Louisiana State Archives—Records Management

Records Retention Schedule

SSARC-932 (09/20)

Page 1 of 23 R2024-372 MMM

Louisiana Secretary of State
Past Office Box 94125, Baton Rouge, LA 70804 recmai@sos [a.gov indicate Use of Form
Agency No | Agency / Division / Section X_ORIGINAL SUBMISSION
58007001.000 | Washington Parish School Board-General __RENEWAL
]
'g _ REPLACEMENT PAGE
Item Retention Period = | & ADDE P.
Number Records Series Title o £ s g = == NDUM PAGE
o gl & € = Remarks
In Office | ¢ " s| 8|25 2
torage | Retention | @ wol| 5
1 Correspondence-General ACT+ 5CY 0 ACT+ 5CY P S N U | ACT=Until end of CY in which created or received
2 Correspondence-Legal ACT + 10 FY 0 ACT+10FY M |s [N [} &ﬂ:ge':;" end of AY in which case Is seftied or
3
Correspondence - Administrative PERM ] PERM M |R [N v
4 Time Shests ACT +5FY 0 ACT+5FY M |S N V | ACT= Uniil end of CY reflected on time sheet
5 Federal Grants ACT+5CY 0 ACT +5CY P |S [N | | ACT=Until end of FY in which grant is closed out.
6 State Grants ACT+5CY 0 ACT +5CY P s N | | ACT=Until end of FY in which grant is closed out.
7 tocal Grants ACT+5FY 0 ACT +5FY P s N | ACT=Untit end of FY in which grant is closed out.
8 ACT=Until end of £Y in which grant is closed cut for
FEMA/GOHSEP ACT +3FY 0 ACT +3FY P s N I | entire state or final grant report is issued by State to
FEMA.
Parmitted Retention Perlod Abbreviations Security Status Codes State Records Center Agency Abbreviations
ACT - Active Period (when used define term in remarks column) P — Public Record Use
FY- Fiscal Year (July 1- June 30) M — May Contain Confidential information | ¥ — Yo% FEMA ~ Federal Emergency Management Agency
CY - Calendar Year (Jan 1 — Dec 31) C - Confidential Information N-No GOHSEP —~ Governor's Office of Homeland Security
AY - Academic Year (Aug 1 — July 31} Archival Processing Codes Vital Record and Emergency Preparedness
FFY — Federal Fiscal Year (Oct 1— Sept 30) A — Transfer to State Archives Identification Code
MO —Months WK —Week (Mon-Sun) DY - Day(s) R — Retain in Agency Archives V= Vital
PERM — Permanent (Life of State) LOA — Life of Agency S — Review by State Archives I = Important
NOTE: Please put an asterisk (*) in the Remarks section for any record O - Other {Specify in Remarks) U= Useful
saries that contains bom-digital or imaged records. Include brief
description of the technology. (Ex. Scanned to OnBase).

b\\%\%‘z.‘-\

JUN 2 0 2024

o

Agency Approval

Date Signed

rds Services

Date Approved




Louisiana State Archives—Records Management
Louisiana Secretary of State

Records Retention Schedule

SSARC-932 {09720}

Page 2 of 23

Indicate Use of Form

Post Office Box 84125, Baton Rouge, LA 70804 recmat@sos.la.gov
Agency No | Agency / Division / Section X ORIGINAL SUBMISSION
58007001000 | Washington Parish School Board-Administration __ RENEWAL
0
'g _ REPLACEMENT PAGE
Item Retention Period =| 8
Number Records Series Title — g g & 5 __ADDENDUM PAGE
ota 31 €] 8|l 5
In Office In 3 s BEl B Remarks
Stnrage Retention w no >
8 Agendas-Board PERM 0 PERM P R N v
10 Agendas-General ACT+5FY | o ACT+5FY | P |S |N | U | ACT=Until end of AY in which created or received
" Appointments: Committee, Advisory, Group ACT+5FY 0 ACT +5FY P |s N V { ACT=Until end of FY in which created or received
12 Board Tape Recordings ACT+6MO | © ACT+6MO [P {S {5 [ U | ACT=Until end of CY in which recording was made
13 Litigation-Segregation PERM 0 PERM M (R [N v
14 Minutes-Board PERM 0 PERM P |[R IN |V
15 Minutes-Committee of the Whole PERM 0 PERM P IR |N |V
16 Reapportionment PERM (] PERM P R | N v
17 Collective Bargaining Agreements PERM o PERM M |R [N \
18 Public Records Request ACT + 5 FY ACT+5FY |P (R | N | U | ACT=Until end of FY in which created o received AC
Permitted Retention Period Abbreviations Security Status Codes State Records Center Agency Abbreviations
ACT - Aclive Period (when used define term in remarks column) P —~ Public Record Use
FY- Fiscal Year {(July 1- June 30) M — May Contain Confidential Information ¥ —Yes
CY = Calendar Year {Jan 1 - Dec 31) C - Confidential Informaticn N-No
AY ~ Academic Year (Aug 1 — July 31) Archival Processing Codes Vital Record
FFY — Federal Fiscal Year (Oct 1 - Sept 30) A — Transfer to State Archives 'dent_mcam’" Code
MO — Months WK -Week {Mon-Sun) DY - Day(s) R — Retain in Agency Archives V= Vital
PERM —~ Permanent (Life of State} LOA—Life of Agency S — Review by State Archives I = tmportant
NOTE: Please put an asterisk (*} in the Remarks section for any record | © — Other (Specify in Remarks) U= Useful
series that contains born-digital or imaged records. Include brief
description of the technology. (Ex. Scanned to OnBase).
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\ _A/’("ﬂ(

A

JUN 2 0 2024

Agency Approval

L__'_,__-‘

Date Signed Secretary of State,

Mie Archives & Records Services

Date Approved



Louisiana State Archives—Records Management
Louisiana Sacretary of State

Records Retention Schedule

SSARC-932 (09/20)

Page 3 of 23

Post Office Box 94125, Baton Rouge, LA 70804 recmat@sos la.gov Indicate Use of Farm
Agency No | Agency / Division / Section X_ORIGINAL SUBMISSION
58007001.00¢ | Washington Parish Schocl Board-Administration (Cont.) __RENEWAL
]
'g __REPLACEMENT PAGE
ttem Retention Period =1 B
Number Records Series Title — %- E g . __ADDENDUM PAGE
otai a3l § €l ® Remarks
In Office n 8 £ E sl 2
Storage Retention » ®woO| >
19 School Property Titles PERM 0 PERM P IR [N |V
20 Central Office Property Titles PERM 0 PERM P |R [N v
21 Student Transcript Request ACT +5CY 0 ACT+5CY M |s (N [y | ACTSURH endof school yearin which student was
22 Tax Renewal Propositions PERM 0 PERM P IR IN |V
3 Bond Renewal Authorizations PERM 0 PERM P |Ir [N v
24 . . ACT=uUntil end of AY in Which appeal is
Student Expulsion Hearings ACT +BAY 0 ACT +BAY cC |s |N I | settied/dismissed.
25 Sexual Harassment Investigation PERM 0 PERM M IR [N |V
26 Hazardous Waste Information PERM 0 PERM P R [N v
27 Policies & Procedures PERM 0 PERM P R |N v
Permitted Retention Perlod Abbreviations Security Status Codes State Records Center Agency Abbreviations
ACT - Aclive Period {when used define term in remarks column) P — Public Record Use
FY- Fiscal Year {July 1- June 30) M — May Contain Confidential Information | ¥ — YeS
CY — Calendar Year {Jan 1 -~ Dec 31) C — Gonfidential Information N-No
AY — Academic Year (Aug 1 - July 31) Archival Processing Codes Vitat Record
FFY — Federal Fiscal Year (Oct 1 - Sept 30) A - Transfer to State Archives kdentification Code
MO - Months WK —Week (Mon-Sun) DY - Day(s) R — Retain in Agency Archives V= Vital
PERM - Permanent (Life of State) LOA - Life of Agency S — Review by State Archives 1= Important
NOTE: Please pul an asterisk (*) in the Remarks section for any record | O — Other (Specify in Remarks) U= Usehul
series that contains bom-digital or imaged records. Include brief
description of the technology. (Ex. Scanned to OnBase).
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g e 2

