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DANNo RecordSeries Archival Essen Divisions
09-09-62116 |Emergency Operations Center Activations — Levels 2 and 3 COMM,EMD
09-09-62117 [Emergency Operations Center Activations — Level 1 X COMM, EMD
10-12-62350 |Camp Murray Security Incident Reports Security
10-12-62351 (Building Check Sheet Security, WYCA
10-12-62352 |Camp Murray Vehicle/Equipment/Building Violation Notice Security
11-04-62442 |WSG Personnel Files WASG
12-06-68278 [Washington State Emergency Plans X X EMD
15-06-68752 |Local Emergency Plan and Program Reviews EMD
77-01-17823 [Mutual Aid Agreements X EMD
77-01-17827 |Emergency Worker Program Requirements X EMD
84-02-33390 |State Emergency Management Training, Exercises and Education Records COMM, EMD
GS 01001 Financial Transactions — General EMD, Finance, WYCA
GS 01003 Financial Disputes and Collections CFMO
GS 01013 Banking — Accounts and Transactions COMM, EMD, Finance, WYCA
GS 01040 Allotment Management and Budget Development X CFMO, WASG, WYCA, Finance, EMD
GS 01050 Contracts and Agreements X CFMO, Finance, WYCA, EMD
GS 01060 Payroll Register X Payroll
GS 01066 Vendor Payment Information EMD
GS 01068 Banking — Deposited Items Finance, WYCA
GS 01069 Tax-Exempt Bonds CFMO
GS 01070 Financial Transactions - Sensitive Cardholder Data Finance
GS 01071 Tax Reporting/Returns - Federal, State, and Local Taxes Finance
GS 01072 Signature Authority/Delegation Records X Finance, EMD
GS 03002 Performance Evaluations — Employee COMM, HRO, WYCA, EMD
GS 03003 Complaints and Grievances — Upheld X EMD, State HRO, WASG
GS 03006 Complaints and Grievances — Exonerated EMD, State HRO
GS 03010 Position History COMM, EMD, HRO
GS 03012 Recruitment — Employee CFMO, COMM, EMD, HRO
GS 03015 Injury Claims CFMO, HRO
GS 03016 Injury Claims — Eye Injuries State HRO
GS 03019 Reduction In Force Files — Agency State HRO
GS 03022 Applications/Resumes — Unsolicited State HRO
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GS 03024 Performance Evaluations — Supervisor Preparation CFMO, COMM, EMD, HRO, WYCA, Finance
GS 03030 Attendance and Leave Records COMM, EMD, Payroll
GS 03031 Payroll Files — Employee Pay History X CFMO, Payroll, WYCA, EMD
GS 03032 Retirement Verification X Payroll
GS 03033 Payroll Processing, Distribution and Reporting EMD, Payroll
GS 03036 Employment Eligibility — U.S. Citizenship and Immigration Services (USCIS) State HRO
GS 03037 Commute Trip Reduction (CTR) Program State HRO
GS 03039 Employee Medical and Exposure Records State HRO
GS 03040 Exit Interview — Personnel State HRO
GS 03042 Personnel — Employment History Files X EMD, State HRO, WYCA
GS 03045 Voluntary Employee Beneficiary Association (VEBA) State HRO, Payroll
GS 03046 Authorizations/Certifications — Human Resources (General) EMD, State HRO
GS 03048 Benefits Enrollment and Participation EMD, Payroll
GS 03049 Unemployment Insurance Claims State HRO
GS 03050 Safety Records State HRO
GS 03051 Wellness Programs EMD, State HRO
GS 03052 Internal Revenue Service (IRS) Forms — Payroll Payroll
GS 03053 Disclosure of Former Employee Information to Prospective Employers State HRO
GS 03054 Personnel — Health-Related Records (Routine) State HRO
GS 03055 Personnel — Routine Transactions EMD, State HRO
GS 03056 Reporting/Filing (Mandatory) — Employment-Related State HRO
GS 03057 Interagency Transfers State HRO
GS 03058 COVID-19 Vaccination Status Verification Records EMD, State HRO
GS 04001 Internal Controls Reviews Finance
GS 04004 Whistleblower Investigations EMD, IGAP
GS 04006 External audits/reviews of agency EMD, Finance, WYCA
