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Introduction 

The Port of Seattle Police Department is a relatively new law enforcement 

agency evolving from a small security force of a dozen employees to its 

present status of a Municipal Police Department with over one hundred 

sworn commissioned officers. 

The department enjoys full police responsibility over ali Port of Seattle 

Property. The geographical area inclu.des the Seattle-Tacoma International 

Airport and immediate business and residential property surrounding the 

airport. It also includes specific harbor areas over a thirty-one mile 

length of \\later front inside the City of Seattle and King County govern­

mental jurisdictions. 

The waterfront area is serviced by the Marine Terminals Section. This 

section is staffed by a Captain, two Sergeants and six patrolmen; two 

patrol cars are fielded 24 hours daily, seven days a week. At the airport, 

six fixed positions referred to as check points, are manned 24 hours daily 

seven days per week by one man each. The positions are at ground screening 

points for passengers. One foot patrol officer is assigned to the north 

airport terminal area and one to the south. One man is assigned to each 

of the upper and lower drives to assist the public and for traffic control. 

One patrol car is assigned to patrol a five-story garage with 9600 vehicle 

storage capacity and one other car to handle the airport and surrounding 

area. 

As a municipal Police Agency, the department uses the normal wide variety 

of records found in any police department normally needed to support 

operational and administrative functions. The department also has access 
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to and uses a variety of automated systems: regional, stateJand national. 

As a result of recent administrative changes within the department~ 

inordinate records keeping procedures and practices were observed 

prompting this request for technical assistance. Some particular concerns 

voiced by the administration were: 

- Improper application and use of Field Interview reports 

- .The validity of reported crime totals 

- The low clearance rates for crimes replcrted 

- recent discontinuance of uniform crime reports 

The agency in mak~.ng its request \<las specific, defining certain tasks 

and deliverables discussed later in the reports. The request generally 

covers the full area of police records from initial reporting, through 

distribution and storage, use of the record~and finally into destruction. 

Because of the wide definition by the requesting agency, a large va.riety 

of standards and influences must be applied during the survey: 

- Legal requirements which are binding on the records 

system must be applied. These requirements are specifically 

defined in both State and Federal laws. 

- The present "state of art" in records maintenance, use of 

data processing techniques including computers, microfilming, 

and other storage medium must be considered. 

- Basic requirements of police information systems defined 

in documented standards must be applied. 
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The following persons were interviewed and contributed to this report: 

Neil W. Maloney 

Hugh Wilson 

Elizabeth A. Sanderson 

J. M. Zachau 

R. M. Steele 

Sally Chaney 

Karen Soddon 

R. O. Willis 

R. G. Nelson 

Brian Spencer 

Dennis Yamaguchi 

J. B. Evans 

Ed Gray 

Bobbie Wehrwein 

Phillip Ki1li en 

Charlie Ferral 

R. Handwork 

Wayne Harsh 

Bill Bush 

Carole Nichols 

Chief 

Sergeant 

Clerk 

Captain 

Captain 

Clerk 

Secretary 

Captain 

Captain 

Officer 

Officer 

Port of Seattle P.D. 

Detective Section 

Detective Section 

Training, Research & Development 

Second Watch Captain 

Records 

To the Chief 

Third Watch Captain 

Marine Terminal Section 

Marine Terminal Section 

Marine Terminal Section 

Officer p I.D.Tech.Second Watch 

Asst. Chief Operations Division 

Clerk Alrport Lost and Found 

Dep. Pros. King County Prosecutors Office 

Agent Seattle Office, F.B.I. 

Agent Uniform Crime Reports, F. B. 1. 

Sergeant W.S.P. Washington State 
Identification Section 

Officer Second Watch 

Clerical 
Supervisor Seattle Police Oepartment 
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Understanding of the Problem 

The specific request of the agency was: 

"The survey should include a complete stu~y of: 

1. Existing Port of Seattle Police records keeping procedures 

2. Reporting practices 

3. Forms 

4. Storage and retrieval capabilities 

5. Utilization 

6. Storage of and a comprehensive plan for destruction of outdated 

police records to bring this department into conformance with 

Washington State Archivist regUlations. 

7. Recommendation for establishing a police records system \'Jhich 

will meet the immediate needs of this department and be compatible 

with Washington State Patrol criminal records division and 

future records computerization technology." 

After initial discussion with the agency, item 7 above was more specifically 

defined and expanded to the following: 

7. Reporting of criminal arrests to the Washington State Patrol 

Washington State Identification Section in accordance \'Ii th State 

Law. 

8. Recommendations for establishing a police records system which 

would: 

(a) Jileet the immediate needs of the department, and 

(b) be compatible to future automation. 
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The objectives of the assignment and expected deliverable by the 

requesting agency include a comp),ete survey and analysis of its records 

system resulting in a written report listing improvements which can be 

taken immediately. 

Several existing problems will have considerable influence and impact 

on the study and final recommendations. 

The Port of Seattle Police Department is not a uniform crime reporting 

agency. The Port of Seattle Police Department operates in two (2) 

UCR reporting agency jurisdictions; the City of Seattle (Police Dep~rtment) 

and King County (Department of Public Safety). One of the common means 

of addressing reporting requirements in any police agency is to adopt 

UCR reporting standards. Because of this conflict, uniform crime reporting 

program cannot be accomplished in the normal manner. 

The recent passage of security and privacy requirements in criminal 

records (U.S. Title 28) which allows the processing and storage of 

criminal history record information only in automated systems which are 

dedicated to criminal justice use has a decisive impact on the Port of 

Seattle Police Department automation capabilities. The Port of Seattle 

maintains a sophisticated computer operation which could be of valuable 

use to the Port of Seattle Police Department; however, because of Title 

28 and its restrictions, suggestions for use in this area must be confined 

to records exempt from this bill. 
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Analysis o~ the Problem 

Methodology 

A simple and logical method of analysis wa~ used to address the tasks 

and deliverables specified by the agency as follows: 

- An invento-ry of all forms used by the agency was mad(~. 

A copy is attached to this report. 

- An examination, inven~or» and listing of all files and records 

maintained by the agency was made. A listing is attached to 

this report. 

- An inventory and oxamination of documented procedures and practices 

found in the agency was made. 

- During the five-day on·Slte inspection, key personnel were interviewed 

regarding procedures and practices of the agency. 

- An examination and analysis of the preceding findings ,~ere made 

and compared against acceptable and required standards, procedures) 

and practices. 

~ Recommendations for changes and improvements were made, based on 

the preceding findings and conclusions and specified in a.n action 

plan. 

Standards 

Procedures and practices in police records systems across the nation are 

fairly common and are vel'y similar to those employed in pl'ivate industl'Y. 

For the purposes of this examination! practices and procedures widely 

accepted \'lere used as a base: 
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Records keeping procedures should be published and in the hands of 

all affected employees in the agency. The procedures should specify 

which events and actions require reporting and whether that reporting 

should be formal or infonnation. Approval, distribution, filing, 

retention - destruction, release should all be defined. The procedures 

should define which files are to be maintained in the department, the 

responsibility for maintenance", and should prohibit all other files. 

Centralization of operational records should exist. We are not particularly 

concerned at this point with personnel, internal investigativ~or other 

administrative records but rather with indexes, case files, criminal 

histor~ and similar information. All original j~cuments should be 

maintained at this location. Originals should be sign~d out if it is 

necessary that they be removed from the files. Centralization of 

records in this manner provides for enforcement of procedures, quality 

control measures, coordination, privac~and security maintenance and 

provides the ability for expunction and purge actions in a complete 

manner. 

A Master indice should be employed at the central location which has a 

sufficient capability to reference any event or person for whom a report 

is on file. Duplicate indexes should not be allowed to exist in other 

parts of the departments. 

The recording of initial complaints should be conducted within the 

communications center of the department to avoid any unnecessary delays 

in response to the inc.ident. All requests for services should be routed 

through this centT<!.1 location.. Procedures should assure that all complaints 

8 
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are recorded in a permanent record at the time that they are received. 

The record should also show the subsequent action that was taken on the 

complaint. Activities initiated by officers in the field should be 

called in to this location and entered in the record. 

Tactical information should be available to both line officers and 

investigators in the department. Line officers should have immediate 

access to information concerning wanted persons, stolen propert» and 

hazardous individuals. Investigative officers should be able to access 

modus operandi, crime specific) and other leading information. Information 

such as criminal history and other historical records should not be 

made available under normal circumstances to field officers.. Such 

information has contaminating effects on their decisions to formally 

arrest or release persons taken into interrogatory custody. Such 

decisions should be based on factual information at the scene and tactical 

information; however, historical information should not be made available 

under normal circumstances for that process. 

Forms Control procedures shOUld be in existence in t~e department. All 

forms which are used in the department should have a form number and 

should carry the last revision date. All forms shollld be formally 

approved by the administration of the department~ any form not so 

approved should be disallowed. Requests for new forms are an indication 

that present documents are not serving the required purpose. Revision 

or complete discontinuance should be considered' with each such request. 

Forms should be reviewed on an annual basis for a determination of worth. 

Duplication of similar information should be discouraged and consolidation 

of forms completed whenever possible. 
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Forms should be sufficient in construction to assist the writer in 

gathering information needed and few enough in number so as not to become 

confusing. Written instructions should be available to all persons 

which guide the completion of each report --sensitive forms such as 

property, evidence, citation~and arrest forms should be sequentially 

numbered for purposes of audit and credibility. 

Computer entries must be supported by source documents on file within 

the agency. No entry should be made in any automated information system 

unless such a source document exists. If the source document is destroyed, 

the entry should be removed. 

Stolen property, wanted person~ ahd other immediate need information 

should be entered into WACIC and NCIC at the earliest possible moment 

after· that information has been received within the department. 

Investigative files which aid in the apprehension of criminals, 

recovery of stolen property) and the clearance of crimes should exist; 

however, the existence of such files in itself is not enough. Procedures 

should be established that require specific investigative action be taken 

against such files. For instance, each latent print lifted at the scene 

of a crime should be mandatorily checked against known suspect with 

similar M.O. 's when possible. Each victim who has seen the perpetrator 

of a crime should be shown pictures of suspects from a crime speciality 

file. 

Uniform classification of reports should exist. In order to establish 

credibility and continuity for statistical pruposes, the classification 

of reports should be done by a few persons specially trained to assure 

10 
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standard confoTInance. Because statistical reporting often reflects the 

actions of line units, the classification should be done by another unit, 

such as records, in order to avoid any influence or reported workload 

measurements. 

Management utilization of information for the purpose of guiding and 

evaluating department actions should be produced from reports received. 

Manpower allocation, crime specific actions, vacation scheduling)and 

other requirements can be addressed from regularly produced reports which 

show workload measurements throughout the department. 

Automated methods should be employed only when cost effective or 

absolutely necessary. Police information systems have pecome deluged 

with paper in the recent decade because of the ease of which information 

can now be produced. Fewer decisions are being made today, based on more 

reports produced than ever before. Automation should be considered ,~hen: 

1. Speed is essential to meet immediate needs in the department and/or 

2. Essential tasks can be accomplished at a lessor cost. 

Outside information systems and resources should be used to increase 

effectiveness and reduce records keeping burdens when possible. Since 

stolen property is indexed in the National Crime Information Center 

and the Washington Crime Information Center, it is no longer an essential 

task to maintain such indexes in police agencies. Since the Washington 

State Department of Motor Vehicles provides citation information on line, 

it should no lon.ger be necessary for police agencies to index moving 

violations. All such automated indexes and records systems should be 

examined and fully utilized with avoidance of duplicative indexes and 

files internally within agencies. 

11 
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The preceding represent some of the more important concerns and standards 

expressed in police information' systems but do not by any means represent 

all. The following reference material was specifically used in conc1usioHs 

and recommendations of this report: 

- National Advisory Commission on Criminal Justice Standards and 

Goals, reports on (1) Criminal Justice System (2) Police 

- Municipal Police Administration - International City Managers 

Association 

- U.S. Department of Justice, F.B.I. Handbooks (1) Uniform Crime 

reporting (2) Manual of Police Records 

- San Diego - Field Interrogation, Final report, Police Foundation 

- Washington State Criminal Justice Information Systems Plan 

- Revised Code of Washington and Washington Administrative Codes 

(RCW and WAC) regarding (1) Records Retenti.on, Destruction, Public 

Disclosure, and (2) Reporting Requirements for Washington State 

Identificatitm Section, Washington State Patrol 

- Operation Manuals for National Crime Information Center Access 

(Law Enforcement Teletype System and Switch) and Washington Crime 

Information Center, Department of Motor Vehicles, SEAKING 

(Regional CJIS - Automated) 

- Title 28, Judicial Administration, Department of Justice Order 

601-75 

- Privacy Act of 1974 

12 
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GENERAL FINDINGS AND CONCLUSIONS 

The information system employed by the police department includes the 

basic necessities; however, is fragmented and re$pcnds poorly to the 

needs of the department. 

Finn administrative guidance and direction in the maintenance and de­

velopment is missing; was generally found to be caused by a lack of 

experience and training, both formal and self-taught at the super.visory 

level. 

The particular stance the department now finds itself in is caused by a 

general hon-involvement over the previous years leaving most of the de­

velopment,tasks accomplished) and work conducted in the hands of one 

staff person and is compounded by little cross-training in records func­

tions. 

Al though there are many recommendations made for corrective actions in ' 

this report, tIley should not be considered a major over-haul of the exist­

ing system but rather guiding and shaping movements normally required to 

force direction and development in information systems. 

Centralization of records is needed. A non-functional central name index 

requires one other indeJ~ to support operations and a third has recently 

sprung up. A reduction in overall formal reporting is needed. Many actions 

taken by officers in response to minor incidents can be reduced to unit 

log entries rather than the present level of formal reporting. 
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A readily apparent attitude exists in the department indicating one of 

the main reasons for formal reporting is to establish blame when some­

thing goes wrong. This posture has created an over-abundance of report­

ing from line operations. 

One of the more serious problems is failure to report arrests to the 

Washington State Identification Section as required by state law. A 

preliminary overview and discussions with department personnel revealed 

no significant problems at face value; requirements were appearing to be 

met. It \I/as later determined that arrests have not been reported to WASIS 

since June 1, 1975, and probably for a longer period than definitely 

established. 

Public disclosure, indexing,and retention requirements were not being 

met; however, the agency was aware of that fact and this technical assis­

tance was requested to help correct that. Most public agencies in the 

State have not complied with the law and are just beginning to now. 

An overall lack of records utilization was found to exist in manpower 

allocation, crime analysis; and normal investigative files. Most can be 

added through procedural and forms changes with some additional small 

indexes. Some specific periodic reports were suggested along with a 

forced decision-analysis process. 

Specific findings and conclusions were made for the major units in the 

department;an overall cvaiuation was made based on standards defined 

in l'eports issued by the Na.tional Advisory Commission on Criminal 

Justice Standards and Goals. 

14 



I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 

Because of the low volume in records and use, automation beyond periodic 

manpo\'Ier allocation and workload measurement reports from the journal is 

not recommended. The present growth of department records does not sub­

stantiate any recommendation for increased automation in the near future. 

Tactical information (",anted persons, stolen property, motor vehicle) 

is fully automated, however, not fully utilized by the department. 
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Operations Division 

Airport patrol (Check points) 

Six fixed positions, referred to as checkpoints, are manned 24 hours daily 

at passenger screening areas; officers remain at these posts and do not 

leave to answer calls or patrol. 

