VAULT FOLDER STRUCTURE and RETENTION EXAMPLES for:    INFORMATION SERVICES 
	MAILBOX DEFAULT:  
3-YEAR RETENTION
	
	30-DAY RETENTION FOLDER
	7 – YEAR RETENTION FOLDER
 (use for 4, 5 & 6 year retention items)
	10 – YEAR RETENTION FOLDER (use for 8 & 9 year retention items)

	30 – YEAR RETENTION FOLDER 

Examples:

	Examples:
	
	Examples:
	Examples:
	Examples:
	

	
	
	[bookmark: _GoBack]

	Routine Work Plans for Administrative Projects
may include: work plans, working files, reports, compiled survey results, charts, diagrams, statistics, research materials, drafts  and other documentation related to conducting minor/routine studies and planning.
Does not include planning or studies conducted in response to legislative order executive order federal requirement. OR projects with agency-wide impact.   Reference: GS 09008 Rev. 1

	
	Helpdesk Requests and Responses includes:
· help desk requests and the responses to those requests
· information on the use of computer equipment for delivery, security and other purposes                
Note: the required retention has changed – Effective June 2016 Helpdesk Requests can be destroyed after finalization of request.
Reference: GS 14029 Rev.1    

	Project Files - records documenting a project with innovative or historical significance: includes team meeting minutes, notes, progress reports, research, correspondence, presentation materials, cost estimates, implementation plans and final reports - filed as part of the project subject.
(requires retention of record for 6 years after the end of the project, then transfer to State Archives)
	Correspondence/communication related to Acquisition and Disposal of Assets (other than real property) 
(requires retention of record for 6 years after disposal of asset) 

This item needs work and discussion

	Correspondence/communication related to Authorization – Systems/Telecommunications Access  (requires retention of record for 6 years  after end of fiscal year in which  user account/access was terminated) Reference: GS 14012 Rev.1



	
	
	Supply and Equipment Requests internal agency documents used to request the purchase of supplies and equipment. (retain for 30 days after date of receipt)                       Reference: GS 06001 Rev. 1

	
	
	

	Employee Recruitment records documenting the entire process used in recruiting and hiring new employees.
(requires retention of 3 years after position is filled)        
Reference: GS 03012 Rev. 1
	
	
	
	
	Applications/Systems – Technical Design
records relating to the technical design of the agency’s computer software applications, databases and websites (internet and intranet). Includes but is not limited to: 
· Design documentation/detail;
· Database schema and dictionaries;
· Source code;
· System and program change descriptions and authorizations;
· Development plans (for testing, training, conversion and acceptance;
· Release notes;
· Operational and user instructions;
· Acceptance testing.

	
	
	Transitory Records
Correspondence and communications that are of basic/routine/short-term information. They:
· do not document agency decisions;
· are not used as the basis of agency decisions/action; and
· are not covered by a more specific records series. 
They can either be deleted immediately, or when they are no longer needed for agency business.   Need more information? Reference:  the State Governments General Records Retention Schedule (GS) pages 123 -132:

https://www.sos.wa.gov/archives/recordsmanagement/state-agencies-records-retention-schedules.aspx



Examples of transitory records:
General announcements: 
· Status of Supplemental Budgets email from Don Hoch to all employees
· Come celebrate Harley’s birthday! Coffee and cake during break!
Personal email:
· Here is the information you requested. Your annual leave balance is …
Redirecting an email:
· An email was sent to you in error. After you forward it to the correct employee or department, you may delete the copy you received and the email used to forward it. 

	
	Applications/Systems – Implementation Projects
Records relating to the implementation of the agency’s computer software applications, databases and website (internet and intranet).  
	

	Employee Calendars 
calendars documenting day-to-day meetings and other work-related appointments
(does not include calendars of elected officials or agency heads)   Reference: GS 09023 Rev. 1
	
	
	
	
	

	
	
	
	Correspondence/communication related to Security Incidents and Data/Privacy Breaches  (requires retention of record for 6 years  after matter is resolved.)
	
	

	Provision of Advice, Assistance or Information
Internal and external correspondence/communications relating to the request/agency-initiated advice, assistance or information - (requires retaining for 2 years after communication received or provided)
Reference: GS 09022 Rev. 1
	
	
	
	
	

	Minutes and files of general office meetings (examples: meetings for coordinating activities; work out problems; serve as a sounding board; serve as vehicles for communication)   Reference: GS 09009 Rev. 1
	
	
	
	
	

	Correspondence/communication related to allowing the temporary use of Agency Facilities, Equipment, and/or Vehicles, is to be retained for 3 years after the asset is returned/use completed.   Reference: GS 07003 Rev. 1
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