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Records Management 

The district records officer shall have the responsibility for the safekeeping of all records 
according to the retention schedule cited below.  The district records officer shall have 
authority to dispose of materials after the recommended retention period. 

Official public records have a statutory minimum retention of 6 years. The retention period for 
office files and memoranda is based on operational requirements for each office.  Whenever 
applicable, the retention period starts with the “cut-off”.  “Cut-off” is a term used to indicate 
files or records may be terminated on a predetermined date.  “Cut-off” prevents current 
records from attaining unmanageable size and facilitates the filing of new records.  Calendar 
year records may be “cut-off” on December 31, and a new file established on January 1; all 
fiscal year records can be “cut-off” only upon the completion of an action or event, such as 
termination of contract, final payment of a contract, termination of employment, etc.  
Regardless of the duration of the retention period, records series should be kept in office files 
after “cut-off” only as long as is necessary to satisfy (1) active reference, (2) audit, when 
required, and (3) other operational requirements. 

The district will retain records in compliance with the General Records Retention Schedule For 
School Districts and Educational Service Districts in Washington State. 
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