
  

 
Archiving Records 

Records Retention 
 

 
HOW TO ARCHIVE RECORDS: 
 
Board Policy 6560 / Procedure 6560P 
 

1. When completing a Records Destruction Form please make sure to note when the 
designation says ARCHIVAL. These documents need to follow the retention time period 
and then be transferred to the Washington State Archives for permanent retention. Below 
are examples of records that would need to be archived. 

 

 

 

 
 
 

https://docushare.everett.k12.wa.us/docushare/dsweb/Get/Document-44115/6560%20Records%20Management%20and%20Retention.pdf
https://docushare.everett.k12.wa.us/docushare/dsweb/Get/Document-44116/6560P%20Records%20Management%20and%20Retention.pdf
https://docushare.everett.k12.wa.us/docushare/dsweb/Get/Document-14221/1.06a%20Records%20Destruction%20Authorization.pdf


 

2. Once you have pulled the records designated as archival please follow the steps listed on 
the Secretary of State, Washington How to Transfer Archival Records. 

a. This will show you how to transfer both paper and electronic records.  
i. Paper Records: 

 
 
 

https://www.sos.wa.gov/archives/recordsmanagement/how-to-transfer-archival-records.aspx
https://www.sos.wa.gov/_assets/archives/recordsmanagement/advice-sheet-preparing-paper-records-for-archival-transfer-february-2017.pdf
https://www.sos.wa.gov/archives/recordsmanagement/how-to-transfer-archival-email.aspx
https://www.sos.wa.gov/_assets/archives/recordsmanagement/advice-sheet-preparing-paper-records-for-archival-transfer-february-2017.pdf


 

 
 

ii. Electronic Records: 

 
1. Please remember that you keep electronic records in electronic 

form. There is no need to turn them into paper records. 

https://www.sos.wa.gov/archives/recordsmanagement/how-to-transfer-archival-email.aspx
https://www.sos.wa.gov/_assets/archives/recordsmanagement/advice-sheet-keep-electronic-records-in-electronic-format-august-2018.pdf
https://www.sos.wa.gov/_assets/archives/recordsmanagement/advice-sheet-keep-electronic-records-in-electronic-format-august-2018.pdf


 

 
 

3. Local Archival Office: 
Northwest Regional Branch 
 
Washington State Archives 
Western Washington University, MS-9123 
Bellingham, WA 98225-9123 
 
Email:  NWBranchArchives@sos.wa.gov 
Phone: (360) 650-3125 
Fax: (360) 650-3323 

 
4. Ordering Archival Boxes: 

                    
a. Follow the steps for the local government entities 

mailto:NWBranchArchives@sos.wa.gov
https://www.sos.wa.gov/archives/recordsmanagement/how-to-box-records.aspx


 

5. Questions? Help? 
a. Please contact Brenna Hanson with any questions, clarification or assistance: 

  Brenna Hanson  
 bhanson@everettsd.org 
 x4153 

 
b. Archiving records needs to be indicated and approved on our records destruction 

form prior to sending to the Archival Office.  
 

mailto:bhanson@everettsd.org