Most actions taken by officers at these points are as a r~sult of unlaw­

ful or questionable statements in violation, contraband, drug~or weapons 

discovered during the screening process. The actions range from momentary 

detention or seizure to full arrest. 

A permanent notebook (steno size) is maintained at each check point. 

Officers sign in, sign ou~and make entries concerning occurrences during 

their tour of duty. When completed, the notebooks are forwarded to the 

FM office in the terminal where they are inspected and then returned to 

Port of Seattle Police Department Records Section where they are stored. 

No other records are maintained at the positions; however, the officers 

complete the full scope of formal reporting when detentions and/or seizures 

are made. 

Several concerns arose during this inspection concerning reporting 

practices. 

1. During the two to two and one-half years, approximately 200 

persons have been detained at these check points for 
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"statement in violation". The statements in violation usually concern 

bombs, hijacking, etc. In each case, the person making the statement is 

detained and the Seattle FBI office notified (statement in violation is 

covered by Federal law). The Seattle FBI mayor may not respond and the 

person detained mayor may not be formally arrested. Port of Seattle 

Police Department officers recalled only two such detentions during the 

past several years that actually resulted in charges being filed. The 

Seattle FBI office recalled three or four. 

In each case of detention, complete formal reporting activity takes 

place by the check point officer. 

(a) An FIR (Field Interive\'l report) is completed on each person 

involved. The FIR is used for indexing purposes in the 

Records Section and later thrown away. The use of the FIR 

is discussed later in this report. 

(b) An offense report is completed. 

(c) Rights forms are completed. 

(d) Full handwritten statements are taken from suspects, \'litnesses, 

officers, etc. 

Because, the offense is federal, the bhoice of formal arrest, filing of 

information) and prosecution rests with the FBI, not with the Airport 

police. In view of the fact that prosecutions or even filings rarely 

occur in these instances, the practice of completing such a lengthy 

investigation by the Port of Seattle Police Department is largely 

a fruitless effort. 

2. The second area of concern is mainly in the area reporting 

of seizures of contraband or property which do not result in 

an arrest. A sampl ing of reports .,,,as read in these cases -

and there seems to be a lack of continuity on what to do \'lith 
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the evidence seized which can probably be cleared up or at least stabilized 

with a reporting procedure. 

ea) If a legal \'1eapon is seized and the subject not arrested 

(as often the case '<lith out-of-state persons)) a determination 

should be made as to the disposition of the property seized 

by the seizing officer and that fact noted on the report. 

'rhen the item is entered into evidence in the Property 

Room, that notation should be carried for\V'ard on the property 

control form as a direction to the property custodian. If 

the subject is not arrested at the time of seizure, a 

reasonable agreement can be made in most cases at the time 

between the officer and the passenger, i.e o, passenger will 

claim property in 60 days; if not claimed, destroyo 

Cb) If an illegal weapon is seized and the 5vbject not arrested 

(Le. ,brass knuckles) property should be disposed of \'lithin 

30 days. 

The theme and ~oncept of this problem lies mainly in a reporting procedure 

or practice that ,dll assist in keepi ng the Property Room clea.red out. 

Each item entered into evidence should be done so with some specific 

objectives in mlnd and not just in a state of limbo. Although this 

particular problem is not severe at this time, such a reporting procedure 

will help assure that it doesn't get to be o 
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Identification Unit 

This unit is staffed by one patrol officer on a part-time basis. He has 

had the present job for about nine months and has received some basic 

training in fingerprinting techniques. He conducts needed crime scene 

searches in addition to maintaining the department fingerprint files. No 

firm procedures or responsibilities have been established for his job 

at this time. He maintains the present files whenever he can on a part~ 

time basis. 

The identification fingerprint cards are kept in Room 215 and the needed 

forms, equipmen~ and other essentials are kept in a detention room in 

another location. 

Instructions for completing the required amount of fingerprint cards 

and disposition cards are posted in the detention room. The instructions 

are both accurate and complete and) if follo\'led, reporting required by 

state law would be met. The present department procedure ,(verbal) is 

that all persons who are formally arrested and jailed are fingerprinted 

and photographed. State law requires a leSSer degree of reporting. 

The I.D. tech said that he obtains fingerprint cards completed by arresting 

officers and forwards them to the State and Federal agencies. He is not 

sure if all cards required are actually made but believes so. He classifies 

the local copy in accordance with Henry and maintains that file in Room 

215, about 100 cards at the time of inspection. 

A latent fingerprint file is also located in 215. Prints lifted at the 

scene of crimes, according to the 1.0. tech are checked against known 

suspects in his files and also the county's and city's files. The 
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file is maintained by case number. He is unaware of the loca.tion of 

fingerprint cards made before he assumed these duties but believes that 

they may be on file in the detective section. 

A check \'lith the Washington State Identific3,tion Section personnel failed 

to produce any information concerning the quality of fingerp'l'int c:;\rds 

boing recoived from the Port of Seattle Police Department. Consultant 

obtained a list of the last 10 felony arrests by the department and went 

to 'he State Identification Section in 01)~pia. 

A ch~ck of those files indicated none of the arre!;ted persons cards 

had been received by the section. A special run \lias made against the 

State Identificatioc files with the finding that since Jun~ 1, 1975, no 

finge~print cards had been received from the Port of Seattle Police 

Department. This information \'las verified t1wice. 

This problem could not he l'esolved from information l'eceived in the 

department. Correct procedures are available but not being followed 

and the consultant was unable to determine spocific 1'oasons for the 

defect in reporting. 
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Records Section 

The records section is staffed by one clerk during an eight-hour day shift 

tour. Reports are receiv(~d in the section forwarded from communications. 

The clerk updates the ge:neral name index card attached or makes a new card 

for the names listed on the report. The master journal is checked to assure 

all required cases are received. The general name index card is updated 

from an FIR attached to the report, which has been completed by the field 

officer. The FIR is thrown away after the updating. 

Reports received in the records section have not been classified according 

to crime type at the t.im~ of receipt; this is done by the clerk. Crime 

types are presently classified in accordance with state Ia,.,. but have been 

scored in the past according to U.C.R .• Accurate classifications by eHher 

crime definition were not present on all reports examined (several, months). 

Copies, routin&and distribution is accomplished by the records clerk.~lring 

this process, a daily tally sheet of crime statistics is completed. Although 

the tally sheet was originally designed by U.C.R. specifications, it has been 

changed to conform ,.,.ith statl~ codes. Uniform Crime Reports were submitted in 

the past but have been discontinued. The present clerk has not received any 

U.C.R. t:raining. 

Book of arrest numbers do not exist in the department and reports examined 

do not carry the King County Jail booking number for prisoners accepted 

from this agency; hO\'lever, for control purposes should. 

21 



I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
~-

Dispositions of arrests received are entered onto the general name index 

in some cases. Citations are issued to all misdemeanants arrested including 

those booked into jail. One of the citation copies, forwarded to court, is 

an arrest disposition notification which is returned to the agency by the 

court. This is an excellent procedure. 

There is a problem however in receiving dispositions from cases filed by 

the King County Prosecutor's office. Officers appearing in either District 

or Superior Courts are required to fill out a court disposition form which 

is later turned in with their overtime pay request. The particular problems 

with reporting dispositions in this matter are: 

- Appearances during work hours ''1hen no overtime is paid. 

- Officers do not appear in all cases (guilty pleas, etc.). 

- The aisposition is not officially from the COUI't and 

is not always final (appeal process). 

The form in question was adopted from the Seattle Police Department where 

it is used to fo11O\'1 a case presented to the prosecutor through the entire 

adjudication process. Final actions taken on the case are recorded on the 

form by the pros. clerk and returned to the agency and then used for a num­

ber of reasons: 

- To record disposition in criminal history (local) records. 

- For case closure by detectives 

All arrest dispositions are not being received by detectives and officers 

resulting in at least one probl~m: the release of evidence from the property 

room. See three gun cases listed in property inspection report. 
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Three indexes have recently been started in the section. Information 

concerning offenses is presently being recorded in three 311 X SII card 

files, indexed by month of occurrence, type of offense,) and cases 

cleared. Carbon loaded or chemically treated paper is not used; the 

same information is retyped three times. 

.. 
The following records were found on file in this section: 

- Dispatchers radio logs; original copies filed by date of book. 

- Arrest citations, including dispositions and officers"receipt 

for the book; Carbon copies, filed by citation number. 

- Traffic citations; same as above. Control and accountability 

shown by manner is filing is excellent. Clerk periodically reviews 

records to assure citations in proper sequence are being received 

a~d the index makes possible determination of which cases dis-

positions have not been received from the courts (district). 

- WAcre computer printouts of active stolen vehicles and parts 

which is an audit record; however, files have not been audited 

using this document. 

SeaKing terminal statistics report showing transactions, volwnes. 

- Unit logs; Original copies are filed by date after being approved 

by a sergeant. 

:""·Projects research file; Originals and copies 0: radar testing, 

SWAT, guild, polygraph, SPD academYJ and history ef pl~esent cit-

ation development. 

- FAA Stats: Monthly recap of confiscations made atcheck points. Case; 

date time, passenger-non passenger, location and article. 

Invoices, contracts, bills and other financial information. 

- . Case reports; Originals and copies filed by case number. 
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- Journal log sheets; Retyped copy from hand written journal, filed 

by date after being approved bya sergeant. 

- Copies of subpoenas served on officers; filed by date. 

~ Purchase orders and purchase orders paid. 

- News article and clipping file. 

- Invoices for uniforms purchased from 1957 through 1972. 

- Officeri scores on firearms training. 

- Correspondence; filed by month and subject matter. 

- Check point notebooks; After being read by FAA, filed by"date. 

- Correspondence index; Card file by subject for department letters. 

- File cards of officers commissions. 

~ Old airport commissions and ID cards. 

- Indexes for offenses by crime type, month and clearanc~. 

~ Department statistics (UCR) , 1974 and 1975. 

- Commissioned and decommissioned officers file. 

- Audit and control procedure for traffic citations. 

- Training, reference and operational manuals. 

- Tally sheets for statistics by day and month. 

- Pa>~'oll, sick time and timekeeping information. 

- Manuals; operating, weapons, equipment, reference, projects .. and research. 

- Towing contracts. 

- Case report files by case number for 1973,)74)and)75. 1968 through 

1972 are in hallway closet. 

- Property control forms , property seized without journal number. 

- Found property log for property under $10. 
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Overall, records maintenance in this section is being accomplished with 

little direct supervision, guidance) or direction. The present clerk has 

not received formal records administration training or U.C.R. training 

other than self-taught. Written procedures concerning distl'ibution, 

filing) and processing are lacking. Functions for the most part are 

handled on the basis of passed-on verbal instructions. Several changes 

have ta.ken place in indexing, not procedurally documented. 
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Detective Section 

The detective section is staffed by a sergeant, four detective~and 

a civilian clerk. Copies of case reports are received in the section 

from records and each name on the report is indexed with case number 

in a 3" X 5" card file. The file was started in about 1972 and has 

approximately 1200 cards. It is used to reference reports by name 

and was found to contain names not indexed in the general name index. 

Each report is screened by a supervisor who makes followup determination 

for detective activity. If the report is assigned to a detective, it 

is recorded in an qssignment log and requires a fo11O\'1 up report to be 

submitted. Cases not assigned are placed on a reading board. According 

to per~onnel, copies of a11 follO\rup reports are now being forwarded 

to the records section but had not been in the past. 

Several clip boards of intelligence and general department matters 

are maintained. Three letter-size file drawers are maintained containing 

cases from 1973, 74 and 75. Only those cases for which fo11owup action 

has been taken are on file and each case is filed by journal number. 

The department police identifica.tion photograph book of persons arrest~d 

is maintained in and by this section. Photographs are filed numerically. 

Only a frontal view is taken and height indicators are not used in the 

photograph. Each is identified by a journal number and date. In events 

when more than one person has been arrested ~n the same case, the same 

number may appear on more than one photograph (of different persons). 

The detective section had responsibility for all identification functions 
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about nine months ago but now only maintains the photographs. Extra 

mugs and all negatives are also maintained in the section. 

Files containing copies of computer entries into law enforcement data 

bases are also Inaintained. The determination of stolen property entry 

is made in this section, rather than by tho terminal operator or 

communications and creates a substantial delay in entry of tactical 

information. A copy of each entry is maintained in a file and also 

for\~arded for the case file. 

Normal correspondence files are maintained; however, correspondence 

relating to an investigation is filed \~ith the case. 

A garage recap, file of incidents occurring in the parking garage, 

is maintained in journal number sequence. M.D. and property information 

is not included in the recap. Crime and trend analysis information is 

not maintained. Crime specialty and suspect files do not exist even 

though most persons were aware of active thieves and locations where 

property stolen from the garage was most likely being fenced. 

According to personnel, investigating patrol officers are responsible 

to clear evidence from the property room they entered on misdemeanor 

cases; detectives are responsible only for those cases they investigate. 

Procedures for systematic matching of latents with suspect lists are 

not employed. 

Receiving charges in cases presented to the prosecutor's office is a 

problem. The section personnel must keep calling as the prosecutors 
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office does not automatically notify when it files informations. Formal 

documentation is not returned to the department on declination of 

filings and no specific reasons for failing to file a particular case 

are given. 

Receiving dispositions is also a problem. Standard procedures do not exist 

to assure automatic notification or receipt of a case disposition. 

The supervisor cllecks the master journal daily to assure he is receiving 

required cases, an excellent and thorough procedure which should continue. 

All vehicles parked in the garage over fifteen days are checked out by 

the detective section. Auto thefts and recoveries in the garage are 

fairly common. 

Periodic detective workload measurement reports ere not generate,d. Inter­

nal background investigations are conducted by detectives. Until November, 

1974, stolen vehicles were not entered into WAClC. Recovered gun entries 

are made into NClC from the property control form received. 

Survey of cases on fil~: 

75-0171 Rifle reported stolen on 1-9-75, entered in NClC on 3-11-75. 

75-0188 

75-0264 

75-0304 

75-0394 

Suspect knolffi in assault. No followup clearing.case. 

Original offense report and followup on file in auto theft. No­

tation "cleared exceptional" on outside of file. 

~femorandum from sergeant to officer reporting followup activity 

on an investigation. 

Original offense report in file. Completed on "tip" information 

regarding suspect who may be responsible for thefts (No offense, 
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intelligence information). 

75-0399 Aircraft hit by truck. 

75-3579 Prowling. 

75-3637 Originals of follow··up, PIR' s and rights forms. 

75-3658 Unknown substance. 

75-3687 Larceny, original followup report 

75-3694 Bad check, original followup report, no clearance. 

75-3717 Larceny by check, original followup, no clearance or reclass 

to NSF. 

75-3719 Drugs, original follo\,/up report, property control form 

and PIR's. 

75-5289 Intelligence report on juvenile transfer in flight. 

75-5303 Larceny and recovery of purse classified "no crime". 

75-5315 Emergency medical aid report from the fire department with 

name, dob) and address but no other information. 

75-5320 Auto theft. Property control form number recorded but 

not attached to report. 

75-5323 Photo copy of armed forces identification card hut nothing 

else. 

75-5272 Intelligence report, stand by while youth uenter picks 

up two juveniles. 

75-5275 Car prowl. Wing window open with prints. No indication of lift. 

75-5282 Detoxification center delivery slip for a drunk. 

75-5284 Disorderly conduct arrest, citations issued. No citation 

numbers and no description of suspects on report. 

Original cases and index should be transferred to the records section. 

