECORD SERIES TITLE YEARS INACT. STORAGE YEAR AND BEFORE METHOD
600602 EMPLOYEE MEDICAL FILES 6 ALA 2003 ALA SHREDDER
600701 LEAVE RECORDS 6 2003 LAND FILL
600901 JOB DESCRIPTIONS 6 UD+6 2003 UD+6 LAND FILL
600902 PIQS/RECLASSIFICATION REQUESTS 6 UD+6 2003 uD+6 LAND FILL
601001 EMPLOYEE ASSISTANCE PROGRAM RECORDS 3 2006 SHREDDER
601502 BACKGROUND CHECKS/INVESTIGATIONS 6 2003 SHREDDER
650301 INFORMATION TECHNOLOGY PLANS(ITD TRANSFER) 1 CR+1 2008 CR+1 LAND FILL
650302 ORGANIZATIONAL CHARTS 3 uD+3 2006 UD+3 TO ARCHIVES
650303 CONTINUUM OF OPERATIONS/DISASTER RECOVERY PLA uD uD SHREDDER
650401 RECORDS RETENTION SCHEDULES ubD ubD LAND FILL
720101 REFERENCE MATERIAL uD uD LAND FILL
750401 SAFETY/SECURITY PLANS ubD ubD SHREDDER
750402 RISK MANAGEMENT PROGRAM RECORDS 3 ACFY JUNE 2007 ACFY SHREDDER
801201 PROJECT DOCUMENTATION 3 APC 2006 APC TO ARCHIVES
850601 EMPLOYEE CALENDARS 13m0 13MO0 LAND FILL
900201 BIENNIAL REPORTS (SEC OF STATE WILL TRANSFER) CBPB JUNE 2007 CBPB LAND FILL

970101 VENDOR INFORMATION uD uD LAND FILL