Agency ApprovaL/'/

Date Signed

JUN 2 0 202%

Date Approved




Records Retention Schedtule SSARC-932 {09/20)

Louisiana State Archives—Records Management
Louisiana Secretary of State Page 4 of 23
Post Office Box 94125, Baton Rouge, LA 70804 recmqt@@sos.la.qov Indicate Use of Form
Agency No | Agency / Division / Section X ORIGINAL SUBMISSION
£3007001.000 | Washington Parish School Board-Administration (con't} __RENEWAL
[
g __REPLACEMENT PAGE
Retention Period = | 8
Recards Series Title 2lEle, —ADDENDUM PAGE
Totat 21 E| 228 5 Remarks
In Office In g1 8| 85 £
Storage | Retention | @ | € | BO| 5
28 Fire Drill Record ACT +3FY 0 ACT+3FY [P [s N |v | ACT=Until the end of FY in which crested or received.
29 Safe School Audits ACT+5FY 0 ACT +5FY P s N V | ACT= Until the end of FY in which audit is complete.
Permitted Retention Period Abbreviations Security Status Codes State Records Center Agency Abbreviations
ACT - Active Period (when used define term in remarks column) P — Public Record Use
FY- Fiscal Year (July 1- Juna 30) M - May Contain Confidential information | ¥ = Y&S
CY — Calendar Year (Jan 1 - Dec 31) C — Confidential Information N-No
AY — Academic Year {(Aug 1 - July 31) Archival Procassing Codes Vital Record
FFY — Federal Fiscal Year (Oct 1 ~ Sept 30) A - Transfer to State Archives Identification Code
MO - Months WK -Week (Mon-Sun) DY - Day(s) R - Retain in Agency Archives V= Vital
PERM ~ Permanent (Life of State) LOA - Life of Agency S — Review by State Archives 1 = fmportant
NOTE: Please put an asterisk (*) in the Remarks section for any record | O — Other (Specify in Remarks) U= Useful
saries that contains born-digital or imaged records. Include brief
description of the technology. (Ex. Scanned to OnBase).

< 5

e G Vo (TTUL T HORBA— 3N 2 0 0%
Agency Approval // Date Signed Secretary of State, Std f Archives 3: Records Services Date Approved




Records Retention Schedule

Louisiana State Archives—Records Management
Louisiana Secrelary of State

SSARC-932 (09/20)

Page 5 of 23

Indicate Use of Form

Post Office Box 94125, Baton Rouge, LA 70804 recmat@sos.la.qov
Agency No | Agency / Division / Section X ORIGINAL SUBMISSION
$3007001.000 | Washington Parish Schoof Board-Accounting __RENEWAL
]
'g __ REPLACEMENT PAGE
Item Retention Period =1 8
Number Records Serles Title Tom %’ g % 3 —ADDENDUM PAGE
ota 21 E| 2 = Remarks
In Office In 8|1 21 85 £
Storage Retention w| €| Bo| 5
30 Accounts Payable ACT+10FY 0 ACT + 10FY P S N V | ACT=Until end of FY in which audited.
A Journal Entries ACT +10FY 0 ACT+10FY P S N V | ACT=Until end of FY in which created or received
32 Payroll Entries ACT+10FY | © ACT+10FY |{M |s |N ACT=Until end of CY in which created or received
33 Deposits/Receipts/Transfers ACT +10 FY 0 ACT + 10 FY P |5 N V | ACT=Until end of FY In which audit is complete
34 Bank Statements/Reconciliations ACT+10FY | © ACT+10FY | M |$ |N |V | ACT=Unti end of FY in which audit is complete
35 Wire Payments ACT+10FY | © ACT+10FY | M [s | N | v | ACT=Until end of FY in which audit is complete
36 Credit Cards Statements/Support ACT+10FY | © ACT+10FY {M |85 | N | v | ACT=Until end of FY in which audit is complete
a7 Voided Checks ACT +5FY 0 ACT +5FY M |8 N V | ACT=Until end of FY in which audit is complete
38 Canceled checks ACT+10FY | 0 ACT+10FY [M [s |N |V | ACT=Unilend of FY in which auditis complete
39 Reimbursement Request ACT+10FY | 0 ACT+10FY [P |8 |N | v | ACT=Uniil end of FY in which audit is complete
Permitted Retention Period Abbreviations Security Status Codes State Records Center Agency Abbreviations
ACT - Actlve Pericd {when used define term in remarks column) P — Public Record Use
FY- Fiscal Year {July 1- June 30) M — May Contain Confidential Information Y~-Yes
CY - Calendar Year (Jan 1 — Dec 31} C — Confidential Information N-No
AY —~ Academic Year (Aug 1 - July 31) Archival Processing Codes Vital Record
FFY — Federal Fiscal Year {Oct 1 - Sept 30) A — Transfer to State Archives Identification Code
MO — Months WK —Week (Mon-Sun) DY - Day(s) R - Retain in Agency Archives V= Vital
PERM - Permanent (Life of State) LOA - Life of Agency S — Review by State Archives | = Important
NOTE: Please put an asterisk {*) In the Remarks section for any record O — Other (Specify in Remarks) U= Useful
series that contains bom-digital or imaged records. Inciude brief
description of the technology. {Ex. Scanned to OnBase).

I e — g oy

Agency Approv Date Signed Secretary of State, S -{-a,

JUN 2 0 2024

Date Approved




Records Retention Schedule

Louisiana State Archives—Records Management
Louisiana Secretary of State

SSARC-932 (09/20)

Page 6 of 23

Post Office Box 84125, Baton Rouge, LA 70804 recmat@sos.la.gov Indicate Use of Form
Agency No | Agency ! Division / Section _X_ORIGINAL SUBMISSION
58007001.000 | Washington Parish School Board-Accounting (Cont.) __RENEWAL
-]
'g _ REPLACEMENT PAGE
item Retention Period = 8
Number Records Series Title — _t‘g B % . __ADDENDUM PAGE
ota 2| £ €| = Remarks
In Office In 1 g 55 &
Storage Retention 0 wo| >
40 Indirect Cost Rate ACT+0FY | 0 ACT+10FY [P |8 [N |1 | ACT=Unti end of FY in which auditis complete
M Maintenance of Effort ACT+10FY | 0 ACT+10EY |P |S [N | U | ACT=Untilend of FY in which audit s complete
42 AFR Files PERM 0 PERM P IR |N v
43 ACER Files PERM o PERM P IR N v
44 ACT=Until end of current CY in tax paid or due
Federal/State Tax Payments ACT +10CY o ACT+10CY | P |S |N I | whichever is iater.
45 School District Budget PERM 0 PERM P R |N v
ACT=Until end of CY in bond i id off
48 Bond Coupons ACT+10CY | © actT+ocy [P s {N |V i end ot T inbonds paid o
47 Investment Notices ACT 45 CY 0 ACT+5CY [P |{s [N | v | ACT=Untilend of CY in which the audit in complate
Permitted Retention Period Abbreviations Security Status Codes State Records Center Agency Abbreviations
ACT — Active Period (when used define term in remarks column) P — Public Record Use
FY-Fiscal Year {July 1- June 30} M = May Contain Confidential Information Y -Yes AFR - Annual Financial Report
CY — Calendar Year {(Jan 1 - Dec 31} C.- Confidential information N-No ACFR — Annual Comprehensive Financial Report
AY — Academic Year (Aug 1 - July 31) Archival Processing Codes Vital Record
FEY — Federal Fiscal Year {Oct 1 - Sept 30) A - Transfer to State Archives Ident-iﬁcatlon Code
MO —Months WK - Week (Mon-Sun) DY - Dayl(s) R - Retain in Agency Archives V= Vital
PERM — Permanent {Life of State) LOA - Life of Agency S - Review by State Archives | = ¥mportant
NOTE: Please put an asterisk (*) in the Remarks section for any record O — Other {Specify in Remarks) U= Useful
series that contains bom-digital or imaged records. Include brief
description of the technology. (Ex. Scanned to OnBase).