The index fosters additional names being developed and not entered into 

29 



I 
I 
I 
I 
I 
I 
I 
'I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 

the department general name index and has a disintigrating effect on 

that file. 

Coordinating efforts are needed with the Chief Criminal Deputy Pros­

ecutor to assure automatic notification of filings and for the receipt 

of formal, written reasons for declinations. These are common procedures 

enjoyed by other agencies dealing with that office. 

M.O., specialty, FIR, suspect lists)and other normal investigative 

aids should be employed. 
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Communications Section 

This section is staffed by two clerks on the day shift and one each 

on s'~ing and graveyard. The emergency incoming telephones ate at 

this location as well as the radio and data base terminals. 

The radio frequency is currently shared with four non-criminal justice 

agencies and the volume creates a frantic atmosphere on many occasions. 

The shared frequency also poses a problem when information of a protect-

ed class is released over the air. 

Data base terminals allO\'1 the dispatcher quick access to tactical 

information in a regional, statp-) and national system for use by line 

officers. ,qashington State is not an NCIC-CCH participant. The full 

normal scope of information is available: wants, stolens, vehicle 

information, etc. 

The department general name index is kept in communications. The index 

is a filing cabinet of 5" X 811 cards filed by names. Victims, witnesses, 

suspects, persons arrested, traffic) both parking and moving violation~ 

were found in this alpha file. One card is made for each name handled. 

The card is updated, by person, for each subsequent contact. The infor­

mation is released to officers over the shared frequency if requested. 

Tactical information is not indexed in the file as all of tlds infor-

mation resides in automated systems accessed by the department. 

A "Roladex" of 3" X SIt cards is now under construction at the dispatcher's 
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desk. Criminal history information is being extracted from the general 

name index and placed on these cards for the purpose of making the 

information more retrievable to the dispatcher. A third similar index 

is employed in the detective section. 

Impounded vehicles are entered into WACIC as they occur by the 

dispatcher. Programs in the state system automatically check vehicles 

against the stolen and \'lant files \~hen entered. A clip board of vehicles 

impounded is maintained by the dispatcher and records removed from both 

the board and data base when the car is subsequently released to its 

owner. This is an excellent control method and aIlo\'ls quick and full 

information retrieval. 

A radio log is maintained by the dispatcher with notes of radio trans­

missions made during each tour of duty. After the log is completed, it 

is forwarded to the records section where it is stored. Some clerks 

use the log for basic notations later trunscribed to the journal. AI-

though all personnel were a\'lare that the log must be maintained, none 

was found who knew its exact use and no apparent use was being made 

of it. Records section irrlicated no reviews of the log had been made, 

at least for the past four months. Seattle FCC states no rules for 

requiring the log, although there were such rules many years ago. 

A master journal log is maintained by the dispatchers in which each 

complaint or service request is entered. Each entry receives a sequential 

number, providing good control. If a formal disposition occurs, the 

type of report completed is noted on the log. The log is originally 

hand written and then later retyped. Each complaint is signed off by 
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a sergeant. The typed copy is forwarded to the records section 

and the hand written copy remains in communications. The journal 

number is referred to in subsequent reports. 

All formal reports ,~itten in the department are forwarded to the 

communications section. FIR's are completed by line officers for 

each name on the report. The dispatcher checks the FIR's against 

the general name index and if a card is already on file for that 

person, attaches the index card to the report for tho records 

section. The records section updates the cards and/or makes ne\'l 

cards from the attached FIR's which are later thrown away. The 

general name index cards are then returned to file. 

When :the reports pass communications wher~ the data base terminals 

are located, stolen property or other entries are not made at that 

time. 

The lack of such entries at the earliest possible moment and the 

loss of integrity in the general name index, cards being rE~moved, 

ate of some concern. The duplication of the general name index onto 

the roladex and the release of protected information over a shared 

frequency also pose problems. 

A teletype log is maintained in communications listing the date, 

time, message number, receiving agency) and summary. Numerous clip 

boards were in evidence "'hich contained bulletins, pickups, instruc­

tions) and other general information. 
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A garage inventory listing is maintained in communications. Each night, 

garage employees inventory the entire 9600 vehicle garage by marking 

license numbers dO\'lfi on a preformated report Nhich shoNs stalls. The 

purpose is to fix financial responsibility for patrons; hONever, the 

department also uses it by checking for stolens after the car has 

been in the garage for fifteen days. A routine check of vehicles 

parked a shorter period could be made each night by the~ dispatcher 

Nhich may reduce the length of time a stolen car remains in the garage. 
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Property control 

The department does not maintain an evidence or property room. That 

function is provided by airport services; however, a separate room 

is kept for police evidence. 

Property seized or found by officers being turned in is recorded 

on one of t,."o forms. 

- A property control form sequentially numbered is used for 

all evidence seizures and found property valued over $10. 

- A found property log is maintained for found property turned 

in which is valued at less than $10. The found propel'ty 

log is not numbered. 

The clerk, an airport emp10yeeJ said that the only property she has 

destroyed to date was narcotics and the destruction was under the 

strict superVision of state authorities. No automatic program for 

evidence disposition is in effect. 

Thre~ of the oldest. guns in the property room were examined; 

cases regarding the guns \'lere subsequently read \'lith the following 

findings: 

- A : 9':)8 .':ase (68-1440) ''las an arrest for the misdemeanor of 

carrying a concealed \'leapon ,'lithout a permit. No disposition \'las 

found on the charge in department files. 

- A 1972 case (72-3468) \lIas two runa\'lays picked up, one with a 

fit'earn. Case file indica ted the guardian ''lould be in to pick 

up the gun. 
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- A 1973 case (73-2252) was another CCW ~rrest. Disposition 

in department records was a $25 fine deferred six months. 

In each case, ownership was not checked (acC':;,rding to the case 

report) through the department of motor vehicles. No indication 

if felon in possession determination was made from criminal history. 

The habit employed of requiring a letter from the prosecutor or 

court for disposition of evidence is ul1\~ieldly. In a plea of 

guilt, the evidence can be released immediately. On a guilty 

finding after thirty days ( with no appeal) the evidence can be 

released. A reporting procedure and policy should be established 

concerning the timely removal of evidence and property in order 

to avoid future problems. 

The practice of using two different forms to enter and control 

property is also substandard. A1l property should be handled 

on the prenumbered control form to assure credibl;,! audits and 

actions. 
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Marine Terminals Section 

The Marine Terminals Section is staffed btl a Captain, two Sergeants) 

and six officers to cover each twenty-four hour period. A small 

office is maintained by the section at terminal 106 on the Seattle 

waterfront for this purpose. The section patrols a thirty-one mile 

stretch of waterfront in both King County and City of Seattle 

jurisdictions. Two patrol cars are regularly fielded with assigned 

districts split about in the middle. 

~mps which define exact jurisdictional boundaries are not available 

to officers and this is of some con:ern because of the interlaced 

jurisdictions. A tourist map defining pier~ by number is on display. 

The p~er numbers are colored red and green defining leased-out Or 

unleased property owned by the Port of Seattle. Officers do not respond 

to leased property. 

Each patrol car maintains a unit log. During the tour of shift, a 

notation is generally made on the log each 'time an area is checked, 

specifying the exact time the patrol car was there. Substantial acti-

vity is conducted by waterfront officers which does not appear on the 

journal at headquarters. Some of this activity includes service call~ 

such as opening and closing pier gates for line handlers docking ships. 

Warehouses on docks are also checked at the same time as the gate 

actions. These services are often arranged directly through Marine 

Terminals rather than the communications center \~hich results in a 

failing to log the information on the master journal. Other calls 

for service are also received, by-passing the communications center. 
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Very fe,,, records are maintained in the section. Duplicate copies 

of case files completed by the officers are on file. Reports are 

brought to the airport each morning by the day shift. Sometimes 

the records section makes another copy of the report returning it 

to the section resulting in duplicate reports being on file. 

Spot or pin maps were not employed and no crime or trend analysis 

techniques were evident. 

Piers covered by the section are 90, 91, 66, 48. 39, 37, 18, 28, 

20, 102, 106, 128, 115, 107, 106 and 102. Leased piers include 

89, 86, 46, 42, 36, 25 and 5. 

Records maintained at the section include: 

- A hand-written log of case reports completed by officers. The 

log includes the date, time, complainant, victim, suspect)and 

disposition. 

- Each patrol car maintains a unit log. The log is for''larded 

~ <,to headquarters and stored there. A sergeant's approval is 

made of each log. 

- Private guard company logs (lawrence security company) are 

forwarded by the guards to the section and are on file. The 

guards are employed on some gates for screening purposes. 

Guards make notations on their logs when port police vehicles 

check the piers. 

\~eekly statistical summary report is made of activity completed 

by the section. Calls and activities are b!'oken down by type and 

further defined by pier which provides some analysis by area 
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capability; however, a great deal of this information is derived 

from sources other than the master journal. 

A considerable amount of false alarnl calls are received in the 

section but no documentation exists which would support enforcement 

of the City false alarm ordinances. Some coordination between agencies 

could reduce falsing substantially. 

FIR's are being completed on all namEiS appearing on formal reports 

with the exception of traffic citations for \'lhich FIR's \'lere stopped 

about a week ago. 

Particular emphasis in the general findings and conclusions is being 

placed on the ~1arine Terminals Section because of some unique problems 

faced by that unit. T\'lO main concerns are: 

- The Marine Terminals Section is physically separated from 

its parent body at the airport by considerable distance not 

only geographically but also operationally. Little contact 

exists by line officers and headquarters. 

- The unit operates in intermingled jurisdictional boundaries 

\'lith the Seattle Police Department and the King County 

Department of Public safety, 

Over the past several years, informa.l efforts have from time to time 

occurred attempting some kind of coordinating actions bet\'leen these 
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agencies in suppressing \'laterfront crime; however, no real or 

defined operating posture has ever been developed between the 

agencies. Closer coordination and pooling of resources is ob­

viously needed to,~ard reducing and solving crimes common to 

all three agencies. From an information systeln standpoint, 

several e:Fforts can be taken toward that direction: 

Coordinated crime analysis between agencies should be 

initiated by port detectives on a one-to-one basis with 

their respective counterparts responsible for the 

waterfront areas. 

Investigations and case reports of major crimes should 

be discussed with the respective agency by both the 

detectives and line officers. 

The forwarding of such reports through the mail between departm,cnts 

may be the most expeditious manner of transferring information; 

however, for practical reasons, personal contact is more likely 

to develop the proper inter-agency actions. 

Supervisors at the section should become familiar with the San Diego 

Field Intervie,~ report program and initiate similar actions in the 

section, coordinating activities with crime analysis units in 

Seattle and King County departments. 

A reduction of unessential time-clocking entries on the unit log 

is recommended and the installation or a jurisdictional pin map 

is suggested. The practice of receiving calls for service at the 

section should continue only if the actions are subsequently 

recorded on the master journal at headquarters. 
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Standards defined in the "National Advisory Commission - Criminal 

Justice Standards and Goals reports, Police and Criminal Justice 

Systems" were applied against the department's records system as 

a \"hole with the following conslusions and recommendations; 

Standard 4.1 Police Information Systems. Every police agency 

should have a ,,,ell-defined information system. Proper functions 

of such a system should include: 

1. Dispatch information, includ.~ng the generation of data 

describing the dispatcE...E.E.eration and data useful in the 

dispatching process. 

Basic dispatch information is being maintained. Expansion 

is suggested with increased use in the area of manpower 

allocation. Some basic studies were going on at the time 

determining calls for service by hour of day and day of 

week, but use beyond that point was not apparent. 

2. Event information, including the generation and analysis 

of data on incidents and crimes. 

At the time of inspection, reports Nere limited to a 

total statistical recap of oC('.urrences. Trend and crime 

andysis did not exist; however, a large map for pinning 

cl'imes had just been installed. Recommendations were 

made establishing trend reports, analysis and IDMO files.! 

and some other basic aides ill this area. 
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3. Case information including data needed during the 

fol1O\~-up until police disposition of the case is com­

pleted. 

A satisfactory level of reporting is occurring. Some 

recommendations are made to reduce reporting not 

essential. Particular problems regarding case disposi­

tions being received from courts and prosecutors with 

correcting suggestions made. 

4; Reporting and access t~5?ther systems which4 rovide 

required data for operational or statistical purposes. 

Reporting of arrests to the State Identification Section 

was determined non-existent at the time of inspection. 

Problems were mainly in the area of assigning responsi­

bility and follow through. All of the equipment is 

available and procedures kno~~. Entry of stolen property 

into lmpporting data bases was found either non-existent 

or at a low level. Procedural changes were recommended 

to correct the problem. 

5. Patrol or investigative support data not provided by 

external systems, such as misdemeanor want/warrant data, 

traffic and citation. report~ and local property data. 

All tactical information is received through National, 

State) and local automated criminal justice information 
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systems. The only problem area was the lack of timely 

and complete entry by the agency. Recommendations were 

made to correct the problem. Local property data was 

not a particular problem and was not addressed. 

Standard 4.2 Crime Analysis Capability. Every police department_ 

should improve its crime analysis capability by utilizing information 

provided by its information system within the dep8.r~ment. Crime analysis_ 

maY,include the utilization of the following: 

1. Methods of operation of individual criminal!>. 

IDHO files were recommended for adoption by the detective 

section. 

2. Pattern recognition. 

A pin map for the airport area has just been employed. 

Increased emphasis in pattern recognition was made by a 

series of monthly reports shm'ling crime by reporting area. 

Index by location and crime type is also suggested. 

3. Field interrogation and arrest data. 

A field interrogation program did not exist at the time 

of inspection. FIR's ""ere being completed on formal 

reports for clerical purposes but ,,,ere not being fOI'l'larded 

to the detectives. Full realignment was suggested. 
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4. Crime report data. 

Some basic reports existed; ho\\'ever, an extremely lo\\' 

level of utilization. Quality of reports as compared to 

other agencies was over-average to excellent. 

5. Incident report information. 

A journal listing most incidents is being kept. Substantial 

work being accomplished by one section was not being logged. 

Some revisions of the journal were suggested along with 

complete reporting and increased utilization. 

6. Dispatch information; 

Same as above. 

7. Traffic reports, both accidents and citations. 

Full repol'ting exists in this area and was of such character 

that no further examina.tion or recommendation was made. The 

quantity and problem (traffic) is not a pa.rticular problem. 
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Standard 4.3 Manpower Resources Allocation and Control. 

Every police agency should develop a manpower resource allocation 

and control system that will support major efforts too: 

1. Identify through empirical means, the need for 

manpower within the department. 

Total department workload measurements have been kept 

to a limited degree but only recently were beginning to be 

used for purposes of allocation. Increased use was suggested 

by providing additional) more relevant reporting. 

2. Provide planning for maximum utilization of resources: 

Same as above. Crime by location, workload by unit assignment, 

reconstruction of reporting to address distribution in space 

and time recommended. 

3. Provide information for the allocation and instruction of patrol 

officers and specialist officers: 

Same as above. Journal reconstruction recommended allows for 

analysis of actions of individual officers. 

4. Provide for the evaluation of the adopted plan. 

No formal planning or direction posture based on the information 

systems ,."as in existence at the time of inspection. Forced 

analysis decision making posture based on the reporting system 

was recommended. 
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Standard 4.4 Police Information System Response Time. Information 

should be provided to users in sufficient time to affect the outcome 

of their decisions. The maximum allowable delay for information delivClry 

measured upon the initiation of the request to the de~ivery of a ~esponse 

varies according to user type. 

