Records Management Guidance
Destruction After Digitization (DAD) Process

This document provides information about the Destruction After Digitization (DAD) process for King County.

What is DAD?

Destruction After Digitization (DAD) is King County’s approval process that is based on legal
requirements set by Washington State. Case law stipulates that records must be retained in their
native format. However, DAD approval allows you to destroy source paper/physical records after they
have been digitized according to certain requirements.

After approved digitization, the source records are transitory duplicates that can be destroyed at any
time, without the need for further approval or documentation. The digitized versions of the records are
the official records that must be preserved for their legal retention requirements.

Are my records already approved for DAD?

To confirm DAD approval, navigate to the Agency RM Dashboard on the RM Network Teams site. Then
select the Retention Schedule tab, and for each retention category, scroll to the right to the DAD
Approval column. (See screenshot on the last page of this document). Categories with any number
listed there (i.e. 24-DAD-02) are approved. With that number, you can also access the approval
documentation by locating a PDF of the approval in the “DAD Approvals” folder in the same Teams
site.

Categories without a number in the DAD approval column are NOT approved. If you do not have DAD
approval, you cannot destroy paper records that are still within their retention requirements.

How do | get DAD approval?

For unapproved retention categories (including all retention categories with Potentially Archival or
Permanent Archival designations), complete a new DAD Application to the best of your ability and
email to records.management@kingcounty.gov.

What is the “Countywide Blanket” approval?

If your records are in any retention category with a “Not Archival” designation, and the records are
digitized to certain requirements as described on that document, the records are already pre-approved
by 24-DAD-06 Countywide Blanket Approval. If so, you can proceed with digitizing your records and
destroying paper originals; no approval or documentation is required.
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But, for retention categories with any archival designation (including Potentially Archival or Permanent
Archival), or for any other exceptions to the Countywide Blanket Approval, separate approval is always
required.

Note that if your records are covered by the existing Countywide Blanket approval, you are still
encouraged to document your agency’s unique processes.

What are the components of DAD approval?

The primary components of DAD requirements are:

1. Save all records to certain densities (DPI) and formats (such as 300 dpi and PDF/A or TIFF).

2. Complete thorough quality control of all digitized records.

3. Save digitized records in an approved electronic system (such as Content Manager) that complies
with all requirements, including regular back-ups and configuring access as read-only so the records
cannot be altered or deleted by any user.

This is a simplified list, refer to individual DAD approval documentation for a complete list of
requirements.

Who can do the work to digitize or destroy records?

Any county staff member, or county-approved vendor/contractor can digitize or destroy records; if the
processes meet all requirements as described on the DAD approval document. Agencies can also
choose other county agencies that have capacity and can meet the requirements.

My records have a 6-year retention. What file format do | save them to?

Records in retention categories with a total retention of “6 years or less” can be scanned to various
formats, including PDF, PDF/A, TIFF, JPEG, PNG, etc. But records in retention categories with a total
retention of “more than 6 years” must be scanned to PDF/A or TIFF.

If you have records with a 6-year retention period, the distinction depends entirely on the language in
the “cutoff” field on your retention schedule. For 6-year categories with a short-term cutoff (such as
“year end”) they are “6 years or less”, whereas categories with a longer-term or variable cutoff (such as
“disposition of asset” or “termination of employment”) are “more than 6 years”.

For example, the General Office Accounting category (with a total retention of 6 years after year end)
could be scanned to many formats, including PDF. But records in the Personnel Files category (with a
total retention of 6 years after termination of employment) must be scanned to PDF/A or TIFF.
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What about records with a permanent retention period?

Permanent records are eligible for the DAD process; with the requirement that they must be scanned
to PDF/A or TIFF format. In addition, Washington State recommends that agencies with permanent or
“life of the agency” non-archival records should create security microfilm from the digital scans, and
have those security (backup) microfilms transferred to the State’s Security Microfilm vault, per WAC
434-677.

What does “thorough quality control” look like?

I”

There is no “one size fits all” approach and you should decide on a quality control plan that is thorough
and feasible to ensure that the digitized records are complete and legible. The general best practice is
to manually review every 10" image but depending on your project you might need to review more, or
less, frequently than that. Quality control should be completed as soon after digitization as possible.
Best practice is that quality control and filing to compliant system should be completed within 90 days
of digitization.

Where can | store the digitized records?

All digitized records should be stored in Content Manager. Content Manager is King County’s
enterprise records management system and is compliant with all DAD requirements.

Other county systems (such as SharePoint or Teams) are possible, but only if they meet all
requirements including 1) they must be configured as read-only (so records cannot be altered or
deleted by any end user) and 2) records must be associated with their retention requirements.

Non-county systems are only acceptable if King County retains full custody of and access to records;
the vendor has agreed to return all records and metadata to the county, as needed; and all records are
fully backed up, either to the cloud or a physical location at least 50 miles away.

When and how can the paper records be destroyed?

The source paper records can only be destroyed after completing quality control steps and filing to
approved records system. Records without privacy concerns can be recycled and records with privacy
concerns should be shredded. The destruction of source paper records does not require any
documentation or approval.
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Yes, you can proceed with destroying the paper records without further approval or documentation.
The only exception is if you want the Records Center to pick up and destroy the paper records, you will
need to submit a Disposition Request Form in Content Manager.

What if you need any help?

If you have any questions about how to digitize your records or fill out your DAD application, you can
contact the County Records and Information Management Program (CRIMP) at
records.management@kingcounty.gov.

Note too that there might be many other resources available to you, including but not limited to your
Agency Records Officer who will probably be a good resource on how your DAD goals align with other
efforts in your agency.

More details

Benefits of Digitization / Going Paperless

Washington State Requirements for Destruction after Digitization (external link)
Blank Destruction After Digitization (DAD) Application Form

Records Management Network Teams site (with DAD approval documentation)

Location of DAD Approval Numbers

Screenshot of how to locate the DAD Approvals on the Records Management Network Teams site:
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