k/‘-’—ﬂ"?A\

o Vo

JUN 2 0 2024

Agency Approval

Date Signed

Date Approved




Records Retention Schedule SSARC-32 (09/20)

Lou!s!ana State Archives—Records Management Page 7 of 23
Louisiana Secretary of State
Post Office Box 94125, Baton Rouge, LA 70804 recmat@sos.la.gov Indicate Use of Form
Agency No | Agency / Division / Section X_ORIGINAL SUBMISSION
§3007004.000 | Washington Parish School Board-Payroll __RENEWAL
[
‘5 __REPLACEMENT PAGE
Item Retention Period = 8 DDENDUM
Number Records Series Title — Eo E 2 . _A UM PAGE
ota 2 £ &8l 5 Remarks
In Office In 8| 2| 85| £
Storage Retention w | < wo| 5
48 Payroll Deduction Authorizations ACT+10CY | © AcT+10CY |M |s |n |y | ACT=Until end of CY inwhich date taxis paid or due;
whichever is later
43 Direct Deposit Forms ACT+10CY 0 ACT+10CY M s N v ACT=Until end of CY in which created or received
50 Garnishment Orders and Calculations ACT+10CY | © ACT+10CY Im |s |N |v ﬁfgru'“" end of CY In which paid fulligarnishment
51 Paycheck/Advice Images ACT +10CY 0 ACT+10CY M (8 N V | ACT=Until end of CY in which created or received
52 Payroll Run Requests/Supporting Docurnents ACT + 10 CY 0 ACT+10CY M S N V| ACT=Until end of CY in which created or received
53 Retirement Fite Submissions ACT+10FY | 0 AcT+10cY |C |S |N | v | ACT=Untilend of FY in which created or received
54 Salary Calculations ACT +10CY 0 ACT+10CY C IS |N V| ACT=Untit end of CY in which created or received
55 Salary Schedules PERM PERM P IR [N |V
56
Leave Accrual Roll Documents ACT + 10CY 0 ACT+10CY M S N I ACT=Until end of CY in which created or received
57 . . . ACT= Until end of FY in which tax is paid or due,
Withholding Tax Election Forms ACT + 10 FY 0 ACT + 1O FY M (S N 1 whichever is later
Permitted Retention Period Abbreviations Security Status Codes State Records Center Use | Agency Abbreviations
ACT -- Active Period (when used define term in remarks column} P - Public Record Y - Yes
FY- Fiscal Year (July 1- June 30) M — May Contain Confidential Information N - No
CY = Calendar Year (Jan 1 - Dec 31} C - Confidential Information
AY — Academic Year {Aug 1 — July 31) Archival Processing Codes Vital Record ldentification
FFY — Federal Fiscal Year (Oct t ~ Sept 30) A - Transfer to State Archives COd?
MO - Months WK —Week (Mon-Sun) DY - Day(s) R ~ Retain in Agency Archives V= vital
PERM — Pemmanent (Life of State) LOA - Life of Agency S — Review by State Archives I = Important
NOTE: Please put an asterisk {*) in the Remarks section for any record QO - Cther (Specify in Remarks) U= Useful
series that contains born-digital or imaged records. Include brief
description of the technology. (Ex. Scanned to OnBase)

T

\_/J A b\\%\’b:-:'u—{

o

JUN 2 0 2024




Louisiana State Archives—Records Management
Louisiana Secretary of State

Records Retention Schedule

SSARC-932 (09/20)

Page 8 of 23

Indicate Use of Form

Post Office Box 94125, Baton Rouge, LA 70804 recmqt@sos.la.gov
Agency No | Agency f Division / Section X ORIGINAL SUBMISSION
53007001.000 | Washington Parish School Board-Payroli _ RENEWAL
[}
g __REPLACEMENT PAGE
item Retention Period =| 8
Number Records Series Title — %‘ 5 % . __ADDENDUM ZAGE
In ota 3l 5| 2| ® emarks
in Office o Bg| =
Storage Retention » E nol >
58 Salary verifications ACT + 10 FY 0 ACT + 10 FY M |8 [N I | ACT= Until end of FY in which created or received
59 ACT=Until end of the CY in which date tax paid or due
Tax Forms ACT+10CY 1] ACT+10CY M 8 N v whichever is later
60 Payroll listing/Registers ACT+10CY 0 ACT+10CY M {8 N Vv { ACT=Until end of CY in which created or received
61 CQuarterly Unemployment Reports ACT +10CY 0 ACT+10CY M |S {N V | ACT=Until end of CY in which created or received
Permitted Retention Period Abbrevlations Security Status Codes State Records Center Agency Abbreviations
ACT - Active Period (when used define term in remarks column) P — Public Record Use
FY- Fiscal Year {(July 1- Juna 30) M — May Contain Confidential information Y -Yes
CY — Calendar Year (Jan 1 - Dac 31) C - Confidential Information N-No
AY - Academic Year (Aug 1 — July 31) Archival Processing Codes Vital Record
FFY — Federal Fiscal Year (Oct 1 — Sept 30) A Transfer to State Archives Identification Code
MO - Months WK —Week (Mon-Sun) DY - Day(s) R — Retain in Agency Archives v=Vital
PERM ~ Permanent {Life of State) LOA — Life of Agency S — Review by State Archives | = important
NOTE: Please put an asterisk (*} in the Remarks section for any record O - Other {Specify in Remarks) U= Useful
series that contains born-digitat or imaged records. Include brief
description gfthe-technology. (Ex. Scanned to OnBase). OnBase).