1. For users engaged in unpredictable field activity of high 

potential {~anger (e. g. vehicle stop) the maximum delay should 

be 120 seconds. 

The present :response times for tactical information is less than 

the minimum 120 seconds. Tactical information, wants, warrants) 

and similar information are being delivered on-line by a 

sophistica ted ct,mputer network. The only probl em in this area 

is failure by the agency to make timely entry of information 

in order to produce valid responses. Recommendations were 

made to correct this. 

2. For users engaged in field activity Nithout direct exposure::. 

to high potential-Aanger, (e. g. checking parked vehicles) the 

maximum delay should be 5 minutes. 

Same comment as above. 

3. For users engaged in investigatol'r activity without personal 

contact (e.g. developing suspect lists), the maximum delay 

should be 8 hours. 

Manual investigatory files recommended can respond in about ,'50 

minutes. 
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4. For users engaged in Eost apprehension identification and 

priminal history determinations, the maximum delay should be 

four hours. 

Post apprehension identity cannot be accomplished, with any degree 

of certainty, under either the existing or proposed system. The 

port has only a limited identification system, 100 cards classified 

under Henry which are not being recommended for retention. A 

part-time I.D. officer is available only on one shift. The 

populntion is mostly transien~which does not ~llow a sufficient 

data base of identification to be built. In emergencies, finger­

prints can be compared in two larger local agencies or driv'en 

to the State I.D. section in Olympia with information return in 

less than four hours. 

Where suspec~s identity is known, State Identification System can 

be used for criminal h'istory information in a matter of rninut~s. 

The state system is automated, accessed off line by computerized 

teletype. Washington State does not participate in NCIC-CCH 

and has no plans to do so in the future. 

Post apprehension identification and ~riminal history capabilities 

are limited . ithin the state and little can be done on an immediate 

basis to correct the situation. 
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Standard 4.5 tICR participation. Everr police agency should as a 

minimum J2articipate fully in the Uniform Crime Reporting l?rogram. 

The standard is not now being followed and is being recommended 

against adoption because of some unique problems to this agency. 

The Port Police Department is not a uniform crime reporting agency, 

but operates within the jurisdictions of two UCR reporting aeencies. 

Dual tally sheets would have to be kept and for\vardcd to each of the 

participating agencies for inclusions in their totals. This is 

unacceptable to at least one of the agencies because of validation 

and control problems. The second alternative would be copying every 

offense, arrest; and case clearance report) forwarding them to the respective 

agencies. That act ,<[ould create a paper nightmare for a1l concerned. 

The particular volume of offenses and arrests at the port Nould not 

have a recognizable effect on the data submitted by the blo reporting 

agencies because of the low volume of occurrence. 

For these particular reasons, only limited participation for external 

purposes is recommended - strength of department and the hazardous incidents 

program. 

Part 1 Offenses and clearance procedures are recommended for internal 

adoption only. 
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Standar~ 4.6 Expanded crime data. For the use at Incal level, or 

state and regional planning evaluation, data collected concerning an 

incident regarded as a criwe should include as a minimum: 

1. Incident definition including criminal statute violated 

and VCR offense classification. 

For purposes of internal statist~~al reporting, ~nly VCR 

definitions are recommended. The position of two separate 

classifications of the same incident is burdensome and provides 

no distinguishable benefits. For purpose of trend analysis and 

evaluation of data scored in a continuous manner, VCR is extremely 

efficient. State laws are sufficiently in conflict with VCR 

definitions to cause an extremely complicated.scoring system; 

prone to substantial error. 

2. TIME, including time of day, day of \\leek, month/and year. 

Sufficient information is being collected in journal and 

periodic reports suggested to cover requirements. 

3. Location, including coded geographical location and typo of 

location. 

Reporting areas, sufficient for retrieval purposes were 

suggested; areas are also broken by type. Geographical 

locations were being used at the time only by the Marine Terminal's 

Section in overall work load report. 

4. Incident characteristics, including typ,c of weapon used, 

method of entry, (if applicable) and degree of intimidation, 

or force used; 
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Sufficient information no,.,. being collected. 

5. Incident conseguences, including type and value ~f property 

.stolen, destroyed) or recovered and personal injury suffered. 

Only stolen property type is being stressed in recommendations 

made with specific directions toward increase in recovery. The 

rest of the standards are being compiled with in routine reporting, 

but recommendations are not being made to set that information 

up for purposes of statistical recording. 

6. Offender characteristics (each offender) including r~lationship 

to victim, age, race, sex, residency, prior criminal record, 

criminal justice status, (on parole, etc.) emplOy"l11cnt) and 

educational status, apparent intent,1 and also narcotics usage 

history; 

Sufficient information, based on an examination of past 

investigations) is being collected. 

7. Type of arrest. (On view, etc.) 

Same as above. 

8. Witness and evidence 

One recommendation is being made emphasizing elimination and 

comparisons of la~ent fignerprints. Generally, witness 

information, in the specific area of statements, is over­

reported. A reduction of witness statements in detentions for 

"statements in violation" a.nd misdemeanor offenses should occur. 

Brief naratives can be supplied. Witness stateJl'ent procedure in 

felony cases is of excellent quality. 
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The data should be obtained at least for murder, forceable 

rape, robbery, aggravated assault, and"burglary (both commerical 

and residential), 
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Standard 4.7 Quality control of crime data. Every police agency 

should make provision for an independant audit of incident and 

arrest ~::'lporting. The audit should verify that: 

1. Crime reports are being generated when appropriate. 

Sufficient supervisory controls are now being exercised. 

The department is in an over-reporting posture. Formal 

reports are being submitted for minor incidents which 

could be settled with minor log notations. A reduction in 

reporting posture with increased emphasis on use of in­

formation reported is being suggested. 

2. Incidents are being properly classifie~.· 

Classification of incidents is now being conducted by 

the Records Section Personnel which assures a good check 

and balance on validity of statistics. This .method is 

recommended for continuance. 

3. Reports are being properly prepared and submitte~. 

Three checks are now being employed to assure reports are 

submitted; First line supervisor, RecordsJand Detective 

sections. This method is sufficient to assure the standard. 

A reports manual is being suggested to help improve report 

\'I1'i ting; however, no exceptional probl em was found in this 

area. 

To establish an "audit trail" and provide the basic documentation needed 

by management, the fol!o,,,ing key characteristics or records should be 

adopted: 
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1. Police response made to every call for police service 

should be recorded regardless of whether a unit is dispatched. 

Dispatch records should be numbered and timed; if the service 

leads to a complaint, the complaint should be registered on a numbered 

crime report and that number should also be shown on the dispatch 

record. 

Some activity, at the Marine Terminals Section, was occurring and 

not recorded on the log. Recommendations are that all activity 

be screened through the dispatcher and recorded. All dispatch 

records are numbered and timed in an excellent method. Recon­

struction of the journal was suggested to assist in gathering more 

information and provide automation and tabulation capabilities. 

All formal complaint reports are numbered with the same number 

appearing on the dispatch record. 

2. All dispatches should be ~ecorded, indicating time of dis­

~tch and arrival on the scene. 

This standard is not being recommended for adoption at the 

present time. The present radio frequency, shared by four 

othersJis almost inoperative at times because of the traffic 

and; because of 1 imi ted manpO\-Jer and present geographical 

configuration, little can be done to improve response time. 

Response time did not appear to be a particular problem to the 

agency at the time of inspection. The reformation of the 

journal suggested does allow this information to be added a.t a 

later date, if and when response time does become an element 

for concern. 
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3. Dispatch records should show the field unit disposition 

of the event and should be numbered in such a way as to link 

dispatches to arrest reports and other event disposition 

reports. 

Disposition is reported and a linking number exists. 

4. All self-initiated calls should be recorded in the same 

manner as a call for service. 

Some on-view actions wel'e not being recorded, especially 

in the Marine Terminals Section. Recommendation is to 

report all actions through the Communications Center 

to be logged in the journal. Actiofi~: or normal Or routine patl'ol 

checks are not recommended but contacts and substantial 

actions such as detentions, citations, etc., are. 

Standard 4.8 When practical, police should establi~ih. a gCo~~h:i.cal 

coding system that allO\.,s addresses to be located on a coordinate system 

as a basis for collecting crime incident statistics by beat, district, 

census tract, and oth~zoning systems such as schools. 

Recommendations were made to establish retrieval capability 

unit assigned to call and reporting area similar to census 

tracting. Reporting areas are generally defined by local 

providing a dual retrieval capability. Automated geocoding 

or further definition in reporting area is not needed. 

Standard 24.1 Police Reporting 

Every police agency shoula establish procedures that will 
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insure simple and efficient reporting of criminal activity, 

assist in criminal investigations, and provide complete 

information to other components of the criminal justice system. 

1. Every police agency should immediately publish the circum­

stances which require an officer to complete a report, and should 

provide printed forms for crime, arrest, and other reports. Such 

forms should have enough appropriately headed fill-in boxes 

and companion instructions to assist the officer in obtaining 

and.!eporting all necessary information. 

a. There should be a forms control procedure which subjects 

every departmental form to initial approval and periodic 

review to determine if the form's usc is appropriate and 

the information called for is necessary. 

A forms control procedure was recommended. Although it apparently 

existed in the department at one time, it was no longer being 

followed. 

b. Field reports should be as simple as possible to complete 

and their design should permit systematic collection of summary 

and management data. 

Present construction of reports is fairly satisfactory. 

Recommendations were based on consolidation of existing reports 

and a rFduction of duplicated reporting practices. 

2. Every agency should immediately consider adopting policies 

S5 



--------

I 
I ~hat allow reports of misdemeanors and miscellaneous incidents 

I to be accepted by telephone when: 

a. No field investigation appears necessary; and 

I b. The efforts of the patrol force would otherwise be 

I 
diverted from higher priority duties. 

I 3. Where the volume of calls for service dictates, evcrr 

agency should free its patrol units immediately for priority 

I calls by assigning other personnel to one-man units \\'hose jJl"imary 

I 
function is preliminary investigation and the subsequent com-

Eletion of reports. 

I 
None of the preceding areas is, troublesome or causing any 

I impact on the agency at this time. No l"ecommendations made 

I 
for adoption. 

I 4. Every State should, by 1975, enact legislation requiring that, 

at the time arrest warrants are issued or recalled, notification 

:1 
I 

be made to the State or other State designated agency by the court 

I 
that issues such warrants. Every police agency should insure that, 

when it contacts or arrests an individual named in want or 

I warrant information generated by any criminal justice agency, it 

notifies that agency of the contact or arrest within 3 hours. To 

I insure that the right person is arrested, police agencies should 

I 
provide sufficient identifying data to courts issuing warrants. 

This data should include, at least, the offender's 

I a. Name; 
-, 

b. Residence address; 

I c. Sex; 
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d. Color of hair and eyes; 

e. Height and weight; and 

f. Date of birth. 

The present Court Administrator and the King County Prosecutors office have 

an exceptionally strong and working program for the entry of warrants in 

this county. All warrants generated by all courts serving the agency are 

immediately entered into one to three automated data bases at regional, 

state) and national level. 

Sufficient procedures are in effect and being practiced to assure entering 

agency notification. Data required are being provided. 

No recommendations are being made in this area as present prac.tices are 

in compliance with the standard. 

5. Every State should, by 1975, require every police agency 

to report to a State or other designated agency information 

necessary for: 

a. The identification of persons known to have been armed, 

considered dangerous, or known to have resisted arrest; 

b. The identification of unrecovered stolen vehicles; 

c. The identification of vehicles , ... anted in connection 

with the investigation of felonies or serious misdemeanors; 

d. The identification of unrecovered stolen Vehicle Identi-

fication Number (VIN) plates and serially identified engines 

and transmissions; 

e. The identification of unrecovered stolen or missing 
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license plates; 

f. Identification of serially numhered stolen or lost weapons; 

and 

g. The identification of serially numbered stolen property 

items. 

a. The state employs hazardous person listing only in cases where 'oJarrants 

have been issued and does not intend to adopt the recommendation. A regional 

system which the agency participates in)SeaKing, does collect such forewarning 

information and a recommendation has been made to participate in the system 

in conjunction with the UCR hazard report program. 

b. through g. Facilities exist for centralized reporting at state and 

national levels. Recommendations Nere made to decrease the time length 

between the period of the report and data entry. A low level of reporting 

noticed with recent participation in a wider variety of files. Recommenda­

tion made for full participation in NCIC, WACICJand SeaKing tactical informa­

tion files. 

Standard 24.2 Basic Police Records 

. Every police agency should immediately establish a records system that 

collects crime data and records, operational activi'lies so crime conditions 

and the effects of agency operations can be systematically evaluated. 
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1. Every police agency should develop and maintain a "reportable 

incident file" based on agency needs that contains documentation 

on all crimes; essential noncriminal incidents such as missing 

person_, lost and found property, suicides, and accidental 

deaths; an~ where appropriate, traffic incidents. 

,~ reportable incident file exceeding standards is being maintained. 

2. Every State should require every police agen6y within the 

State to contribute to, and maintain access in, a summary dossier 

file mai~tained by a designated agency. Summary dossier files 

should contain an FBI fingerprint card, State and Feueral 

individual record sheets, an accurate and up-to-date arrest 

disposition record, photograph-?,p booking forms, arrest reports, 

and requests from other agencies for notification of arrest. 

The Washington State Identification Section maintains state identification 

records. All agencies are required to report certain arrests by law. Agency 

was not reporting at time of inspection. Recomrr,lndations made to start 

participation. 

Standard 24.3 Data Retrieval 

Every police agency should establish a cost-effective, compatible informu­

Hon system to co11ect, store, and retrieve infor~ation moving through the 

![.ency. The use of such a system should be directed toward crime reduction 

wi thout sac:dficing local autonomy. 
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1. Every police agency should> by ] 975, have the cap,lbility to 

retrieve statewide cr1.minal information and provide it to field 

personnel within 3 minutes of: the time reguested for noncomputc~iz~d 

systems and within 30 seconds for computerized systems. This 

capability should at least include information on: 

a. IndividualS who arc the subject of an arrest warrant for 

.. ,!l felony or serious misdemeanor; 

b. Individuals known to have been armed, considered dangerous, 

or known to have resisted arrest; 

c. Unrecovered stolen vehicles; 

d. Vehicles wanted in connection with the investigation of 

felonies or serious misdemeanors; 

c. Unrecovered stolen Vehicle Information Number plates and 

serially identified engines and transmissions; 

f. Unrecovered stolen or missing license plates; 

g. Seria1ly identified stolen or lost \oJeapons; and 
~--------~--------------~~----------~--~----

h. Serially numbered stolen property items. 

All of the preceding information is tactical in nature and presently retrieved 

from automated systems with a response time less than the standards specified. 

2. Every police agency using, or planning to usc, a computer-hased 

information system should take immediate steps to insure that the 

primary objective of such a system is rapid response to the 

information needs of field units. Agencies developing or 

operating a computer-based information system should immediately 

identify critical information groups and assign priorities to 
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them according to the requirements of the system user. Critical 

information groups should include at least: 

a. Information on wanted persons; 

b. Abstract data on criminal convictions, parole status, 

penitentiary releases, and vital criminal record information; 

c. Information that forewarns an officer of persons known to 

have been armed and other potential dangers; and 

d. Information on stolen property and vehicles. 

All information and applications are apparently available through automated 

systems used by the agency. 