GS 04007 Corrective Actions — Audits CFMO, EMD
GS 04008 Corrective Actions - Audits (Development of Plans) Finance
GS 04009 External Audits/Reviews of the Agency — Interactions EMD
GS 05001 Public Disclosure/Records Requests IGAP, EMD
GS 05003 Media Releases and Coverage X COMM, EMD
GS 05006 Advertising and Promotion COMM, EMD, WYCA
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GS 05008 Celebrations/Ceremonies/Events — Routine COMM, EMD, WYCA
GS 05009 Celebrations/Ceremonies/Events — Significant X COMM, EMD, WYCA
GS 05010 Stakeholder Group Relations COMM, EMD
GS 06001 Supply and Equipment Requests CFMO, WASG, WYCA
GS 06002 Purchase Authority X EMD
GS 06004 Bids and Proposals — Successful CFMO, Finance
GS 07001 Travel CFMO, EMD, Finance, WASG
GS 07003 Use of Agency Facilities/Equipment/Vehicles CFMO
GS 09001 Work Instructions/Desk Manuals CFMO, COMM, EMD, HRO, IGAP, WYCA, Finance
GS 09005 Correspondence - General - OFM, FEMA, DOL, DES letters & memos Finance
GS 09006 Studies (Minor/Routine) CFMO, EMD, WYCA
GS 09008 Business/Work Plans CFMO, EMD, WYCA
GS 09009 Meetings — Staff and Internal Committees CFMO, COMM, EMD, WYCA
GS 09012 Process Improvement IGAP, EMD, WYCA
GS 09014 Labor Union Administrative Files — Agency Relations EMD, State HRO
GS 09015 Labor Union Contracts and Negotiations X State HRO
GS 09016 Client/Customer Feedback and Complaints COMM, EMD
GS 09017 Safety Data Sheets (SDS) or Allowed Substitute Record X State HRO
GS 09018 Project Files WSAG
GS 09022 Provision of Advice, Assistance, or Information EMD
GS 09023 Calendars — Employees (Other than Elected Officials and Agency Heads) CFMO, COMM, EMD, WYCA, Finance
GS 09024 Meeting Arrangements CFMO, COMM, EMD
GS 09025 Meeting Materials — Ballots EMD
GS 09026 Meeting Materials — Members’ Copies/Notes EMD
GS 09027 Strategic Plans — Development EMD, IGAP
GS 09028 Policies and Procedures — Administrative Functions X CFMO, IGAP, WYCA, EMD
GS 09029 Reporting Internally — Routine Program/Project/Work Unit Reports/Statistics CFMO, EMD, IGAP, WYCA
GS 09030 Studies (Major) - Working Papers/Development EMD, IGAP
GS 10001 Strategic Plans - Final (Unpublished) X X IGAP, WASG, EMD
GS 10002 Policies and Procedures — Agency Core Mission X X EMD, WYCA
GS 10004 Governing/Executive/Policy-Setting Body Records X X COMM, EMD
GS 10007 Correspondence WASG
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GS 10009 Rule Making (Washington Administrative Code - WAC) X EMD, IGAP, WASG
GS 10013 Establishment/Development History of Agency/Programs X WYCA
GS 10015 Advisory Body Records X CFMO, EMD
GS 10016 Studies (Major) — Final Reports (Unpublished) X EMD
GS 11001 Transfer of Legal Custody IGAP
GS 11003 Retention and Disposition Authorization CFMO, IGAP
GS 11005 Destruction of Public Records IGAP, EMD
GS 11009 Records Control X CFMO, EMD, IGAP, WYCA
GS 11012 Office Hand Receipts WYCA
GS 11014 Source Records - Imaged/Migrated (Archival) X WYCA
GS 12001 Forms — Development EMD
GS 12003 Forms — Inventory Files EMD
GS 12004 Forms Accountable EMD, WYCA
GS 12005 Forms - Master Set EMD, IGAP, WYCA
GS 13003 Mail Delivery and Receipt Finance
GS 14001 Applications/Systems — Technical Design X EMD
GS 14010 Emergency/Disaster Preparedness and Recovery Plans X COMM, EMD, WYCA
GS 14012 Authorization — Systems/Telecommunications Access X EMD
GS 14020 Audit Trails and System Usage Monitoring EMD, WYCA
GS 14029 Helpdesk Requests COMM, EMD
GS 14031 Network — Design and Build EMD
GS 15008 State Publications X CFMO, COMM, EMD, WYCA
GS 15009 Publications — Development COMM, EMD
GS 15010 Online Content Management COMM, EMD