&:\\ﬁ\'wr_-\

Khr_  JUN20 0%

Agency Approval

D
[

Date Signed Secretary of State,

éﬁg Archiv§§

& Records Services

Date Approved




Records Retention Schedule

Agency Approval

Louisiana State Archives—-Recaords Management
Louisiana Secretary of Slale

Date Signed

Secretary of State, State Archives & Records Services

SSARC-932 (09/20)
Date Approved

Page 9 of 23

Indicate Use of Form

Post Office Box 94125, Baton Rouge, LA 70804 recmat@sos; la.qov
Agency No | Agency / Division / Section X_ORIGINAL SUBMISSION
5§3007001.000 | Washington Parish School Board-Health Insurance/Retirement __ RENEWAL
L]
g __REPLACEMENT PAGE
Item Retention Period =1 &
Number Records Series Title Z1 5|2 5 __ADDENDUM PAGE
Totat S| ] 2 s
In Office In gl 21 8§ 2 Remarks
Storage Retention | < 00| >
62 Cafeteria Ptan FormsfInsurance Forms ACT+10CY | 0 ACT+10CY |M |s [N [y | ACT=Untl end of CYin which date tax paid or due,
whichever is later.
63 COBRA Records ACT + 10 CY 0 ACT + 10 CY Mo |s N v | ACT=Until end of the CY in which policy expires or
terminates and all.
64 Employee Life insurance Rate Updates PERM Q FERM P R |N v
65 Ezgggz'oe"”‘“‘""s- Check Register, Insurance | 41, jocy | o ACT+10CY |M |S [N |V | ACT=Untilend of CY in which report is issued
68 Disability Insurance Claims/Life Ins. Claims PERM 0 PERM M |R | N | v |ACTUnilend of the CY in which case is seffied or
67 Life Insurance Beneficiary Information ACT+70CY | © ACT+70CY | M [s |N v fﬁ)?n-r:g::lf"d of the CY in which employee separates
68 Insurance rates (Health and Life) PERM 0 PERM P |R [N v

Permitted Retention Period Abbreviations

ACT - Active Period {when used define term in remarks ¢olumn}
FY- Fiscal Year (July 1- June 30)

CY - Calendar Year (Jan 1 — Dec 31)

AY - Academic Year (Aug 1 - July 31)

FFY — Federal Fiscal Year {Oct 1 — Sept 30)

MO -~ Months WK —Week (Mon-Sun} DY - Day(s)

PERM - Permanent {Life of State) LOA - Life of Agency

NOTE: Please put an asterisk (*) in the Remarks section for any record
series that contains born-digitat or imaged records. Include brief
description of the technology. (Ex. Scanned to OnBase).

Security Status Codes
P - Public Record

State Records Center
Use

A — Transfer to State Archives
R — Retain in Agency Archives
S — Review by Stale Archives
0 - Other (Specify in Remarks)

M — May Contain Confidential information ¥ —Yes
C — Confidential Information N-No
Archival Processing Codes Vital Record

Identification Code
V= Vital

| = Important

U= Useful

Agency Abbreviations

COBRA = Consolidated Omnibus Budget
Reconciliation Act

AN %\-ﬁn—u—{

=

r/g"#’“/‘
L




Records Retention Schedule

Louisiana State Archives—Records Management
Louisiana Secretary of State

SSARC-932 (09/20)

Page 10 of 23

Indicate Use of Farm

Post Office Box 94126, Baton Rouge, LA 70804 recmat@sos.la.qov
Agency No | Agency / Division / Section X_ORIGINAL SUBMISSION
58007001.000 | Washington Parish School Board-Risk Management RENEWAL
" —_
'-g _ REPLACEMENT PAGE
ltem Retention Period =1 8
Number Records Series Title g% & B —ADDENDUM PAGE
Total | E| & - Remarks
In Office In 518125 2
Storage Relenﬁon w0 a 1] >
69 ; i ACT=Until end of FY in which policy expires or
Liability Insurance Policies ACT+5FY 0 ACT+5FY P |S N Ve rminates and all claims have been closed out
70 : ACT=Until end of FY in which policy expires or
Property insurance Policies ACT+5FY o ACT +5FY P s N V | terminates and all ciaims have been closed but
71 ; . ACT=Until end of FY in which policy expires or
Student Accident Insurance Policies ACT +5FY 0 ACT+5FY P S N Vo, erminates and all claims have been closed out
72 ) . ACT=Until end of FY in which policy expires or
Excass Worker's Comp Policies ACT+5FY 0 ACT+5FY P ) N v terminates and all cfaims have been closed out
L& WIC Third Party Administrator Contract ACT+10FY | 0 ACT+10FY | P |8 | N |V | ACT=Unti end of FY in which contract expires
T4 . . " ACT=Unti} end of FY in which policy expires or
Electronic Data Processing Insurance Policy ACT +5FY o ACT +5FY P |8 N V| \erminates and ali clai ms have been closed out
75 Worker's Compensation Claims ACT+10FY | 0 ACT+10FY |[M [S [N | v | ACT=Unil end of FY in which settlement is made
76 Employee Accident Reports ACT+10FY | 0 ACT+10FY | M |R | N v |ACT=Unlllend of FY inwhich findl settisment was
77 Student Accident Reports ACT + 10 FY 0 ACT + 10FY M R N v nJ:;:("I;:Unlil end of FY in which final settlement was
Permitted Retention Perlod Abbreviations Security Status Codes State Records Center Agency Abbreviations
ACT - Active Period (when used define term in remarks colummn) P — Public Record Use
FY- Fiscal Year {(July 1- June 30) M — May Contain Confidential information ¥ -Yes W/C= Workers Compensation
CY - Calendar Year (Jan 1 — Dec 31) C — Confidential Information N-No
AY — Academic Year (Aug 1 - Juiy 31) Archival Processing Codes Vital Record
FFY — Federal Fiscal Year {Oct 1 - Sept 30) A — Transfer to State Archives ldentification Code
MO — Months WK - Week (Mon-Sun) DY - Day(s) R — Retain in Agency Archives V= Vital
PERM — Permanent (Life of State) LOA — Life of Agency S — Review by State Archives # = Important
NOTE: Please put an asterisk (*} in the Remarks section for any record O — Other {Specify in Remarks} U= Useful
series that contains bom-digital or imaged records. Include brief
description of the technology. (Ex. Scanned to OnBase).

<~

e

(g Vs

w = _JUN20 20%

Agency Approval Date Signed

Secretary of State, S Wfe Archives & Records Services Date Approved




Records Retention Schedule

Louisiana State Archives—Records Management
Louisiana Secretary of State

SSARC-832 {09/20)

Page 11 of 23

Post Qffice Box 94125, Baton Rouge, LA 70804 recmat@sos.la.gov Indicate Use of Form
Agency No | Agency / Division / Seclion X ORIGINAL SUBMISSION
53007001.000 | Washington Parish School Board-Schoof Nurses __RENEWAL
/)
g __ REPLACEMENT PAGE
Itern Retention Period = | &
Number Records Series Title % g o 5 —ADDENDUM PAGE
Total 3| (2 =
in Office In 21 2| B35 & Remarks
Storage Retention w| <| Bwa} >
& Student Health Records ACT +6 FY 0 AcT+6FY lc |s [N |u eﬁ?{;‘;;g"m end of FY in which student is no longer
9 Immunization Records ACT +6 FY 0 ACT+6FY |[C |s |N (U e‘:‘}g;}g"ﬁ' end of FY in which student is o longer
80 Results of Vision & Hearing Screenings ACT +6 FY ) ACT+6FY |C |S [N I ;fg;egnﬁ! end of FY in which student is no ionger
Permitted Retention Period Abbreviations Security Status Codes State Records Center Agency Abbreviations
ACT - Aclive Period (when used define tenm in remarks column) P — Public Record Use
FY- Fiscal Year (July 1- June 30) M — May Contain Confidential Information Y-Yes
CY —Calendar Year {Jan 1 — Dec 31) C - Confidential Information N - No
AY — Academic Year (Aug 1 - July 31) Archival Processing Codes Vital Record
FFY — Federal Fiscal Year (Oct 1 — Sept 30) A - Transfer to State Archives Identification Code
MO —Months WK - Week (Mon-Sun) DY - Day(s) R - Retain in Agency Archives V= Vital
PERM — Permanent (Life of State) LLOA — Life of Agency S - Review by State Archives | = Important
NOTE: Pleasa put an asterisk (*} In the Remarks section for any record O - Other (Specify in Remarks) U= Useful
series thal contains bom-digital or imaged records. Include brief
description of the technology. (Ex. Scanned to OnBase).