3, Every agency developing or operating a computer-based informa­

tion system shodd immediately establish advisory user groups 

consisting of field policemen, police managers, computer techni­

cians, and hardware engineers. I1ser groups should be charged 

with the responsibility for system implementation and operating 

strategies. 

Advisory groups have been established. At the State level, The Technical 

Advisory Committee for Information systems, a subcommittee of the State 

Advisory Council on criminal justic~meets on a regularly scheduled basi~ 

and is composed of members from all criminal justice and criminal justice 

related information systems in the state. 

The agency participates in the Sea King Advisory Council and the SeaKing 

operations conunittee which is a regional system represented at the TACIS. 
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Increased participation in SeaKing at the operations committee lovel is needed 

by the agency toward full utilization by the agency of all applications in 

data bases which it uses. 

Standard 24.4 Police Telecommunications 

Every agency should coorditla.te its information system \\lith those of other 

local, regional, State, and Federal law enforcement agen~ies to facilitate 

th~changc of information. 

1. Every police tlgency should develop and maintain, by 19Z:~, 

immediate access to existing local/State, and Federal la\'1 enforce­

ment telecommunications networks. 

2. Every agency operating a full-time communicati~~?nter and 

employing 15 or more per~ons should install, by 1975, a basic 

telecommunications terminal capable of transmitting to and receiving 

from established n!ltional) State) and local criminal justice 

information systems. The telecommunications net~'lork should provhlc 

network switching compatible \\lith computer-based information 

~ystems. 

The agency enjoys full participation in such a system. 
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Recommendation I 

Ini t:i.ate department-wj de forms contro~-.l?rocedure. Revim., existing 

forms with the intent of consolidation and elimination. Assign 

forms control number and last revision date to each form. Prohibit 

further design, adoption/or use of forms not approved by the dep~­

ment administration. 

The following forms are similar :i.n content and construction and 

could be in part eliminated or combined in a single form: 

- Miscellaneous report, Officefs report) and both 

statements. 

- Intelligence, suspect physical description sheet) 

and both persons investigated roports. 

- Vehicle repQrt and vehicle impound. 

- Explanation of constitutional rights and arrest 

and intervie,., log. 

- Unit log, check point notebooks. 

The construction of forms should generally follow the se.quence 

of data items described in the National Crime Information 

Centers, Washington Crime Information Centers and SeaKing' 5 

operating manuals 201' present data entry requirements and to 

facilitate later automation of the department's records. 
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Recommendation 2 

Begin entering tactical information (stolen property, stolen 

motOl" vehicles, etc.) into SeaKin9, I'JACIC and NCIC immediately 

on receipt of the report. 

The present procedure of waiting for directions from the Detective 

Sect"ion prior to entry of this information should be discontinued. 

Either the dispatcher or records clerk should enter this information 

into the correct data bases immediately on receipt of the report. 

The it2i1l entered should be "red lined" on the original report and 

a copy of the terminal transaction attached to the r~port. 

The responsibility for correction of entries and removal of entries 

should be assigned to the Detective Section and such actitus taken 

by a completed follow-up repoY"t. Additional 1osses, st~rial numbers 

and other information developed during the investigation should be 

immediately entered. Source document for subsequent entry should be 

a follow-up report. 

The present file of computer enteries maintained in the Betective 

Section should be discontinued. Those entries should be attached 

to the respective case reports. Validation reports of computer 

entries are provided on a regular basis - See NCIC and ACCESS 

manuals for delivery dates and lists provided. 
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Recommendation 3 

Begin 1 imited Uniform Crime Reporting participation by submitti1J.9 

{a) annual return of "number of full time sworn officers, and (b) 

month 1y l~eturn of "offi cers assaulted II • 

Adopt reporting procedures and forms described in the "Unifor,<, 

Crime Reporting Handbook~1 

Each time an officer is assaulted, require a hazard report to be 

completed and attached to the case report. When the case report 

is received in the records section, the hazard report should be 

detached, set asid~and used for the monthly tally. See recommen­

~ation<on entering hazard information into SeaKing. 
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Recommendation 4 

Begin entering hazardous person information into SeaKing in iccordance 

with Standard 24.3 (1 .b)~ National Advisory Commission.- Criminal 

Justice Standards and Goals - "Police report~1 

All reports received in the records section should be screened for 

hazard information defined in the SeaKing Policy manual. Generally, 

that information concerns persons who may pose a threat to ufficers 

or themselves, i.e. Armed and dangerous, Suicidal, etc. 

Enter those persons with a hazard code into SeaKing in order to 

make that tactical information available in the future. A source 

document surpol"ting such entry should be main"'ained with the case 

file as long as the entry resides in SeaKing. 
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Recommendation 5 

Discontinue transferring information from the master name index 

to the roladex in the communications section. Remove the roladex 

and destroy the cards contained therein. 

Information contained in the master name index ;s non-essential 

to field officer functions. Full tactical type information need­

ed by the officers is already available through the department's 

computer terminal and teletype. 

The roladex is a duplicative effort of the master name index and 

as such is an additional clerical function not required.' 

Information contained in the roladex and the master name index 

concerns criminal history, a protected class of information, and 

should not be released over the present radio frequency which is 

shared with four non-criminal justice agencies. 
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Recommendation 6 

Discontinue the present reguirement that a field interview \4epori 

be completed by officers on each person named in a submitted 

report. 

The completion of such reports is in contradiction to the intended 

use of a Field Interview Report. It is a duplication of information 

already included in the formal \"eport and is a task clerical in 

nature which has no benefits to the department. 

Although the obvious intent of this procedure was at one time to 

provide all of the master name index cards required, thereby elimin­

ating the need for cre?ting such indexes by clerical means, the 

presence of ttle current master name index into which the FIR infor­

mation is being recorded negated that possibil ity. 
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Recommendation 7 

Begin a norm?l field interviev, report application program within 

the department by urging the completion of such reports in cases 

of suspicious persons, activities, or events, which are not other­

wise reported in a formal manner. 

Field interview reports are an informal notation of suspicious 

activity or circumstances which should be forwarded to the Detective 

Section and later used toward crime solutions. 

Detectives should maintain field interview reports for'a short 

period of time, attempting to relate those reports with previously 

reported crimes. 

The Operations Division administrators should become familiar with 

an excellent report recently completed concerning the field inter­

view program adopted in San Diego and adopt a similar' program. 

The present FIR form is sufficient for the department purposes. 

Other forms are available for use. The Seattle Police Department 

and Ki ng County Department of P.ub 1 i c Safety use a chemi cally-treated - . , 

form producing mUltiple copies which can be filed by location, 

alphabeticallj) and by license number for later retrievab Those forms 

are not suggested at this time for the agency as some experience 

is necessary in a normal FIR mode before more sophisticated means 

are employed. 

69 



I 
I 
I 
I 

I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
II 
II 
II 

The agency shoul d become a\'Ja re of the present form redes; gn and 

pro9ram for automation of FIR's in SeaKing for possible later 

participation in the program. 

FIR information of sufficient character and reliability should 

become part of the suggested IDt10 file to be employed in the 

detective section. 

Ref: San Diego Field Interrogation, Final Report, John E. 

Boydstun, System Development Corpor'ation, POLICE FOUNDATION. 

70 



I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 

!I 
II 
II 

Recommendation 8 

When a misdemeanor non-traffic c'itation ;s issued, discontinue the 

practice of reQuirinq an additional offense/arrest report to be 

completed. Expand the use of the citation to cover both reporting 

requirements. 

Details, witness, evidenceJand other pertinent information should 

be entered on the back of the court (yellow) copy by the arresting 

officer and a continuation sheet used if necessary. 

When the citation is received in the records section, prior to 

transmittal to court, copy both sides and file as a complete 

report~ 

The present practice of cop'ying the same information twice is an' 

unnecessary clerical burden on line officers. 

Some coordination with the three district court prosecutors will be 

necessary prior to implementing this recommendation; however, the 

same method is now being used sucessful1y in other jurisdictions. 
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Recommenda t ion 9 

Discontinue formal reporting and recording of investigations in 

~ses of detention for statements in violation at passenger 

screening paints. 

In those cases where passengers and other persons are detained in 

the ground screening process for making statements in violation, 

the following procedure is suggested: 

- In those cases where the FBI has responded and taken 

charge, a notation concerning the parties involved 

and identifying the FBI agents responding should be 

made in the check point log book. No other reports 

sUbmitted. 

~ In those cases in which the FBI does not respond, an 

FIR or i nforma 1 memorandum shoul d be forwa."ded to the 

Seattle FBI office supplying names, addresse~and a brief 

description of the incident. 

The above procedure is intended to cover only those statements which 

are obviously made in jest or of a frivolous nature. 

More serious incidents, such as those which al"e very likely to t'esult 

in charges, should be reported internally on an offense report with a 

copy forwarded to the Seattle FBI. 

This recommendation is based on the fact that in over two hundred 

detentions, federal informations have been filed in three or fOUl' cases. 
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Recommendation 10 

Require all called for services being~erformed at the Marine Terminals 

Section to be called .10 the airport and 199ged in the journal. 

Substantial work and service is being performed by the ~larine Tet"minals 

Section which is not reflected in journal entries. Opening and closing 

of gates for line handlers and other services are being requested directly 

at terminal 106. 

This recommendation ;s not intended to deter or reduce the service 

level now'in existence, but rather to provide full accountability for 

work' anaactions at one central location. 
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Recommendation 11 

Establish a false alarm log in the communications section. 

Substantial department effort is being devoted to ans\'lel'ing 

alarms, the majority of \,/hich are false. Proper documentation 

can assist the department in bringing pressure to correct this 

problem. The City of Seattle has a falsing ordinance which has 

reduced false alarms considerably. Department personnel should 
-" become aware of that ordinance and other legal assistance which 

would assist in this area of concern. 

The alarm log suggested should include the date, time of response, 

findings of the officers investigating, name and location of the 

business, type of a1arm)and alarm company. A monthly examination 

and evaluation with subsequent actions should be taken in an 

effort to reduce false alarms. 
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Recommendation 12 

Begin reportinq arrests to the Washirgton State _~_atro 1 - \~ashington 

State Identification Section, Olympia~ Washington, in accordance 

with state law, R,C,W, 43.43.. Assign responsibilitl to watch 

commanders and the records section to assure reporting~irements 

are met. 

Persons physically arrested and booked into the King County Department 

of Rehabilitative Services who fit the following criteria should 

be fingerprinted: 

- All felons. 

- All persons whose identity ;s questionable. 

- Crime specific categories determined by the 

police department. 

For each person arrested, the following cards should be completed: 

- One fingerprint card for the State Identification. 

Section. 

- One fingerprint card for the Federal Bureau of 

Investigation Identification Section. 

- One fingerprint card for local files . 

... One fingertip disposition card for the FBI. 

- One fingertip disposition card for the WASIS. 

Respective watch commanders should be charged with the responsibility 

to assure the required pt·eceding documents are generated and forwarded 

to the records section. 
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The records sect'lon shaul d be chal~ged with the t'esponsibil ity to assure 

that the documents are forwarded as foll ows: 

- The fingerprint cards for the WASIS and FBI are to be 

forwarded daily in envelopes provided. Charge on each 

card should be specific, i.e. lIinvestigation of Auto 

Theftll, "Investigation of Burg1 ary ". If an actual 

charge is made, specific code and section should be 

identified along with the charge. 

- The local fingerprint card is to be filed in department 

criminal history records jacket. 

- rhe State fingertip disposition form is to be attached 

t,o the case report forwarded to the prosecutor or 

,.cow,t. Those agencies have the res pons i bi 1 ity to for­

ward dispositions on the arrest.* 

- In the case that no charge is filed, only the finger­

print cards should be forwat'ded with a disposition (If 

"Released without charge". 

No alternatives in the reporting procedure exist for purposes of the 

State card and disposition. 

Specific crime categories of persons arrested who are to be finger­

printed should be determined by the Detective Section and the Identi­

fication technician based upon those crimes where latent fingerprints 

at~e most likely to be obtained for comparison purposes. 

* The FI3I disposition form is to be held at the agency until the court 

trial disposition is received; the appropriate information entered and 

then forh'arded to the FBI by the recoI'ds section (see recomm 16 & 17). 
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Recommendation 13 

Restructure present police identificat~hoto proced!-!!es to inclw:!.~_ 

a profile a~ well as a frontal view, expand numberinq system to diffe):­

ent'iate between persons with the same p.hoto number amI. include height 

indicator in the photooraph. 

The present photographs taken include a fronta'J view only. A pt'ofile 

should be taken separately or a mirror installed so that the profile 

would appear in the frontal photo. 

The present practice of using the "event ll nUii;ber on the photo~r'aph ;s 

excellent and should continue. The problem of several persons being 

arrested under the same event number' should be corrected by the addition 

of an lIalpha l1 character ( A,B.C, etc.) to each event number at the time 

the photo is taken in order' to avoid confusion later \'/hen viewing photo­

graphs. 

No height indicator is present in the photograph and shou1d be by prllvid­

ing a lined backdrop. This will assist in measurement verification. 

A practice of actual measurement should be employed in this process 

rather than relying on identification pt'ovided by the suspect or the 

suspect's verbal description of himself. 
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Recommendation 14 and 15 

Move the Rresent police identification photograph book from the 

detective section to the records section. Beain constructing 
..;;;.::..;;..,;:.;:;...:;...;..-;...;:;......~;..::..;.~-"---,-- .. -

Identification Modus Operandi files in the detective section. 

Each time a person is fingerprinted, a police identification 

photograph should also be taken. At the time the fingerprints 

are received in the records sec~ion, a blank page in the photo­

graph identification book should be completed with pertinent 

details in prepa~ation for receiving the photograph. This pro­

cedure will assure all photographs required are received. If 

for some reason, a photograph was not taken by the department, 

a King County Department of Rp.habil itative Set'v'ices photogtaph 

can be obtained and inserted. The maintenance of straight 

identificcltion records by the detective section does not fulfill 

a fOnctional requirement of that unit. 

The detective section should begin constructing crime specific 

IOMO files, with and without photographs. The files should be 

used for crimp specific identification of suspects by witnesses 

and latent print examinations. 

Files do not c~ist in the department at this time for purposes 

of identifying specific suspects against whom 1ate'nt prints 1 iftpd 

at crime scenes should be checked. 
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Crime specific identification photograph files do not exist in the 

department which witnesses can be shown crime specific suspects 

for random identification. 

Each time a po1ice identification photograph is received in the 

records sect"ion, the name, ident'ification and crime arrested for 

with specific M.O. information should be entered on the back and 

forwarded to the detective section \'ihere H:. should be filed by 

crime type, either in a book, fOldex)or card file. 

Each time an arrest report or suspect information "is received in 

the detective section, an entry 'in a crime specific index should 

be made. Latent prints 11fted at crime scenes, after being eliminated, 

should be checked again~t suspects in that file. 
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Recommendation 16 and 17 

Discontinue practice of requiring officers to complete Court 

Trial Disposition forms when attending court. Begin forwarding 

these forms attached to case files presented. to prosecutors! 

At present, all misdemeanants arrested including traffic cases 

are cited on a uniform citation and complaint. One copy of that 

complaint is a disposition form which is returned to the agency 

by the prosecutor or court. No formal disposition reporting 

proc~dure exists for cases presented to the Ki'ng County Prose­

cutors Office. 

A copy of the Court Trial Disposition should be completed and 

attached to each case presented to the King County Pt'osecutors 

Office. At the time of final disposition, the prosecutor's 

office will complete the form and forward it back to the agency. 

This procedure is presently employed by several other agencies 

and is working satisfactorily. 