GS 15021 Catalog X EMD
GS 15023 Collection Control X EMD
GS 16004 Inventories — Supplies, Commodities, and Parts CFMO, EMD, WYCA
GS 16005 Disbursement of Agency Supplies/Consumables WYCA
GS 16008 Inventory - Capital Assets X WASG, Finance, EMD
GS 16011 Operating Manuals X WYCA, EMD
GS 18003 Legal Advice and Issues X EMD, WASG
GS 18004 Litigation Case Files — Routine X EMD
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GS 18006 Compulsory Process Served on the Agency (Not Party to Litigation) EMD
GS 18009 Litigation Case Files — Significant X X EMD
GS 19001 Legislation - Development and Analysis X IGAP, EMD
GS 19002 Legislation/Regulations/Rules - Monitoring/Tracking IGAP, EMD
GS 19004 Reporting to External Agencies (Mandatory) IGAP, EMD, WYCA
GS 21001 Acquisition and Disposal - Assets (Other than Real Property) CFMO, EMD, Finance
GS 21002 Maintenance — Minor Non-Regulated CFMO, WYCA, EMD
GS 21008 Maintenance — Major and/or Regulated X WYCA, EMD
GS 21010 Capital Construction Projects — Routine Buildings/Facilities CFMO, WYCA, Finance
GS 21011 Capital Construction Projects — Significant Buildings/Facilities X CFMO, WYCA, Finance
GS 21013 Authorizations/Certifications Received by Agency X CFMO, EMD
GS 21014 Capital Construction Projects — Project Administration and Process CFMO, WYCA
GS 21015 Facility Systems and Equipment — Installation X CFMO, EMD
GS 21016 Inspections/Monitoring — Regulated CFMO, EMD
GS 21017 Inspections/Monitoring — Routine/Non-Regulated EMD
GS 22001 Training — Arrangements COMM, EMD
GS 22003 Training Files — Employee EMD, State HRO, WASG, WYCA
GS 22006 Training — Development COMM, EMD, IGAP, WASG, WYCA
GS 22007 Training — General CFMO, COMM, EMD, IGAP, WYCA
GS 22008 Training — Mandatory or Certification/Hours/Credit Provided EMD, WYCA
GS 23001 Grants Issued by Agency - Applications (Successful) X EMD, Finance
GS 23002 Grants Issued by Agency — Applications (Denied) EMD
GS 23003 Grants Issued by Agency — Program Administration EMD, Finance
GS 23004 Grants Received by Agency X EMD, Finance
GS 23006 Grants Received by Agency — Unsuccessful Applications EMD
GS 23006 Grants Received by Agency — Unsuccessful Applications EMD
GS 24004 Acquisition and Disposal — Real Property/Land/Water Rights X CFMO, IGAP
GS 25001 Authorization — Building/Facility Access X CFMO
GS 25002 Safety Drills/Disaster Recovery Exercises EMD, WYCA
GS 25003 Security Monitoring — No Incident EMD
GS 25004 Emergency/Disaster Preparedness — Contact Information X EMD, WYCA,
GS 25008 Security Incidents and Data/Privacy Breaches EMD
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GS 50001 Informational Notifications/Communications COMM, EMD, WYCA
GS 50002 Requests for Basic/Routine Agency Information COMM, EMD
GS 50003 Agency-Generated Forms and Publications — Copies CFMO, COMM, EMD
GS 50004 General Information — External COMM, EMD, WYCA
GS 50005 Secondary (Duplicate) Copies IGAP, EMD, WYCA
GS 50006 Brainstorming and Collaborating COMM, EMD
GS 50007 Contact Information CFMO, COMM, EMD
GS 50008 Drafting and Editing COMM, IGAP, EMD
GS 50009 Electronic Documents Used to Create Signed Paper Records EMD
GS 50010 Internet Browsing COMM, EMD
GS 50011 Organizing/Monitoring Work in Progress COMM, IGAP, EMD, WYCA
GS 50012 Records Documented as Part of More Formalized Records EMD, IGAP
GS 50013 Reference Materials CFMO, COMM, EMD, IGAP, WYCA
GS 50014 Scheduling — Appointments/Meetings COMM, EMD, WYCA
GS 50015 Unsolicited Additional Materials COMM, EMD
GS 50005 Secondary (Duplicate) Copies WYCA
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