JUN 2 0 2024

% \9\\%\1»-:.-&
Agency Approv Date Signed

Secretary of State, State Archives & Records Services

Date Approved



Records Retention Schedule SSARC-932 (09/20)

Louisiana State Archives—Records Management
Louisiana Secretary of State Page 12 of 23
Post Office Box 94125, Baton Rouge, LA 70804 recmai@@sos . la.gov Indicate Use of Form
Agency No | Agency / Division / Section _X_ORIGINAL SUBMISSION
59007001.000 | Washington Parish School Board-Public Relations __ RENEWAL
o
'g __REPLACEMENT PAGE
Item Retention Period =1 8
Number Records Series Title ——— £ % &5 —AODENDUM PAGE
ota 21 = i Remarks
In Office In 2l c| 855 &
Storage | Retention | # | < | 38| 5
a1 Biographies of Acting Principals and
Administration PERM 0 PERM P RN v

Permitted Retentlon Period Abbreviations Security Status Codes State Records Center Agency Abbreviations
ACT — Active Pericd (when used define term in remarks column) P — Public Record Use
FY- Fiscal Year {July 1- June 30} M — May Contain Confidential Information | ¥ — YeS
CY — Calendar Year (Jan 1 — Dec 31) C - Confidential Information N-No
AY — Academic Year {Aug 1 —July 31) Archival Processing Codes Vital Record
FFY — Federal Fiscal Year (Oct 1 - Sept 30) A — Transfer to State Archives identification Code
MO - Months WK —Week (Mon-Sun) DY - Day(s} R — Retain in Agency Archives V= Vital
PERM ~ Permanent (Life of State) LOA—Life of Agency S — Review by State Archives | = Important
NOTE: Please put an asterisk (*) in the Remarks section for any record | O — Other {Specify in Remarks) U= Useful
series that contains born-digital or imaged records. Include brief
description of the technology. (Ex. Scanned to OnBase;).

D 4%7 ehehoug JUN 2 0 2024

Agency Approval (/ Date Signed Secretary of State, Statdl #&hi Qe Date Approved




Records Retention Schedule

Louisiana State Archives—Records Management
Louisiana Secretary of State

SSARC-932 (08/20)

Page 13 of 23

Indicate Use of Form

Post Office Box 94125, Baton Rouge, LA 70804 recmgk@sos.la.qov
Agency No | Agency / Division / Section _X ORIGINAL SUBMISSION
50007001.000 | Washington Parish Schoo! Board-Purchasing __RENEWAL
"3
'g __REPLACEMENT PAGE
Item Retention Period =] 8
Number Records Setles Title -‘E‘ T 3 __ADDENDUM PAGE
In Offi in Total 3|51 £ ] Remarks
noice | storage Retention & 5 53| 5
82 Formal Bid Records ACT+10FY | o ACT+10FY |P |s |N |V | ACT=Untiend of FY in which bid is awarded
83 ACT+10FY 3] ACT +10FY P S N v ACT=Untl end of FY in which bid is awarded

Purchasing Records

Permitted Retentlon Period Abbreviations

ACT - Active Pericd {when used define term in remarks column)
FY- Fiscal Year (July 1- June 30}

CY - Calendar Year {Jan 1 — Dec 31)

AY - Academic Year (Aug 1 - July 31)

FFY - Federal Fiscal Year (Oct 1 — Sept 30)

MO — Months WK -Week (Mon-Sun) DY - Day(s)

PERM - Permanent {Life of State) LOA — Life of Agency

NOTE: Please put an asterisk {*) in the Remarks section for any record
series that contains bom-digital or imaged records. include brief
description of the technclegy. (Ex. Scanned to OnBase).

Security Status Codes

P — Public Record

M — May Contain Confidential Information

C -~ Confidential Information

State Records Center

Use
Y ~Yes
N-No

Archival Processing Codes
A — Transfer to State Archives
R — Retain in Agency Archives
S — Review by State Archives
O - Other (Specify in Remarks)

Vital Record

Identification Code

V= Vital
1 = Important
U= Useful

Agency Abbreviations

< T
<

g b

Agency Approv{_)

Date Signed

JUN 2 0 2024

Secretary of State, Stafg/?

K Qe .
chives & Records Services

Date Approved




Records Retention Schedule

Louisiana State Archives—Records Management
Louisiana Secretary of State

S5ARC-932 (09/20)

Page 14 of 23

Post Office Box 94125, Baton Rouge, LA 70804 recmgt@sos.la.qov Indicate Use of Form
Agency No | Agency / Division / Section X ORIGINAL SUBMISSION
53007001.000 | Washington Parish School Board-Child Nutrition/School Lunch RENEWAL
» !
'g __REPLACEMENT PAGE
item Retention Period = | &
Number Records Series Title Tt %’ s % 5 _ADDENDUM PAGE
In ota 2l £ 2 5 Remarks
in Office 2 =
storage | Retention | 4| < | 58| £
84 Free/Reduced Meal Applications ACT + 3 FY 0 ACT+3FY |c|s |N ACT=Unfil end of FY in which created or received
85 Claim for Reimbursement ACT + 3 FY 0 ACT+3FY [P |8 [N |V | ACT=untilend of FY in which audited
86 WPSB Agreements/Contracts to Provide Meals ACT+10CY | 0 ACT+10CY [P {S |N ACT= Until nd of C¥ in which conlract {agreement)
expires or temminates
87 Cost of Food Used Worksheet ACT +3FY 0 ACT+3FY |P |8 [N | u | ACT=untilend of FY in which created or received
88 Direct Certification Documentation ACT +3FY 0 AcT+3Fy |c|s ACT=until end of FY in which created of received
89 Inventory Records ACT +3 FY 0 ACT+3FY P s ACT=until end of FY in which created or received
90 Annua! Application ACT+3FY 0 ACT +3FY P|S N ACT=until end of FY in which created or received
. . . N
91 Verification Documentation ACT +3FY 0 ACT+3FY [P |s ACT=until end of FY in which created ar received
N
92 Bank statements ACT+3FY 0 ACT+3FY |M|[sS ACT = Until end of FY in which audited
o o N
93 Deposit Slips ACT + 3 FY 0 ACT+3FY (M |s ACT = until end of FY in which created or received
Permitted Retention Period Abbrevlations Security Status Codes State Records Center Agency Abbreviations
ACT ~ Active Period {when used define term in remarks column) P - Public Record Use
FY- Fiscal Year (July 1- June 30) M - May Contain Confidential Information Y-Yes WPSB - Washington Parish School Board
CY - Calendar Year (Jan 1 - Dec 31) C — Confidential Information N-No
AY - Academic Year (Aug 1 - July 31) Archival Processing Codas Vital Record
FFY — Federal Fiscal Year (Oct 1 — Sept 30) A -~ Transfer to State Archives identification Code
MO — Months WK —Week (Mon-Sun) DY - Day(s) R - Retain in Agency Archives V= Vital
PERM — Permanent (Life of State) LOA — Life of Agency S — Review by Stale Archives = Important
NOTE: Please put an asterisk (*) in the Rernarks section for any record O - Other {Specify in Remarks) U= Useful
series that contains bom-digital or imaged records. Include brief
description of the technology. (Ex. Scanned to OnBase).

