Records Management Guidance

Records Lifecycle Flowchart

Use this guide to determine what steps to take for records in any format that need to be cleaned up, disposed of,
moved, or otherwise managed. The first step is to determine whether the records are transitory or have retention

value.
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https://cdn.kingcounty.gov/-/media/king-county/depts/executive-services/records-management/rm/rm-guidance-transitory-records.pdf?rev=b91bb0edbe27434ea892cd15beca57d9&hash=EE50DD37EC3C4C8A56D584CA0DD7328D
https://cdn.kingcounty.gov/-/media/king-county/depts/executive-services/records-management/rm/rm-guidance-sharepoint-and-teams.pdf?rev=cdb8ee9f93234c5a80fdc4082ac5199b&hash=04A946333637782A11A609FD130AD64C
https://cdn.kingcounty.gov/-/media/king-county/depts/executive-services/records-management/rm/rm-guidance-sharepoint-and-teams.pdf?rev=cdb8ee9f93234c5a80fdc4082ac5199b&hash=04A946333637782A11A609FD130AD64C
https://cdn.kingcounty.gov/-/media/king-county/depts/executive-services/records-management/cm/cm-guide-filing-process-overview.pdf?rev=0086cc583f634fad9db11eca1e276281&hash=941F08BA70B401C28EAAD0C69908499E
https://kc1.sharepoint.com/:x:/r/teams/KC-RecordsManagementNetwork/Shared%20Documents/General/Tools%20from%20Records%20Management%20Program/Sample-Record-Inventory.xlsx?d=w1ad48ade0ea44cbe90f1aec21e5a353b&csf=1&web=1&e=8vE340
https://kingcounty.gov/en/dept/executive-services/data-information-services/records-management/content-manager/get-started
https://kingcounty.gov/en/dept/executive-services/data-information-services/records-management/resources
https://kingcounty.gov/en/dept/executive-services/data-information-services/records-management/resources
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Inactive
(Reached the Cutoff 9
Date and are no longer

used frequently. They are still
within their retention period and
cannot be disposed.)

Electronic/Digital Physical/Paper
Records Records
Send to the

File to Content
Manager

Content Manager is E
designated by Executive Policy
as the official repository for all
inactive electronic records. It is
also the only county system
approved by the Washington
State Auditor to store records
created in a digital format.

View the Filing Process
Overview for the steps and

options.

Records Center

Inactive boxes must be entered
in Content Manager. All records
must meet Records Center

requirements:

e atleast one year left of
retention period

e one category per box

e only approved box and
labels

e no binders, hanging file
folders, or binder clips

Past Retention
(Have met the end of
their retention period as
defined on a retention
schedule.)

>

Disposition Request Form

Fill out a form within Content Manager. If the records are

not archival, you can delete or destroy them yourself after
receiving approval by email. Physical records can also be picked up
and destroyed by the Records Center.

If the records are archival or potentially archival and in an electronic
format, you should instead file the records to Content Manager.

Review Disposition of Records for more details.
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https://cdn.kingcounty.gov/-/media/king-county/depts/executive-services/records-management/cm/cm-guide-filing-process-overview.pdf?rev=0086cc583f634fad9db11eca1e276281&hash=941F08BA70B401C28EAAD0C69908499E
https://cdn.kingcounty.gov/-/media/king-county/depts/executive-services/records-management/cm/cm-guide-filing-process-overview.pdf?rev=0086cc583f634fad9db11eca1e276281&hash=941F08BA70B401C28EAAD0C69908499E
https://www.kingcounty.gov/depts/records-licensing/records-management/send-a-box.aspx
https://www.kingcounty.gov/depts/records-licensing/records-management/send-a-box.aspx
https://cdn.kingcounty.gov/-/media/king-county/depts/executive-services/records-management/cm/cm-guide-disposition-request.pdf?rev=0088bccb921e49bf95dab7c8914f4431&hash=1C5D4657553CC1E89D8C60632B75586E
https://cdn.kingcounty.gov/-/media/king-county/depts/executive-services/records-management/rm/rm-guidance-dispositions.pdf?rev=f9143c396a3f4c3895b298d502955056&hash=4A97F3C4DE3BFBFFA5FA285009A08293
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Retention Schedules

The best tool to determine where records fall in the flowchart on the previous pages is the retention schedule. Locate
the retention schedule corresponding to your Department-Division-Section; which is also the list of the categories you

have access to in Content Manager. The appropriate retention category is always based on the content and function of
the record. If you do not have access to the correct category in Content Manager, do not choose a different one.
Instead, reach out to your Records Management Lead or contact records.management@kingcounty.gov to have the
appropriate category added.

3

Owner Category Title and Description Cutoff Retention itional Retention  Archival Essential? Disposition State Series
izati Period Designation Authority Title
Number (DAN)
DES-RALS- CONTRACTS, AGREEMENTS AND Termination 6 years Mot Archival | Yes GS50-01-11R5  Contracts And
{ARMMS) WARRAMTIES - Various contracts and or expiration Agreements -
Archives, agreements signed by ARMMS and one or of General
Records mare parties that set out terms and contract/agre
Management | conditions to which the signing parties agree| ement and
and Mail or submit. Examples include: Lease completion of
Services agreements with Fleet Services for Records || contract
Center and Mail Services vehicles; Contracts | requirements

with Content Manager vendor for system
support and products; Mail Services
equipment and postage suppliers, etc.
Specific records may include the signed
instrument, change orders, and
administrative records needed to document
the signatories’ compliance with the terms of
the contract.

Hint: you can use a tool like a Date Calculator (external link) to ensure you are calculating the correct disposition date. It
can also be helpful to create a simple inventory/spreadsheet to be certain you are calculating dates correctly and taking
appropriate actions (here is a basic example of what that could look like). You can also review a glossary of records
management terms.
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