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State Government General Records Retention Schedule 
Version 5.0 

• Authority ~ this records retention schedule was approved by the 
State Records Committee in accordance with RCW 40.14.050 on 
October 6, 2010.

• This schedule applies to all state government agencies including 
universities and community and technical colleges.

• www.sos.wa.gov/archives/RecordsManagement/RecordsRetentionS
chedulesforStateGovernmentAgencies.aspx

http://www.sos.wa.gov/archives/RecordsManagement/RecordsRetentionSchedulesforStateGovernmentAgencies.aspx�
http://www.sos.wa.gov/archives/RecordsManagement/RecordsRetentionSchedulesforStateGovernmentAgencies.aspx�


State Government General Records Retention Schedule 
Version 5.0 (Continued)

3.9 Personnel

• 3.9.1 Personnel Records Folders, Non-Retired Employees (pg 25)
Documentation related to an employee’s state employment history must be retained 
for 60 years after termination of employment before it can be destroyed. The 
documentation includes:
 Position held
 Position Eligibility Worksheet
 Retirement Status Worksheet
 Student Waiver of Retirement Plan
 Any agency documentation pertinent to the eligibility of a position or the 

individual employee for a retirement plan



State Government General Records Retention Schedule 
Version 5.0 (Continued)

• 3.9.2 Personnel Records Folders, Retired Employees (pg 25)
Documentation related to an employee’s state employment history must be retained 
for 25 years after date of retirement before it can be destroyed. The documentation 
includes:
 Position held
 Position Eligibility Worksheet
 Retirement Status Worksheet
 Student Waiver of Retirement Plan
 Any agency documentation pertinent to the eligibility of a position or the 

individual employee for a retirement plan



State Government General Records Retention Schedule 
Version 5.0 (Continued)



State Government General Records Retention Schedule 
Version 5.0 (Continued)

3.14 Payroll

• 3.14.3 Payroll Files, Retirement Verification (pg 32)
Salary and employment dates must be retained for 60 years after termination of 
employment for the purpose of retirement verification. Records should show the 
following:
 Monthly salary earned
 Hours worked

• 3.14.4 Payroll Register (pg 33)
Payroll registers can be used to assist in providing retirement verification if adequate 
time worked data is on the payroll registers and must be retained for 60 years after 
the date of the document. Payroll registers should consist of the following:
 Centralized
 Certified record of agency payroll
 Payroll deductions
 Net pay of each agency employee



State Government General Records Retention Schedule 
Version 5.0 (Continued)



Local Government Common Records Retention 
Schedule (CORE) Version 2.1

• Authority ~ this records retention schedule was approved by the 
Local Records Committee in accordance with RCW 40.14.070 on 
July 29, 2010.

• This schedule applies to all local government agencies and all law 
enforcement agencies.

• www.secstate.wa.gov/archives/RecordsRetentionSchedules.aspx

http://www.secstate.wa.gov/archives/RecordsRetentionSchedules.aspx�


Local Government Common Records Retention 
Schedule (CORE) Version 2.1 (Continued)

3.8 Payroll

• 3.8.9 Individual Employee Pay History (pg 102)
Either the individual employee pay history or the payroll register must be 
kept for 60 years for retirement verification.

• 3.8.18 Payroll Register (pg 104)
Either the individual employee pay history or the payroll register must be 
kept for 60 years for retirement verification.

• 3.8.25 Time Cards/Time Sheets (pg 106)
Time cards or time sheets must be retained for 60 years for retirement 
verification if employee pay histories or payroll registers are not used for 
retirement verification.



Local Government Common Records Retention 
Schedule (CORE) Version 2.1 (Continued)



Local Government Common Records Retention 
Schedule (CORE) Version 2.1 (Continued)



School Districts and Educational Service Districts 
Records Retention Schedule Version 7.1

• Authority ~ this records retention schedule was approved by the 
Local Records Committee in accordance with RCW 40.14.070 on 
July 30, 2009.

• This schedule applies to school districts and educational service 
districts.

• www.secstate.wa.gov/archives/RecordsRetentionSchedules.aspx

http://www.secstate.wa.gov/archives/RecordsRetentionSchedules.aspx�


School Districts and Educational Service Districts 
Records Retention Schedule Version 7.1 (Continued)

4.4 Payroll (pg 25)
The school districts and educational service districts must be aware that 
they are responsible for providing information for the Washington State 
Department of Retirement Systems’ (DRS) audits of employee pay history 
and must be retained for at least 60 years. This information includes:
 Hours worked
 Gross pay per calendar month for the entire term of each employee’s 

employment

For verification of retirement eligibility, the employer should retain 
sufficient documentation to support their determination.



School Districts and Educational Service Districts 
Records Retention Schedule Version 7.1 (Continued)



Questions
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