N
Agency Approval /

ight
Date Signed

JUN 2 0 2024

Secretary of State,

ate Archives & Records Services

Date Approved




Records Retention Schedule SSARC-932 (09/20)
Louisiana State Archives—Records Management
Louisiana Secretary of State Page 15 of 23
Post Office Box 94125, Baton Rouge, LA 70804 recmat@sos_la.gov indicate Use of Form
Agency No | Agency f Diviston / Section X ORIGINAL SUBMISSION
58007001.000 | Washington Parish School Board-Child Nutrition/Schoel Lunch __RENEWAL
]
g _ REPLACEMENT PAGE
item Retention Period -1 8
Number Records Series Title o -‘g H I% i —ADDENDUM ':{AGErk
of £ 2 w emarks
in Office In ) 2| e8| =235 2
Storage | Retention | » | € | ®O| 5
94 Daily Food Production Records ACT +3FY 0 ACT+3FY P S N U | ACT=until end of FY in which created or received
95 : I
Daily Participation Counts ACT+3FY 0 ACT +3FY P s |N U | ACT= unlil end of FY in which created or received

Permitted Retention Perlod Abbreviations Security Status Codes State Records Center Agency Abbreviations
ACT — Active Period (when used define term in remarks column) P - Public Record Use
FY- Fiscal Year (July 1- June 30) M — May Contain Confidential Information Y-Yes
CY — Calendar Year (Jan 1 — Dec 31) C - Confidential Information N-No
AY — Academic Year {(Aug 1 = July 31) Archival Processing Codes Vital Record
FFY - Federal Fiscal Year (Oct 1 — Sept 30) A - Transfer to State Archives Kentification Code
MO - Months WK —Week {Mon-Sun) DY - Day(s} R — Ratain in Agency Archives V= Vital
PERM - Permanent (Life of Stata) LOA — Life of Agency S — Review by State Archives E= Important
NOTE: Please put an asterisk (*} in the Remarks section for any record | O — Other (Specify in Remarks) U= Useful
series that contains bam-digital or imaged records. Include brief
description of the technology. (Ex. Scanned to OnBase). 3

b\\& \’m.—(

TP . N2 0 0%

ey
Agency Approval V

Date Signed

Secretary of State,

;
Archives & Records Services

Date Approved




Records Retention Schedule

Louisiana State Archives—Reacords Management
Louisiana Secretary of State

SSARC-932 (08/20)

Page 16 of 23

Post Office Box 94125, Baton Rouge, LA 70804 recmat@sos la gov Indicate Use of Form
Agency No | Agency / Division / Section X ORIGINAL SUBMISSION
53007001.000 | Washington Parish School Board-Child Welfare/Attendance __RENEWAL
0
‘g __REPLACEMENT PAGE
Item Retention Period =] 8
Number Records Series Title - gls)a, —ADDENDUM PAGE
otal || & = Rem
in Office fn S| S| E5 E arks
Storage Retention w| €| Bo| S
96 Student Transfer Assignment Letters ACT +1CY 0 ACT +1 CY M s N u &%Tﬂ:lalnﬁl end of CY in which student is no longer in
97 Legal Case Records-permanent PERM 0 PERM ¢ |[R IN |V
98 Education Verification ACT+5FY 0 ACT +5FY M |s N t;:(r;;ll-l :l.dlntll end of FY in which student is no longer
Permitted Retention Period Abbreviations Securlty Status Codes State Records Center Agency Abbreviations
ACT — Active Period (when used define term in remarks column) P — Public Record Use
FY- Fiscal Year {July 1- June 30) M ~ May Contain Confidentiat information | ¥ — Y&S
CY - Galandar Year (Jan 1 - Dec 31) € - Confidential Information N-No
AY — Academic Year (Aug 1 — July 31) Archival Processing Codes Vital Record
FFY — Federal Fiscal Year {Oct 1 — Sept 30) A — Transfer to State Archives Identification Code
MO — Months WK —Week {Mon-Sun) DY - Day(s) R — Retain in Agency Archives V= Vital
PERM - Permanent (Life of State) LOA - Life of Agency S — Review by State Archives I = important
NOTE: Please put an asterisk (*} in the Remarks section for any record O - Other (Specify in Remarks) U= Useful
series that contains bom-digital or imaged records. Include brief
description of the technology. (Ex. Scanned to OnBase}.

T

4 /eg-v A=

g free st

Agency Aper

Date Signed

Secretary of State, Statg

7, ’.;.

chives & Records Services

. JUN 20 202

Date Approved




Records Retention Schedule

Louisiana State Archives—Records Management
Louisiana Secretary of State
Post Office Box 94125, Baton Rouge, LA 70804

recmatidsos la.gov

SSARC-932 (09/20)

Page 17 of 23

indicate Use of Form

Agency No | Agency / Division / Section X _ORIGINAL SUBMISSION
58007001000 | Washington Parish Schoo! Board-Curriculum and Instruction .. RENEWAL
("]
g __REPLACEMENT PAGE
item Retention Period =| 8
Number Records Series Title — % g % . __ ADDENDUM PAGE
ota a2l 5| &€ 5 Remarks
In Office In | &| 5§ £
Storage Retention @ | <] wo| 5
99 Federal Grants ACT+5FY o ACT+5FY P |5 N V | ACT=Until end of FY in which grant is closed out
100 State Grants ACT + 5 FY 0 ACT+5FY [P S [N |V | ACT=Untiend of FY in which grant is closed out
101 Local Grants ACT +5FY 0 ACT+5FY P s N V | ACT=Until end of FY in which grant is closed out
102 Texibook Adoption ACT + 7 FY 0 ACT+7FY | P |s [N | u | ACT=Untl end of FY in which created or received
103 Test Scores ACT + 10 FY 0 ):$T +10 c s N v ;\'gg:umil end of school year in which testing took
104 School Performance Reports PERM c PERM P |R [N v
105 Testing Documentation ACT +3 FY 0 ACT+3FY |m |s [n |v ;gg:umil end of school year in which testing took
106 ACT Summary Reports ACT +5FY 0 ACT+5FY | P |8 [N |1 | ACT=Until end of FY in which created or received
107 Student of the year Records ACT +3FY 0 ACT+3FY |M |s |N | U | ACT=Uniil end of FY in which created or received
108 Teacher of the Year Records ACT +3FY 0 ACT+3FY |M |s [N ] U | ACT=Until end of FY in which created or received
Permitted Retention Perlod Abbreviations Security Status Codes State Records Center Agency Abbreviations
ACT - Active Period {(when used define term in remarks column) P — Public Record Use
FY- Fiscal Year {July 1- June 30) M - May Contain Confidential Information Y- Yes ACT - American College Testing
CY - Calendar Year (Jan 1 - Dec 31) C - Confidential Information N-No
AY — Academic Year (Aug 1 - July 31) Archival Processing Codes Vital Record
FFY ~ Federal Fiscal Year (Oct 1 - Sept 30) A — Transfer to State Archives Identification Code
MO - Months WK -Week (Mon-Sun) DY - Day(s) R — Retain in Agency Archives V= Vital
PERM - Permanent (Life of State) LOA — Life of Agency S —~ Review by State Archives | = Important
U= Useful

NOTE: Please put an asterisk {*) in the Remarks section for any record
series that contains bom-digital or imaged records. Include brief
description of the technalogy. (Ex. Scanned to OnBase).