The citation disposition and Court Trial Disposition forms used 

in this manner will assure all dispositions are returned to the 

agency. 
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Recommendation 18 

Begin cas~_closing procedure by notification of correct Officers 

and sections upon receipt of case disposition. 

Each time a final disposition of arrest is received in the records 

section, that information shoul d be forwarded to the correct off; Cf~r 

or section. The officer or section upon receipt of that disposition 

should re-examine the case file and at that time dispose of all 

evidence by destruction, returning to lawful owner or taking any 

other actions necessary to put the case to rest. 

A copy of the disposition fon-/arded and written procedures adopted 

by the department requi,ring evidence disposition procedures is 

necessary for implementation of this recommendation. 
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Recommendation 19 

Prohibit further storage of case files in the Detective Section unless 

the case is actuallY under investiqation. Transfer all case files now . . 

located there to the records section and merge the information with 

case files in the records section. 

The maintenance of duplicative case files in the detective section has 

allowed original reports to be completed and entered into those files 

without reaching the records section. 

All original case and follow-up report information should be fot"\'1arded 

to the records section for purposes of scoring crime clearances, index­

. ing additional names,and providing a central control over department 

recolrds. 

Only those cases actually being investigated should remain in the detec­

tive section. At the completion of the investigation, a follow-up should 

be forwarded to the recolh section indicating: 

• Case cleared by arrest and providing essential 

information to support the clearClnce. 

- Case cleared exceptional, same as above. 

- Case closed. 

- Case inactive. 
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Recommendation 20 

Establ ish criminal history jackets in the records section which \'Iill 

contain; FBI and State identification rap sheets, local fingerprint 

cards •.. extra identificCl,tion photos, copy of arrest reports, copy of 

persons investipated reports, filed alphabetically for each person 

arrested. 

The requirement of records retention for "personll and lIevent ll records 

is not the same length. The present case filing system will not re~ 

~ondto a records purge or destruction properly because both records 

are contained togeth0r in the case files. 

The separation of information will allow the orderly purg-e and destruc­

tion in accordance with the records retention plan. 

The consnlidation of this information will provide a single compact 

source for follow-up and investigative purposes. 

Beg1n enter1ng records identified into jacket~ 
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Recommendation 21 

Discontinue local fi~gerprint filing. Move present local cards 

out of room 215 and place in criminal history jackets·in the 

records section. 

The maintenance of local fingerprint cards by Henry classification 

has little benefit for the department compared to the effort which 

is required in such a filing system. 

Maintenance of fingerprin~ cards has only two reasons for police 

agencies: 

- The identification of a subject who has com~ into 

the custody of the department by means of fingerprint 

comparison. 

- The identification of a perpetrator of a crime trrough 

comparison of latent fingerprints left at a crime 

scene with fingerprints of a suspect. 

The Washington State Identification Section maintains identification 

files which can serve the needs of the agency. Utilization of their 

resources and files for this purpose is recommended in vie\,l of the 

highly transient population being al"rested by the department. The 

FBI Identification Section provides sufficient backup to assure needs 

being met. 

The present identification technician should concentrate more in the 

area of suspect identification thrvugh latent comparisons. Some input 

on his part is needed in the construction of suggested IONO files in 
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the detective section which can be used to identify suspects against 

whom latents should be compared. 

the identification technician should familiarize himself with the 

present single-fingerprint latent comparison system being developed 

and used by the. Seattll~ Pol ice Department for general knowl edge 

and possible adaptation. 

The fingerprint cards, extra police identification photos, State 

and FBI rap sheets now on file in room 215 should be moved to the 

records section and placed in criminal history jackets. 
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Recommendation 22 and 23 

Obtain and post jurisdictional boundary maps for the areas serviced 

b:l the f~arine Terminals Section. Include reporting areas on the 

airport area map nm'/ in use and 1 le ~1arine Terminals area maR. Requ;r,.g, 

all crime reports submitted to include the reporting area of occurrence. 

. 
An excellent map, although excessively large, covering the airport 

area and defining jurisdictional bourdaries is no\'l posted. A similar 

map for the area covered by the Marine Terminals Section should be 

obtained and posted at the airport and at terminal 106. 

Crime reporting areas should be defined by the department and required 

to be included on a crime reports submitted. The areas can be assigned 

in the following manner or a similar way developed by the department: . 

~ Areas 1 through 23 to cover waterfront pier areas covered 

by the Marine Terminals Section. 

.. Areas 24 through 28 to cover the five garage decks. 

- A~eas 29 and 30 to coVer the upper and low~r drives. 

- Areas 31 through 36 to cover-the six fixed ground $creening 

points. 

" Areas 37 and 38 to coVer the north and south terminal. 

- Area 39 to cover the surrounding airport area. 

rmp~ementatton of this procedure will be required in order to index 

reported crimes by ar'ea specified in the records section. It should 

assist the department in crime and trend analysis by providing area 
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information in regards to crime specific guidance, evaluation of 

assignments of program~ and similar matters. 

Crimes are now being pinned at headquarters; pinning should 

also be conducted for Marine Terminals at both headquarters 

(for administrative oont~ol) and at terminal 106 for 

officers use. 
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Rec©mmendation 24 

Obtain a commercial light duty paper shredder and install 

same in the records section. Shred sensi~.ive data to be desty'oyed. 

Sensitive data: criminal historyp intelligence information, 

and similar matter, should be afforded a higher degree of 

protection than normal records. For that purpose, items of 

that nature should be shredded prior to being di~posed of 

by normal Port janitorial services. 
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Recommendation 25 

Move the master name index out of the communications section and 

into the records section. 

The mainten~nce of this index is the direct responsibility of the 

records section and as such should be in that section and under 

the direct control of records personnel. 

The information contained in the index ;s not essential to functions 

of the communications section. Release of information cnntained 

in the index over the present radio frequency creates problems in 

the area of confidentiality. 

Because there wi 11 be need to acc€'ss this information during off­

shift hours, keys to the records section should be provided to off­

shift watch commanders. 
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Recommendation 26 

Begin a purge of the master name index removing and destroying 

a11 cards other than those which have arrest information re-• _1 __________________ _ 

corded. 

The maintenance of parking violation information in the master 

name index is non-essenr;).al to the department needs. 

Moving traffic violations 'U'!.> already indexed in the Department 

of Moter Vehicles, Olympia, and that information is available 

to the department on-line through data base terminals. 

Victim, witness)and suspect information from the detective's 

index has already been merged in the file. See recommendation 

for construction of new criminal history card. 
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Recommendation 27 

