
WASHINGTON STATE
H UNIVERSITY RECORDS RETENTION SCHEDULE

REFERENCE: RCW 40.14

PROCEDURES, RECORDS, AND FORMS
PULLMAN.WA 99164-1225

(509) 335-2005

>VSU t3Q?-PAFOOl -OSOG

AGENCY NO.

365
AGENCY TITLE

Washington State University

RECORDS COORDINATOR CONTACT NAME

Kathy Stihveil

ITEM
NO.

1

2

3

4

STATUS
(No change ST

no box is checked.)

Q NEW
Q REVISED
a DISCONT'D

d TRANSFER

D NEW
[3 REVISED
8 DISCONT'D

D TRANSFER

d NEW
a REVISED

a DiSCONTD
a TRANSFER

D NEW
3 REVISED
D DISCONT'D

Cj TRANSFER

Cl NEW
3 REVISED
Q DISCONT'D

Q TRANSFER

D NEW
a REVISED
D DISCONT'D

D TRANSFER

D NEW
D REVISED
d DISCONT'D

D TRANSFER

OFFICE NAME

WSU Extension

RECORDS COORDINATOR SIGNATURE

TFTLE/DESCRIPTION

Fhis revised retention schedule completely supersedes any and all previous schedules for
•ecords unique to this office. Refer to the AII-University Schedule in BPPM 90.01 for
'etention periods of records common In many tJnivcrsily offices.

:IVIL RIGHTS DOCUMENTS*
'rovides a record of civil riehls materiais, c.g.. documents related to equal ttinploymcnt opportunity
EEC). Americans with Disabilities Act (AUA). ethnicily cl'lbrls. compliance and noiification efforls.
ised for audit purposes and to compile annual county reports to ttie state Human Rights Commission
md Higher Educational Coordinating Board. and the federal Department of Agriculture.

This series is discontinued and repSaccd by Rcporliiig/Filing (Mandaiory) - Empioymcnt-Rclated
DAN GS 03056; see AII-Univ Recs Rccn Schcdulc-Payroll/Pers Recs table in BPPM 90.01.)

FEDERAL PLAN OF WORK;"
itatc and county report describing activities to be undertaken.

For internal WSU Extension purposes: These records are retained in the WSU Extension
associate Vice President and Dean's ol'fice.)

FEDERAL REPORTS OF ACCOMPIJSHMEN'T*
\ summary of activities conducted by state and county offices.

.For internal WSU Extension purposes: These records are retained in the WSU Extension
associate Vice President and Dean's ol'lice.)

MARKETING MATERIALS*
Brochures, CDs, and DVDs prepared and distributed to the public to promote the services of
WSU Extension in the communilv.

.For internal WSU Extension purposes: These records are retained in WSU Extension
:ountv offices.)

Jl^iVERSITY RECORDS OFFICER APPROVAL
.The above retention periods have been approved by the Siate Records Committee.

OPR
OR

OFM

3FM

3FM

3F.M

OFM

LOCATION OF
3THER COPIES

USDA
CREES

US DA
Cooperative

Research.

Education, and

Extension
Service

(CREHS)

RECORDS OFFICER NAME

Deborah Bartlett

CONTACT TELEPHONE

335-2933

RETENTION AND
DISPOSITION ACTiON

Retain for 5 years after
end of calendar year.

then destroy.

Retain for 8 years after
end of calendar vcar.

then
Transfer to Archives for
appraisal and selective

retention.

Retain for 2 vears after
end of calendar ', eai',

then
Transfer to Archives for
appraisal and selective

retention.

Retiiin for I year after
end of calendar vcar.

then
Transfer to Archives for
appraisal and selective

retention.

MAIL CODE

6248
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DATE OF SUBMITTAL

Jun 14.2017

DISPOSITION
AUTHOR n-Y NO,

(DAN)

07-12-61650

91-04-47840

revision 1

75-10-J5939
revision 2

08-03-61757

ARCHIVAL DESIGNATiON ;
REMARKS

For internal V/SU id?;icri?.ion

puq?oses: Tnese records arc
retained in WSU Extension

coumv offices. NoUfv

county office records

coordinators of the change

to this series.)

Archival
(appraisal required)

Archival
(appraisal required)

Archiva!
(appraisal required)

ReCDfSQS OF^K;ER SIGM^UR^j

^^o^V \^ck/?» _