O = Other (Specify in Remarks)

Dr/’/’_ﬁ

ol gho

Agency Approval (/

Date Signed

JUN2 0 204

Date Approved



Records Retention Schedule

Louisiana State Archives—Records Management
Louvisiana Secretary of State

SSARC-532 (05/20)

Page 18 of 23

Indicate Use of Form

Post Office Box 94125, Baton Rouge, LA 70804 recmgl@sos.la.gov
Agency No | Agency / Division / Section X _ORIGINAL SUBMISSION
52007001.000 | Washington Parish School Board-Maintenance _ _RENEWAL
W
'g _ REPLACEMENT PAGE
ltem Retention Period - &
Number Records Series Title — 213 &, —ADDENDUM PACE
ota 3| £ e = Remarks
In Office In | e =5 &
Storage Retention @ | < | BOf >

109 LDEQ-Water Quality Annual Maintenance Fees | PERM 0 PERM P R [N |V

110 LEDQ-Wastewater Permits PERM 0 PERM P |R [N Vv

m SFM-Boiler inspection & Certificates PERM 0 PERM P R |N v

112 ;A DNR Gas Leak Surveys & Cathodic Protection PERM 0 PERM P IR In v

urvey

113 Vehicle Files ACT+5CY 0 ACT+5CY | P [S | N | U [ ACT=Until end of CY in which no longer in use

114 Inventary ledger ACT + 3FY 0 ACT+3FY |P |R | N | U | ACT=Unti end of FY in which created ot received

115 Vehicle-Bill of Sales PERM 0 PERM P {R [N |V

116 Asbestos Plans (AHERA) ACT +10CY 0 ACT +10 CY P 5 N v ACT=Until end of CY in which plan is revised or

superseded
117 Work Orders ACT +4 FY 0 ACT+4FY [P |8 [N [V | ACT=until end of CY in which work is completed
118 Blueprints, Specifications & Shop Drawings LOA +3CY 0 LOA +3 CY ¢ [s |N |V |LOA=Lifeof Agency
g
Permitted Retention Perlod Abbreviations Security Status Codes State Records Center Agency Abbreviations
ACT — Active Period (when used define term in remarks column) P - Public Record Use
FY- Fiscal Year (July 1- June 30} M - May Contain Confidential Information Y-Yes LDEQ ~ Louisiana Department of Environmental
CY - Calendar Year (Jan 1 - Dec 31) C — Confidential Information N - No Quality
AY ~ Academic Year (Aug 1 — July 31) Archival Processing Codes Vital Record SFM - State Fi."f Marshal
FFY - Federal Fiscal Year {Oct 1 - Sept 30) A = Transfer to State Archives identification Code iﬁi\slzzz;;oms:ana Department of Natural
L R V= Vital

MO - Months WK -~ Week {Mon-Sun) DY - Day(s) R - Retain in Agency Archives @ = Imoorant AHERA — Ashestos Hazard Emergency Response
PERM - Permanent (Life of State} LOA - Life of Agency S — Review by State Archives = Impo Act
NOTE: Please put an asterisk (*) in the Remarks saction for any record Q - Other (Specify in Remarks) U= Useful
series that contains born-digital or imaged records. Include brief
description of the technology. {Ex. Scanned to OnBase), OnBase),

(L_> ~ M=

JUN 2 0 2024

Agency Approva() Date Signed Secretary of State, Sta4

Date Approved




Records Retention Schedule SSARC-932 (09/20)

Louisiana State Archives—Records Management
Louisiana Secretary of State Page 19 of 23
Post Office Box 94125, Baton Rouge, LA 70804 recmgl@sos. la.gov Indicate Use of Form
Agency No | Agency / Division / Section X ORIGINAL SUBMISSION
58007001.000 | Washington Parish School Board-Maintenance RENEWAL
" —
g __REPLACEMENT PAGE
item Retention Period - | 8
Number Records Series Title %- 5| & . ___ADDENDUM PAGE
Total Bl e 28 = Remarks
In Office in g1 5| 25 3
Storage | Retention | @ | € | @S| 5

119 Surveys & Topographic Maps PERM 0 PERM P IR [N \

120 Portable Building PERM 0 PERM P [R {N |V
Permitted Retentlon Period Abbreviatlons Security Status Codes State Records Center Agency Abbreviations
ACT - Active Period (when used define term in remarks column) P — Public Record Use
FY- Fiscal Year (July 1- June 30) M — May Contain Confidential Information | ¥ — Y8
CY ~ Calendar Year (Jan 1 — Dec 31) € - Confidential Information N -No
AY - Academic Year (Aug 1 — July 31) Archival Processing Codes Vital Record
FFY — Federal Fiscal Year {Oct 1 — Sept 30) A — Transfer to State Archives Identification Code
MO — Months WK —Week {Mon-Sun) DY - Day(s) R — Retain in Agency Archives V= Vital
PERM — Permanent (Life of State) LOA - Life of Agency S — Review by State Archives | = important
NOTE: Please put an asterisk (*) in the Remarks section for any record QO « Other (Specify in Remarks) U= Useful
series that contains born-digital or imaged records. Include brief
description of the technology. (Ex. Scanned to OnBase).

R, Mslroe JUN 2 0 202

Agency Approval L_/ Date Signed Secretary of State, St Date Approved




Records Retention Schedule

SSARC-932 (09/20)

Louisiana State Archives—Records Management P 20 fo23
Louisiana Secrefary of State 2ge g
Post Office Box 94125, Baton Rouge, LA 70804 recmat@sos.la.gov Indicate Use of Form
Agency No | Agency / Division / Section X ORIGINAL SUBMISSION
59007001.000 | Washington Parish School Board-Information Technology _ RENEWAL
=]
'g __REPLACEMENT PAGE
Item . _ Q
Number Records Series Title Retention Period z|s|é&, __ADDENDUM PAGE
in Total 3% £ ¥ Remarks
In Office Storage Retention 3 E ® 8 >
(L Information Technology RFP's ACT+10FY | 0 ACT+10FY M [s [N |V | ACT=Until end of FY in which created or received
122 Software Licenses ACT +5FY 0 ACT+5FY |M |8 |N |V | ACT=Unti end of the FY in which the system is retired
123 E-Rate Documentation ACT+10FY | 0 ACT+10FY [P |s |N [uU | ACT=Untiend of FY in which created or received

Permitted Retentlon Period Abbreviations

ACT - Active Perlod (when used define term in remarks column)
FY- Fiscal Year (July 1- June 30)

CY - Calendar Year (Jan 1 — Dec 31)

AY - Academic Year (Aug 1 — July 31)

FFY — Federal Fiscal Year (Oct 1 — Sept 30)

MO — Months WK —Week {Mon-Sun) DY - Day(s)

PERM - Permanaent (Life of State)} LOA - Life of Agency

NOTE: Please put an asterisk {*) in the Remarks section for any record
series that contains bom-digital or imaged records. Include brief
description of the technolegy. (Ex. Scanned to OnBase).