Move the-Rresent name i~dex from the detectiv~~_~on to records 

section and merge it with the master name index. Discontinue indexing 
~~~-=~~~, --~ 

names in the detective section. 

The present procedure of indexing names in the detective section allows 

additional names developed during investigations to be recorded in a 

non-central index. 

Additional names and supportinq information developed during investi­

gations should be fOr\'Iarded to the records section on a follow-up report 

and indexed in the master name file. 

The maintenance of this duplicate index fosters the continuance of a 

substandard and non-responsive master name index in the records section. 
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Recommendation 28 

Begin construction of criminal history index to be contained in 

the master name index. 

There are four (4) separate indexes being recommended for use \d thin 

the records section: 

- A master name index with two elements filed alphabetically, 

+ Criminal History cardn, and 

+ Event description cards 

- A crime type index, filed by crime classification in 

date sequence order 

- A crime location index, filed by reporting areas in date 

sequence order. 

- An unserialized stolen property file indexed by property 

type in date sequence order. 

This recommendation concerns only the criminal history card. Subsequent 

recommendations will address the other records. 

The recommended criminal history card is 3" X 5", hard stock and 

colored in order to differentiate it from other card~ to be contained 

in the master name index. The hard stock and color will facilitate 

ease of use and assist in both updating and purge activities to be 

conducted at a later date. This is the only card to be contained 

in the master name index) which , ... ill be updated. Updates will concern 

only arrests - not any other activity. 
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Considerations Nere given, but rejected, to adaptation of the present 

general name irldcx based on itS bulkiness, inability to purge be-

cause of mixed information; and the a.ddi tion of event cards being 

recommended to the file. 

The belo,,, format, or one similar, should be used ~ The remaining cards 

in the master name index should be copied as below then destroyed. 

FRONT 

,r'-'--------------------,-- .----...... . ,-_ ... 
Last name First name Middle name 

Sex Race P.O.B. D.O,B. 

Ht Wt Eyes Hair ----
FBI# SID" 

FPC AKA's 

Date Journal#' Charge & Code Section Disposition 

-----------. _____ '. _____ ----.~--., . .. 

REAR· 

Date Journal# Charge & Code Section Disposition 
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Each time a person is arrested, a card should be completed or up-dated. 

Parking citations and moving traffic citations are no~ included. Mis­

demeanor citations are included as well as E-ny offense where the subject 

is actually jailed. 

Each time an alias is determined, anothelO card should be completed 

\<lith the alias name only referring back to the true name. 
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Recommendation 29 

Begin construction of event desc:"iption cards to be contained in 

the master name index~ crime type and crime location cards to 

be contained in the cross reference indexes. 

Each time an offense or an 9ffense and f..!..~':>.!. l'eport is received, 

an event card should be completed. The card is soft stock, 

white in color, 3" X 5", carbon loaded or chemically treated 

paper. Both are available locally. 

Sufficient copies should be made for complete indexing, one under 

each name, one for the crime type index and one for the crime 

location index. 

The following format is suggest?d. The crime type and date appear 

at the upper right side to facilitate purging operations: 

Reporting 
location 

Journal or 
case number 

Full names: Victim 
Witness 
Suspect 

Crime type 

Person arrested 

Location of occurrence 

Short narrative 

Date of report 

------------------------------~--~--
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One of the event cards should be filed in the master name index 

under each name listed in the report. 

21 75-32'14 

Victim: JONES» JOt ni~-r'l ItA Y 
~--­
SCrrfALTS) EVA. .JANE WitnesS: 

W/i'~ 16 5-10 175 Brn Urn ll(~cl 
coat and blue joans 

Fourth floor of garage 

Vict:i.ln ropo;cts Rf,':.i 64 CheN Wn OPB12S stolen 
botll!ocn 3 and 4l"M. latnoss, ticket takc!! 
sat'l <lese sU~11l,":ct dl'ivo out ''lith cal' 

" 

\',. 

;. 
r 
\. 

27 75 ... 3214 Avto Theft 

Victim: JONES, JOHNNY nAY 

i'litnoss: 

SU511ect: W/M 16 5··H) r15 Ern Urn Red 
coat anc! blue jc::ms 

Fourth floor of garage 

Victim repol'ts R4;ld 64 Chov Wn O?l1123 stolon, 
ho.t't!o(m S o.nd -{PM. WiturlSS, t.ickct takeu 
sat:! Qose. suspect drive out wlth c~r 

The event cards should be completed by the records section, each time 

an of£ens~ or an offense and arrest, report is received. Event cards 

are not completed in cases of minor arrests such as drunk., disturbance} 

vagrancy, etc. In thost; cases, entry may be may directly on the ("ldminal 

history c.a'rd. Event cards should be compLeted for any offense in which 

more than one person is involved or in which £ollo\>mp action will occur. 
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27 75-3274 Auto Theft 6-18-75 
~ 

Victim: JONES, JOHNNY RAY 

Witness: SCHMALTS, EVA JANE 

Suspect: W/M 16 5-10 175 Br1\ Brn Red 
coat and blue jeans 

Fourth floor of garage 

Victim reports Red 64 Chev IVn OPE123 stolen 
between 3 and 4PM. Witness, ticket taken 
saw desc suspect d):ive out with car 

One of the event cards should be filed under a ~porting location 

index. The reporting location index is used for crime and trend 

analysis and in oi'der to retrieve information when the location is,known, hut 

sufficient particula.rs to retrieve otherwise are not kno'l'm. 

One card should be filed under the crime tYl2.£_ .. illde~. The index should 

be categorized according to statistical or workload measurement break-

outs. The file is also used for crime and trend analysis and is in 

addition used for clearance, audit, and IDMO purposes. 

75-32701, Auto Theft 6-18-75 
~,~",:" 

Victim: JONES, JOHNNY RAY 

Witness: SCHMALTS, EVA JANE 

Suspect: W/f\1 16 5-10 175 Brn Ern Red 
coat and blue jeans 

Fourth floor of garage 

Victim reports Red 64 Chc;>v \\'n OPJ3123 stolen 
betll}'0en .3 Ilnd 4PU. Wi tn~ss, ticket taken 
saw dese suspect drive out \It!th car 

)~. e·'i"~J·''''",o,..w...~·~ 
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The present detective index, merged with the suggested master 

name index should alleviate the necessity for transferring 

any victim, witness) and suspect information residing in the 

present index. Since the cards are 3" X 5", nothing more 

than alpha filing will be necessary and will provide a complete 

01" at least workable index. 

Event type and event location indexes should be started nm.,. 

and efforts to reconstruct this file from department records 

should not be attempted. 
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Recommendat,ion 30 

Establish an unserialized stolen property file in the records section 

by property type. 

Specific types of property reported stolen to the department for which 

serial numbers cannot be obtained and cannot be entered into WAClC or 

NCIC should be indexed by property type. 

Property entered into the file should be categorized into those items 

most likely to be recovered and identified without the use of serial 

numbers. The index should be constructed of 3" X 5" soft stock slips 

and should contain a complete descl'iption of all specific items in 

each case with the joul~al number. No other information ~s necessary. 

Carbon loaded or chemically treated paper should be used. 

Th.e detective section should conduct periodic inspections of places 

they have identified where stolen property in their cases is being 

disposed of, using information from this file toward recovery, identity 

of suspect~and case clearances. 

The particular method suggested has been used in the Seattle Police 

Department for the past year with ~nbstantial success. A copy of 

item categories and a brief description of that fi.1ing system is used. 

For purposes of the port program suggested, automating the file is 

not recommended at this time. because of the limited volume of thefts. 
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CZ 

I 
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YC 
YS 
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F 
FG 

I 'fA 
FS 
FR 

I 
FZ 
FE 

. ",._----------- tr ..... "t~..,.., 
,', 't~ ;. •. 
.'0:,1: 

,.~ 

ANTIQUES: All items identified as 
antique or heirlooms that do 
not fit any of the following 
categories. (If date is given, 
must be over 50 years old.) 

ART OBJECTS: Includes p~intingsl 
tapestries. statues, scrollsi 
scu1ptures v ornate or expensive 
chess sets II etc. 

CANERAS AND Cl\I'1ERA EQU I PMENT 
',10 vi e cameras 
Sti 11 cameras 
Proje.ctors 
Others and c.amera equipment 

COLLECTIONS f( COLLECTORS ITEr~S 
Coin -
Stamp 
Other 

ELECTRONIC Eq!L!'pNENT: All electronic 
devices used for measuring and 
repair such as oscilloscopes, 
engine diagnostic equipment, 
variousm~ter:s. , . . : 

FI REAR~1S (No 813 or Pellet guns) , 
Revolver, handgun 
Automatic, handgun 
Shotgun 
Rifle 
All other guns 
All gun equinm~nt 

. , 

I MEDICAL: All items which upon visual 

M 
MP 
MS 
M'" 

"'.. examination \'/1)uld ind~cate they 
belonged in the medical, d2ntal~ 
veterinary professions. 

MUSICAL INSTRur~ENTS 
Percussion (drums, cymbals, bongos) 
Strin9 (guitars, cellos. violins) 
Wind (horns, clarinets, flutes) 

* 0 OFFICE EQUIPMENT 
i.-:OCx----=..;....;;.Ca~rculators, adding machines 
OT Typewriters 
OZ Other 

W SILVERHARE & PEHTER: Includes all 
. items commonly' referred to as 

sterling. Serving sets, utinse1s. 
S11verp1ate, ~tc. 

* .;::.Ro:--"";S:,:;O;.;.U N:.:.:D~E ~lJ:..:.I ~P r'.:,::1E.:.:.,r IT:......:::,&....;T:..::E.=,:L E::..:V..:.,I ,::.;$ I~O~H ....;:S:..::.ET.:..::..S 

RA Amp ifiers, pre-amps 
RE Speakers 
RT T~~e decks. tape players, tape 

recorders 
RB TV sets, black and white 
RB tv sets, colbr 
RP ,Pfionographs, turntables 
RR Radios (AM-FM transmitter~~,tunerst 

RD 

RM 

S 
SB 

receivers) 
Combination (Any t\'IO or more of the 

preceding items) 
Microphones 

SPORTING GOODS 
Boats, outboard motors and boating 

I 
P ..:...-_;...:;FURS: Incl udes all wear; n9 apparel 

---made with animal skins. 
equipment 

Scuba 

'H 

I 
I J JR * JW 

HOllSEHOLD: \o1/va1ue of $500 or more 
or unique identitive markings or 
custom m~de. , . 

• 
JEWELRY & PRECIOUS STONES 

Rings 
Watches (see guidelines for details) 
Other 

SC 
SS 
SF 
S6 

Ski (water and snow) 
Fishing 
Golf 

* T TOOLS 
'='='TT---"';;";;C~u-:;"tting torches 
TC Chainsaws 
TH All other hand tools 
TP All other power tools I JZ 

* L _ .... ____ -=L;.;:.IQ=U;.;;;.O.;.;.R: Hard liquor only,tlore than * V VIEWING EOUIPMENT 
7:;V B:::---.....;..;;~B 1~· n:";";o";;;"c u~l;';;;"a r;';";s~, ;";';t;:':';e;';-' esc ope s one case in commercial thefts. 

I vn ~1; croscopes and all other 

I '* SEE GUIDELINES FOR ENTRY 
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A 

B 

C 

D 

. " 

CAMEr~\S 

1 ~1ovie or~ still 
2 ~1M# 
3, Identifiable marks 
4 Any other description 

PROJECTORS 

1 Slide or Hovie 
2 MM# 
3 Identifiab1e marks 

" 4 Any other description 

FIREARMS 

1 Caliber 
2 Barrel Length (BB #) 
3 Any other description 

RINGS 

1 Metal (Use ring description gUide) 
2 Stone 
3 Setting,. . ._:~_ .. _ 
4- Any other descri pti on 

. . 

.... ' ... 

E WATCHEi 

1 Man's or Woman's 
2 Metal 
3 Face coior 
4 Other description 

F ,GUITARS 

1 Number of s tri ngs . 
2 Color 
3 Any other descri pHon 

G CALCULATORS' AND' ADDING f~ACHINES 
. . ..~ .. 

1 Size (mini, pocket, desk model, etc.) 
2 Color 
3 Any other description 

H TELEVISIONS 

1 Screen dimensions (12 in, 19 in, etc.) 
2 Color or Black & White 
3 Portable or Console 
4 Wood or Metal 
5 Any other description 

101 
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J 

K 

l 

~OMBOS 

1 "TYPE FIELD"= COMBO 
2 Parts (ie: tv, radio, recei ver, etc. ) 
3 Any other descri pti on 

SPEAKERS 

1 Number, if more than one 
2 Color or type of wood 
3 Dimensions 
4 Any other description 

RADIOS 

1 AM. FM, CB~ SW, etc . 
2 Color 
3 Dimensions 
4 Any other description 

TAPE {DECKS, PLAYERS & RECORDERS) 
. 

·1. In '!TVPE" Field-, Punch as follows: 
A Tape Deck 

. _~ B' Ti.tpe Pl ayr 
. . - C . Tape Recdr 

2 Node (8 trk, cas sette, ,or reel to ret 
3 'Color 
4 Oth(~r description " 



II 

I" · 
I 
I COL. 

I 
I 
I 
I 
I 
I 
I 
I 

I 

::1 
:1 

I 
I 
I 
I 
I 
I 

' .. .. 
, , 

, , " I 

RING DESCRIPTION GUIDE - . 
I 

WHEN ENTERING RINGS, USE THE FOLLOWING DESCRIPTIONS AND ABBREVIATIONS 
• I , 

1- 2 JR \" 

4-13 RING \ 
" 

15-16 TYPE OF METAL RINGS WILL BE FILED IN THREE CI\TE~ORIES: 

YG Yellow Gold 
WG White Gold 
51 Silver, Sterling 
55 Stainless Steel 

"p Platinum 
CP Copper 
AL Aluminum 
UN Unknown 
.G Gold 

. 
• WHITE 'METAL (WG, SI, SS, P & AL) 

YELLOW METAL (VG & CP) 

OTHER METAL (UN & G) 

···.!t •.•• 

17~52 STONE & ANY OTHER DESCRIPTION 

TURQ 
JADE 
DIAM 
PEARL 
RUBY,. 
ONYX 
AMYTH 
TOPAZ 
EMRLD 
OPAL 
AQUAM 
GARtH 
LAPIS 
ZIRe 
5APH 
SSAPH 

Turqlloi se. 
Jade 
Diamond 
Pearl 
Ruby' 
Onyx 
,Amethyst 
Topaz 
Emerald 
Opal 
Aquamarine 
Garnet 
L1 api s 
Zircon 
Sapphire 
Star Sappnire 

'. _. , . . : .o, 
. _ .. ' , 
, -

" . , .. 

WHEN THE TYPE OF METAL ABBREVIATION HAS ONLY ONE LETTER, PUT THE LET.TER IN 
COLUMN FIFTEEH AND SKIP COLU~1N SIXTEEU. 

IF THERE IS'NO ~~TAL GIVEN, pui IT UNDER UNKNOWN. . . . , .... - . 
IF POSSIBLE, PUT THE TYPE OF STONE AFTER THE TYPE OF METAL, USING A SLASH MARK 
TO SEPARATE THE~1. I F THE CARAT OF GOLD IS GIVEN, PUT THE TYPE OF r·1ETf'L IN GOlS. 
15-16, SKIP A SPACE AND EUTER THE CARAT tlm1BER IN COL. 18, follm'/ed by a IIK II , 
THEN A SLASH, THEN THE STONE. 

IF THE CASE READS IIWEDDING BAND, OR RING II AND NO OTHER DESCRIPTION, DO NOT ENTER 
IT. 
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PROCEDURE'S FOR UNIDENTir-IARLE STOLEN PROPSB.IX. 

§,Q!!RCE OOCLH~F.NT2. - Major cases wI' I be rece' ved f rom the Offense System da I I y after 
they have processed them. 

PREPARATION FOR KEY PlJ~ICHING, - Follow guIde! ines for Items to be entered. Check 
each case and group cases according to action to be taken keeping each group 
1 n Case II order. 

Cases wIth no action to be recorded - return to Records Bureau and put them 
In box labeled "CASES TO FIl.E". 

Cases wIth recovered property that has prevIously been recorded - Pull carda 
from file, punch recovery InformatIon Into cards and re-ftle the cards In the 
"recovered" fl Ie. Return CSlses to Records Bureau. 

Cases with p rev T ous I y recol~ded property on wh I ch a fo II ow-up has" been rece I ved 
!~sting Serial U's. Check fol low-up for Data Control stamp. If they have 
s~'amped It and entered the Items, pull the cards from our file Clnd discard 
them. If Data Control has stamped It and Indicated they have not ~ntered It, 
'eB~e our cards in the fl Ie. If case has not been stamped'by. Data Control, 
forward'to Records Section Office ~lanager with note'of explanation. 

Cases wt'tn.-1tems bearing Inscriptions or Serialj's but not entered by Data 
'Contro r. ,I f Data Contro I has seen the case and I nd I cated I tems have not been 
entered, theD punch cards for these. If Data Control has not seen the GaS9, 
forward to Records Section, qffice Manager, with note of explanation. 

Cases witt Items to be recorded - 00 not mark on Orlqlnai cas'e but' make all 
notations on the copy or on the fol low-up. Code the Item type in pencl I beside 

'each Item to be recorded and under II ne the I tern us t ng a Y~ fe I t pen. 
, I' Si-L{ 

If you have questions on any case, see Personnel & Administration Unit supervisor 
or clerk assigned in charge of this ,application. 

KEY PUNCHING - lise yello'~i.strlped data cards and punch card for each Item you have 
under! Ined. FoII0'.1 card layout and guidelines for punching der,;crlptlon. 

;. '. . . 
After al I cases have been punched, send those with hazard reports to Data Con­
trol vIa tube:' -Return a II others to Records Section and put I n box tnarked 
"CASES TO FILE". 

~TOP CARDS - If a request Is received to locate an unusual Item, a "stop Curd" wll I 
be key punched on a soltd blUe data card (see Stop Card Layout), Stop Cards 
wil' be filed In the regular fl Ie in front of the appropriate category. Each 
day's cards wi I I be checked for a possible match for the Stop Cards. If a 
match Is made, cal I the Officer that made tho request and gIve him the Case Hts 
of matched Items. BE SURE TO ENTER EACH REQUEST IN THE LOG BOOK. When a match 
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Is made the Stop Card will be removed from the file. If no match Is made by 
~ne month from date entered, the stop Card wll' be removed from the file. 

lOG BOOK - Each time a request Is received to search for a particular Item, .enter 
the request In the Log Book. To determIne If an Item was recovered or a 
case cleared by use of the fl Ie, 'follow up each request by personal contact 
or phone -- liQ. NOTES n When a request 15 received we wl!! search the file 
for a match. If there are only a few Case ·#'s that match, the case #'5 
will be given to the officer making the Inquiry. If there are many Case #'5, 
a tab lIsting wll I be run on the Case #'5 as soon as possible. 

SCHEDULE FOt{ .!5ROPERTY LIST I NG 

December 9, 1975 ::=::=-:- __ . Revtew 
June 9, 1976 

December 9, 1976 

, 
• 

Evaluation 
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. 
GUIDELINES FOR E~TERING UNIDENTIFIABLE STOLEN PROPERTY 

ONLY THOSE ITEMS APPEARING ON THE CODE LIST WILL BE ENTERED. 

ANY CATEGORY ON THE CODE LIST MARKED WITH AN ASTERISK (*) MUST HAVE AT LEAST A BRAND 
NAME OR IT WILL NOT BE ENTERED UNLESS THERE IS A GOOD DESCRIPTION, DESIGNS OR ANY-
THING, UNIQUE OR UNUSUAL. . 

DO NOT ENTER TAPE DECKS, PLAYERS OR RECORDERS TAKEN FROM AUTOS. 

THIS ALSO APPLIES TO RADIOS - EXCEPT - CB RADIOS ~IILL BE ENTERED IF A BRAND NAME IS 
GIVEN. 

CLOCK RAD I OS WILL BE ENTERED AS RAD I OS •. 
···.:1 •.. 

JEWELRY CONTA I N I NG CO I NS \'II LL BE ENTERED AS J EI1ELRY • 

USE THE "DESCRIPTION FIELD SEQUENCE GUIDE" TO INSURE THAT ALL DESCRIPTIONS ARE 
ENTERED I N THE .sAME' FORMAT. '. , 

. USE THE "RIN,G DESCR'r'PTION GUIDE" WHEN ENTERING"RINGS. 

USE THE "JEWELRY DESCRIPTION PAt~PHLET" FOR OTHER JEI1ELRY. 
, 

USE THE "GUIDE TO DESCRIBING PERSONAL PROPERTY" FOR ALL OTHER PROPERTY. 

.. : 

..... 

..... ...... ' -_ .. 
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I 
ITEMS WE IjQ NOT \~ANT . 

.. I 

I 
CHECKS 

MONEY ORDERS 
I· 

I ELECTRIC SHAVERS I 

HAIR DRYERS 

I MONEY (UNLESS COIN COLLECTION) 
I 

VEHICLES 
j 

;1 
I 
,1. 
i 

BICYCLES 

;1 LAWNMm/ERS 

AUTO PARTS & ACCESSORIES ...... !. .. ' 
;1 CLOTHING (EXCEPT FURS) 

'I 
TAPE DECKS STOLEN FROM CARS 

. GROCERY ITEMS 
" • :1 : •.• ' I 

- RADIOS STOLEN FROM VEHICLES (EXCEPT CS) . 
' .. .. ... 

EARPHONES, HEADSETS 

I 
:1 , 

I 
I .. : 

" • 

I .. .... . .. _. -

I 
I 
I 
I 
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Recommendation 31 

Adopt a disposition code to be used by officers when reporting 

the results of complaints or other actions. 

The adoption of a disposition code is for the primary use in 

processing and tabulating information from the journal. A simple 

code such as: 

A = Arrest made with case report or citation 

B = Case report made, No arrest. 

C = Unable to locate incident 

D = Problem settled, notation in unit log. 

The code will help alert records and detectives that ~·r'ticular 

actions have been taken which will result in subsequent actions 

by those units. 

Several such codes are now in use by area law enforcement agencies. 

The adoption of complex codes is not recommended. 
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Recommendation 32 and 33 

Redesign the present journal including more relevant information 

and increase US9 in manpower allocation and trend, analysis. 

The suggested attached format allows some benefits over the present 

journal; Twelve complaints per page rather than three, column design 

to allow easier tab1uation, design adaptable to key punch or other 

automated processing) and more information collected. 

A disposition code is recommended for adoption rather than the narra­

tive check box. Reporting area has been added to assist in analysis 

and work load measurements. Shift has been deleted but can be added~ 

howe~er, time should be sufficient. Unit numbers changed to reflect 

shift would be easier to process. 

Sergeant approval has been deleted as he is already responsible 

to approve reports including unit logs which have identical information. 

Mr. Ron P~~ini, Port data processing) should be contacted regarding 

processing and reports generated from this log. The port data process­

ing facility is now budgeting for 1976. Support service is absorbed 

in their budget and not charged back to user agencies. 
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I 
I Increased use of information provided in the journal is recommended, 

I especially in the following areas: 

I _ Examine levels of workload throughout the year to deteTmine 

