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	Contracts and Agreements
Instruments and Agreements signed by the agency and one or parties that set out terms and conditions to which the signing parties agree or submit.
Reference:  GS 01050 Rev. 2

	
	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 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


	Business/Work Plans
Records relating to plans for the management of the agency’s business divisions/units, projects, assets, workforce, etc., including timelines, performance measures and areas of responsibility. Includes:
· Final plan; 
· Records relating to the development of the plan.
Reference:  GS 09008 Rev. 1


	Legal Advice and Issues
Records relating to legal advice and opinions received by the agency concerning the agency’s actions, statutes, rules, policies and procedures, etc.
Reference:  GS 18003 Rev. 1



	Disbursement of Agency Supplies/Consumables
Records documenting the disbursement of agency supplies (such as office supplies, fuel, parts and other consumables).
Reference:  GS 16010 Rev. 1


	
	
	
	
	

	
	
	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
and can be either deleted immediately or moved to this folder

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. 
Organizing/Monitoring Work in Progress
· Status logs;
· To-do Lists; Tasks within Microsoft Outlook, etc
	
	
	

	
	
	
	Supervisor Files – Performance Evaluations
Records gathered by an employee’s supervisor in preparation for employee’s performance evaluation where there are no performance issues. Reference:  GS 03024 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


	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	Client/Customer Feedback and Complaints
Records relating to complaints/feedback/information/data from the agency’s clients/customers concerning policies, procedures, business practices, customer service, etc.
Reference:  GS 09016 Rev. 1


	

	
	
	
	
	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
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