Agency Abbreviations

RFP - Request For Proposal

ey

Security Status Codes State Records Center
P - Public Recard Use
M — May Contain Confidential Information | ¥ — Y%
C — Confidential Information N-Ro
Archival Processing Codes Vital Record
A - Transfer to State Archives Identification Code
R - Retain in Agency Archives V= vital
S - Review by State Archives | = Impartant
O — Other (Specify in Remarks) U= Useful
2 A s
} . :

e Vs

Agency Approval /

Date Signed

Secretary of State]

JUN 2 0 2024

fate Archives & Records Services

Date Approved




Records Retention Schedule SSARC-932 (09/20)
Loustans Ste vctives_Records Managament Page 1 o 23
Post Office Box 94125, Baton Rouge, LA 70804 recmat@sos.la.gov indicate Use of Form
Agency No | Agency / Division / Section = _X_ORIGINAL SUBMISSION
59007001.000 | Washington Parish School Board-Curriculum and Instruction E __RENEWAL
.°E" _ REPLACEMENT PAGE
2 __ADDENDUM PAGE
Ntl::::er Records Series Title Re!entllon Period — %‘ g g —
n = emarks
In Office Storage Retention é 5 :% .5'!
124
Carl Perkins Grant Documentation ACT +3FY IFY ACT + 6FY P S N V | ACT=Until end of FY in which created or received
Permitted Retention Period Abbreviations Security Status Codes State Records Center Agency Abbreviations
ACT ~ Active Pesiod (when used define term in remarks column) P - Public Record Use
FY- Fiscal Year (July 1- June 30) M — May Contain Confidential Information Y —Yes
CY — Calendar Year (Jan 1 - Dec 31} C -~ Confidential Information N-No
AY — Academic Year (Aug 1 — July 31) Archival Processing Codes Vital Record
FFY — Federal Fiscal Year (Oct 1 — Sept 30) A — Transfer to State Archives Identification Code
MO — Months WK —Week (Mon-Sun) DY - Day(s) R - Retain in Agency Archives V= Vital
PERM — Permanent (Life of State) LOA - Life of Agency S - Review by State Archives t= lmportant
NOTE: Please put an asterisk {*) in the Remarks section for any record O - Other {Specify in Remarks) U= Useful
series that contains born-digital or imaged records. Include brief
desceiption of the technology. (Ex. Scanned to OnBase). o
<
e Ghehor JUN 2 0 2024
Secretary of State, S chives &Records Services Date Approved

Agency ApprovaU

Date Signed




Records Retention Schedule SSARC-932 (09/20)
Louisiana State Archives—Records Management
Louisiana Secretary of State Page 22 of 23
Post Office Box 94125, Baton Rouge, LA 70804 recmgl@sos.la.qov Indicate Use of Form
Agency No | Agency / Division / Section __ORIGINAL SUBMISSION
55007001.000 | Washington Parish School Board-School Sites _ RENEWAL
0
'g _ REPLACEMENT PAGE
Item Retention Period = 8
Number Records Series Title %* § 2 . __ADDENDUM PAGE
Total FIE| &g 5 Re
In Office In H] g sg = marks
Sterage Retention » wol 5
125 Accounting/Financial ACT+10FY | o ACT+10FY |P |8 |N |V | ACT=untithe end of the FY created or received
126 Employee Attendance ACT+5FY 0 ACT +5FY M I8 IN V| ACT = until the end of the FY created or received
127 Payroll ACT+10FY | D ACT+10FY € |8 [N |V | ACT=untithe end of the FY created or received
128 I ACT = until end of the FY in which the student is no
D|3c|pl|ne ACT+5FY \] ACT+5FY C S N u longer entolted
129 ACT = until end of the FY in which the student is no
IEP Records ACT +5FY 0 ACT+5FY |C IS |N U | tonger enrolled
130 Graduate Cumulative Folder PERM 0 PERM C |R N v
131 . ACT = until end of the FY in which the student is no
Graduation Record ACT+10CY o ACT+10CY c |s N v longer enrolled
132 Student attendance ACT+3FY | o ACT+3FY |C |s |N |1 | ACT = untiendof FY in which created or recelved.
133 School bank Reconciliations ACT+10FY 0 ACT +10FY P s N U | ACT = until the end of the FY created or received
Permitted Retention Period Abbreviations Security Status Codes State Records Center Agency Abbreviations
ACT - Active Period (when used define term in remarks column) P - Public Record Use
FY- Fiscal Year (July 1- June 30) M = May Contain Confidential Information Y -Yes IEP - Individualized Educational Plan
CY — Calendar Year (Jan 1 — Dec 31) C - Confidential Information N-No
AY — Academic Year {Aug 1 — July 31) Archival Processing Codes Vital Record
FFY - Federal Fiscal Year (Oct 1 — Sept 30) A - Transfer to State Archives lde""'ﬁcath" Code
MO - Months WK —Week (Mon-Sun) DY - Day(s) R — Retain in Agency Archives V= vital
PERM ~ Permanent (Life of State) LOA — Life of Agency S — Review by State Archives I = Important
U= Useful

NOTE: Please put an asterisk (*) in the Remarks section for any record
series that contains bom-digital or imaged records. Include brief
description of the technology. (Ex. Scanned to OnBasa).

O - Other {Specify in Remarks)

— g
jA b\k‘t\"-ﬂ»? 141 (454
Agency Approvu Date Signed Secretary of State, $i Record

JUN 2 0 202%

Date Approved




Records Retention Schedule SSARC-932 (09/20)

Louisiana State Archives—Records Management
Louisiana Secretary of State Page 23 of 23
Post Office Box 94125, Baton Rouge, LA 70804 recmat@sos.la.gov Indicate Use of Form
Agency No | Agency / Division / Section __ORIGINAL SUBMISSION
50007001000 | Washington Parish School Board-Other _ RENEWAL
-]
'g __REPLACEMENT PAGE
Item Retention Period s| & ENDUM
Number Records Series Title —— -g s % = =ADD PAGE
[ £ | 2 = Remarks
in Office In 8| 6| 85| B
Storage Retention w| <| Bho| >
134 Grade books ACT +5 FY 0 ACT+8FY M {s | N |1 | ACT =untithe end of the FY in which created
135 . ACT = until the end of the FY in which the last report is
FINS Documentation ACT +3FY 0 ACT + 3FY C |5 |N I | submitted to the court, or student is no longer enrolled,
whichever is later.
136 10 Day Count Reports ACT +1FY 0 ACT+1FY M |S N U | ACT = until the end of the FY created or received
137 . ; ACT = until end of the FY in which employee separates
Teacher Observation/Evaluations ACT+5FY 0 ACT+5FY c |8 N ' | from a gency or is terminaled.
138 Home Language/Residency/Migrant 0 ACT = until end of the FY in which the student is no
documentation ACT+SFY ACT +SFY c |s N v longer envolled
Permitted Retention Parlod Abbreviations Security Status Codes State Records Center Agency Abbreviations
ACT — Active Period (when used define term in remarks column) P - Public Record Use
FY- Fiscal Year (July 1- June 30) M ~ May Contain Confidential Information | ¥ ~ Y98 FINS-Families in Need of Services
CY — Calendar Year (Jan 1 — Dec 31) C = Confidential Information N-No
AY — Academic Year (Aug 1 — July 31) Archival Processing Codes Vital Record
FFY - Federal Fiscal Year (Qct 1 — Sept 30) A — Transfer to State Archives \dentification Code
MO —Months WK —Week (Mon-Sun) DY - Day{s) R — Retain in Agency Archives V= Vital
PERM — Permanent {Life of State) LOA — Life of Agency S — Review by State Archives 1= Important
NOTE: Please put an asterisk (*) in {he Remarks section for any record O - Other (Specify in Remarks) U= Useful
serigs that contains bom-digital or imaged records. Include brief
descﬁpﬁﬁgﬂhﬂe&hno!ogy. (Ex. Scanned to OnBase). /ﬂ

JUN 2 0 2024

Date Approved

{ / : vl { 447 ¢ &9
Agency Approval Date Signed Secretary of State, Stafe &