I 
the best periods for training, vacations, etc. 

_ Determine best level of assignment strength per shift 

I based on called for services by time of day. 

_ Reconfigure areas of assignment on shifts based on when 

I and where problems are occurring. 

I Because of limited manpower and lack of flexibility, response time 

I information has not been configured into the suggested journal at 

this time. 
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Recommendation 34 

Reconstruct and expand present monthly and annual reports produced from 

departmen1,.records. Use Uniform Crime Reporting classifications and 

standards for cl earance.; but do not participate by fontarding UeR reports. 

The Port of Seattle Police Department is not a Uniform Crime Reporting 

Agency. To properly participate in the program would require one of 

two actions: 

(a) Copies of all offense and all arrest reports must 

be forwarded to the Seattle Police Department and King 

Coun~y Department of Public safety in order to be 

scored in the respective jurisdiction of occurrence. 

Copies of follow-~p t"t:?pcrts must al so be forwarded for 

purposes of crime clearance, or 

(b) Separate tally sheets must be maintained internally 

for offenses, arrestsJand clearance by respective 

jurisdiction of occurrence and then forwarded to that 

agency for inclusion in their U.C.R. reports. 

The University of Washington Police Department, operating entirely within 

the City of Sea~tl~ faces the same proJlem as the Port of Seattle Police 

Department; however, they are entirely within one reportinb jurisdiction 

and make all reports to that agency for purposes of crime scoring. 

The Port of Seattle Police Department operating in two reporting jurisdictions 

has the same problem - magnified. 
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Reporting correctly, as required ~y U.C.R., would unreasonably increase 

the complexity and reporting burden. The actual amount of reported 

offenses in this jurisdiction would·not have a substantial affect, whether 

included or left out of the other agencies totals; therefore, the recommen­

dation is to adopt some of the UCR reporting methods and standards for 

internal department use but not to participate in the program at this time. 

There are only two U.C.R. reporting methods and standards being recommended 

for use internally. The standards are crime classificati~.~ and require­

ments for clearances. Other U.C.R. reports; Property stolen by classifica­

tion, age, sex) and race of persons '-arrested, etc., are not being Y'ecommended 

for use by this agency. 

Three monthly reca~:,;tulatian reports are being recommended for adoption. 

An illustration of each recommended report is included in the following 

recommendation. 

The reports themselves are of little value to the agency without str'ong 

coinciding actions~ therefore, a further recommendation is that the depart­

ment adopt a forced analysis and decision-making posture requiring actions 

to be taken in conjunction with the monthly reports. 

Each report should be analyzed by the department administration, particularly 

by the Operations Division and Section Commanders. Action plans 

should be submitted and implemented toward crime specific problems based 

on information contained in the monthly reports. Increased patrols, stake­

outs, realignment of district boundaries, reassignment of personnel strengths 

are examples of some of the decisions \~hich may be made based on the infor-
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mation contained in the monthly reports. Subsequent monthly reports should 

be examined' in order to determine the impact of previous decisions toward 

crimes an d problems. The forced deci s; on process shou 1 d conti nue ",Ii th each 

delivery of reports. 

Without the,preceding described actions, compiled reports will be useless 

to the department. The suggested formats are not intended to be adopted 

in total, rather, to form the basis for which the' department may design 

ann implement a monthly reporting system. 

As completed reports pass through the records section, tally sheets should 

be used, muc,h in the same manner as present, to gather information for 

the monthly reports. 
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From Person 
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Hijac~ings, Actual 

Threats 

Statements in violation 

Tresspassing 

Narcotics, Sale 

Pessession 

Sex crimes (other than 
rape and assault) 

Property damage 

Arson 

Bad Checks 

Theft by fraud 

Weapons crimes 

Prostitution crimes 

Miscellaneous offenses 

Other offenses defined 
as needed by agency. 
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Crime types, exactly 

the same categories 

as reported in the 

monthly crime capsule 

Monthly Crime Report 
By Area 

Reporting area of occurrence, 

1 through 39 as defined in 

recommendations 

C' 
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During the process of scoring 

crime totals by type, the 

location by area of occur­

rence should also be recorded. 

While the crime capsule will 

indicate what particular 

problems exist, this report 

will define the location. 
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Recommendation 35 

Move department correspondence out of the records section and place 

under the control of the department secretary. Discontinue indexing 

each letter by completion of the 5" X 8" card. 

The records clerk should handle correspondence relating to cases 

only. The present department secretary responsible for typing and 

handling the genera~ department correspondence should be assigned 

the responsibility of maintaining general department correspondence. 

The completion of 5" X 8" cards for each letter sent out of the depart­

ment should be discontinued. Correspondence should be filed industry 

standard by dates complimented by additional files of subject matter 

for correspondence of a non-routine nature. 
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Recommendation 36 

Move the present personnel type records now being maintained in 

the records section and merge them with the personnel files. 

Strengthen present review practices of personnel records. 

Records concerning officers firearms scores, commissions, de­

commissions;and other peYsonnel records now being stored in the 

records section should be merged with department personnel in­

formation. 

The practice of allowing individuals to review their personnel 

file without supervision should be discontinued in orde~ to 

provide assurance of records integrity. When reviewing files, 

personnel should at least be in sight of a responsible person. 

Each personnel file should contain a sign-in report. Each time 

the file is examined by personnel not directly responsible for 

the maintenance and administration of such files, a signature 

and date should be recorded in the file. 

Provisions of "The privacy Act of 1974" should be reviewed to 

assure compliance. 
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Recommendation 37 

Beguire event numbers to~e written on all reports and pieces of 

paper, photoqraphs, latent fingerprints, and other items which are 

entered into the department filing system. 

Documents and other items are contained in case files, especially 

in the detective section which do not bear an event number. In 

order to provide proper document control, the assigned event number 

should be included on all documentation, photographs, lifted 

1 atents1 etc. 
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Recommendation 38 

Require investiaating officer to make determination of evidence 

disposition where seizure is made at check point not resulting 

In-subsequent arrest. 

Seizures of small amounts or marijuana, other drugs, small inexpensive 

knives) and other contraband are often made at check points. Persons 

in custody are released without charge and the evidence forwarded to 

the property room. 

In such cases, a notation in the check point journal concerning 

the incident is sufficient for reporting purposes; however, a 

property control form should be completed for each incident and 

specific directions made on the peF to the property clerk regarding 

the disposition of the seized items. i.e., Subject (named) will 

report to claim property in 30 days - if not claimed destroy; 

subject will not respond to claim, destroy immediately; unlawful 

substance or item, destroy immediately, etc •• 

In cases where arrests are made subsequent to the seizure, normal 

formal reporting should continue. 
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Recommendation 39 

Reguire that a records reguest form he completed each time 

criminal history information is requested. 

Title 28 requires the tracking of released and disseminated criminal 

history information. For purposes of control and authorization, 

a written record should be kept of such release and assurance 

made that the release is for legitimate purposes. 

Present department procedures, restricting the release of information 

to c.riminal justice agencies) is sufficient to fulfill present require­

ments concerning who the information is made available to. 

A record, similar to the one illustrated with this recommendationJ 

should be completed and filed each time a request is made for this 

protected class of information. The card should be filed alphabetically 

in a separate file. Information should not be released internally or 

to another agency unless a case number or other tracking notation is 

supplied which is sufficient to identify the exac~ purpose and 

future use of such information. 

Hard copy information released by the department should be stamped) 

noting that misuse of such information is a crime under state and 

federal laws. The person or ~gency to whom the information is deliv­

ered should be noted on the copy. 
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RECORDS REQUEST 
Date, ____ _ 

NAME: ________ --;-=--::=---:=;-::-;-_______ _ 
(last first middle) 

BIRTHDATE lor agell ______ . _______ . _____ _ 

Other I. D. 
REMARKS: _____________ -,.-_______ _ 

USEOFRECORD: _____________________ _ 

REQUESTED BY: ____ ---:.,.,.....~----_ _=_:__:_":':"__:___:":'.,...,..,.,..._-
(Name) (Serial No.) \Unlt) 

AGENCy ___________ RECORDS CLERK _____ _ 
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Recommendation 40 

Red line each item on a case or other report which has been 

indexed or entered into a computer system. 

Indexed information and information entered into computer systems 

should be distinctly marked on the original report by red-lining 

or other distinguishing methods. This procedure will assure 

immediate visual recogTlition of other records emanating from the 

report and assist in records purges and expunctions. 

This procedure is particularly important for computerized infor­

mation because the source document must be maintained for each 

entry while that entry is on file. 

The method will also provide a viable method of quality control 

check on work in the records section. 
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I Discontinue the present radio log. 

I 
The log is not essential to department operations. 
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Recommendation 42 

Refine the present agency reports manual. Include a copy of each 

form and report used in the agency with instructions for completing. 

Extract information from the Ope:X'ating manual defining which reports 

are required for specific events and encourage informal reporting, 

entries in unit log sh~ets, for minor incidents. 

A basic reporting manual exists addressing citation preparation in 

an excessively lengthy manner although of e~cellent quality. That 

manual should be used as a basis for a department reports manual. 

The manual should be issued to all supervisory personnel and should 

be used for training and indoctrination purposes. 
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Recommendation 43 

Develop and implement a systematic procedure for the elimination 

and matching of all latent fingerprints 1ift~d at crime scenes 

against suspect lists. 

Adopt procedures for processing lifts against the lDMO file and 

similar crime specific identity lists. Each latent should be 

victim eliminated then checked against suspects. Stops should 

be entered identifying subsequently arrested suspects against 

whom the lifts should be compared. 

Latents should be retained and processed in this manner for a 

limited time J except in capital offense cases or substantially 

maj lor' crimes. 

Detectives and the 1.0. technician should become aware of the 

possibilities for single print comparison at the state identifi­

cation section which can be employed if a sufficient description 

of the suspect is available. 
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Recommendation 44 

Begin periodic administrative quality control checks to assure 

proper crime classification of reports and assure cases are 

being_cfeared when possible. 

Written procedures should be adopted requiring cases to be cleared 

in accordance with U.C.R. specifications. Department administrators 

should review clearance procedures in the U.C.R. handbook to become 

familiar with requirements. 

Each case cleared by the detective section should be reported on 

a followup report specifying exact information required for the 

clearance. Records section personnel should not clear the case 

unless requirements have been met. 

All offenses for which an arrest has been reported should be cleared 

automatically by the records section without need for detective 

intervention. The clearance must however, be based on factual infor­

mation called for in the standards. 

Department administrators should periodically review classifications 

assigned to offense reports for quality control purposes. Crime 

should be labled as such in order to provide accurate accountability. 

Correct crime categories should be used. 
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Plan for retention, storage a~d dest~~tion of records 

Police records decrease in value . with age; however, each 

record and type has distinctly different value lengths. Records 

concerning events are contemperaneous and have a shorter. useful 

life than records concerning persons. 

Many departments have turned to microfilm for records support. 

The use of microfilm or other compacting methods of records 

storage is useful only when excessively long storage periods 

are required in conjunction with a substantial amount of records 

to be stored. 

The Port of Seattle Police Department is not faced with either 

problem. The volume of existing records and those in the £oreseen 

future is small enough to stay with conventional methods. 

State laws in Washington control retention, release) and destruction 

of all records maintained by public agencies. Two doctunents must 

be completed in order to comply with the law. The first document 

is an index of records, specifying which are official public records 

and which are office files and memorandum. This document must also 

sp~cify which are open for public inspection and which are exempt 

from this requirement. The second document supplies a basic des-

cription of the records and sets up minimum retention lengths. 

Records cannot be destroyed before the time specified. Both documents 

must be formally approved at the State level, prior to adoption. 
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These documents form the basis for a retention and destruction plan. 

Additional operational enhancements must be added to the plan in order 

for it to become a working document. An established calendar timetable 

must be developed within the department addressing each record and 

what specific actions must be taken during the named periods. 

An inventory of records, present and suggested,was completed at the 

Port of Seattle Police Department but by no means is totally complete. 

The department must complete the inventory, taking into consideration 

what files this report has recommended for elimination and addition. 

Department administrators should at this time begin formalized contact 

with the state records committee to complete the requirements of 

state law. Once the required records schedules have been approved, 

the preceding described timetable with specific instructions should 

be established and then followed. 

Some general concerns follow about actions taken when actual destruction 

of records begins. 

- Prior to destroying case files,check for outstanding 

warrants, evidence not disposed of, latent prints on 

file, index cards, computer entries, and other emanating 

records. 

- Misdemeanor and felony history information is usually 

destroyed based on length of time since last contact. 
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Department records are not sufficient for this purpose. 

The state identification section should also be checked. 

Indexes such as crime type, crime location, unserialized 

stolen propertYJand IDMO have a relatively short life 

period and are small) allowing an annual purge. 

.: Case files and criminal history records are more voluminous 

and must be purged on an on-going basis, i.e, 1/12th of 

the file each month in the year. 

Sensitive information should be afforded extra protection 

during the destruction process)such as shredding or burning. 

"" 
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TITLE 40 

PUBLIC DOCUMENTS, RECORDS AND PUBLICATIONS 

Chapters 
40.04 Public documents. 
40.06 State publications distribution center. 
40.10 Microfilming of records to provide continuity of 

40.14 
40.16 
40.20 

civil government. 
Preservation and destruction of public records. 
Penal provisions. 
Reproduced records for governments and 

business. 

Historical materials, preservation: Chapter 27.48 RCW. 
Minutes of governmental agencies open to pUblic inspection: RCW 

42.32.030. 
Newspapers: Chapter 19.56 RCW. 
Public documents as evidence: Chapter 5.44 RCW. 
Publication of/egal notices: Chapter 65.16 RCW. 
Recording, registration and legal pUblication: TltIe 65 RCW. 
Records and exhibits of superior court, destruction, reproduction: 

RCW 36.23.065, 36.23.067, 36.23.070. 
State records, secretary of state as custodian: RCW 43.07.040. 
Uniform bu.~iness records as evidence act: Chapter 5.45 RCW. 
Uniform photographic copies of business and public records <l.S evi-

dence act: Chapter 5.46 RCW. 

Sections 
40.04.010 
40.04.020 

40.04.030 

40.04.040 

40.04.090 

40.04.100 

4O.04.110 

Chapter 40.04 
PUBLIC DOCUMENTS 

De~nition. 
Executive and administrative reports--Distribution, 

exchange-Duties of state librarian and public 
printer. 

Session laws, legislative journals, supreme court and 
court of appeals reports--Duties or law librarian, 
pUblic printer, publisher. 

Session laws-Distribution, sale, exchange-Duties 
of law ~ibrarian and coun~y auditor-Surplus copies, 
sale, pnce. 

Legislative journals-Distribution, sale, exchange­
Duties of law librarian-Surplus sets, sale, price. 

Supreme court and court of appeals reports-Distri­
bution, exchange-Duties of law librarian. 

Supreme court and court of appeals reports-Pur­
chase from publisher-Duties of supreme court, law 
librarian. 

Attorney general to give written ('.',inions: RCW 43.10.030. 
Revised Code of Washington, puiJiication: Chapter 1.08 RCW. 
Session laws, publication, etc.: Chapter 44.20 RCW. 
Supreme court reports. publication: Chapter 2.32, RCW 43.78.070. 

40.04.010 Definition. The term "public documents" 
as used in this chapter shall include the publications 
and reports of all state ufficers. or of any commission or 
commissions, board or boards, council, committee, or 
institution, or of any person or persons authorized or 

required by law to publish or render reports. (1941 c 
150 § 1; Rem. Supp. 1941 § 8217-1.) 

40.04.020 Executive and administrative reports­
Distribution, exchangc--Dutics or state librarian and 
public printer. It shall be the duty of the public printer 
to deliver to the state librarian one hundred twenty-fivc 
copies of each publication or report of every such state 
officer, commission or commissions, board or boards. 
coundl, comOlittee, or'institution, or of any person or 
per:.;ons authorized by law to print such publication. 
The public printer shall also retain two hundred addi­
tional copies of all such publications which he shall ar­
range and bind in sets, each volume of which shall he 
adequately labeled and contain the title. "Washington 
Public Documents." The state librarian is authorized 
and directed to make such distribution of each puhlica­
tion and of the sets of public documents as will in his 
judgment be most' informative and beneficial to the 
state officers and public generally. The state librarian is 
also authorized to make such exchanges thereof. within 
and without the state, as to him seems lit and proper. 

Every state publication, not printed by the puhlic 
printer, whether in printed or mimeographed tbrm. ~hall 
be deposited in triplicate with the state library. 11941 c 
150 § 2; Rem. Supp. 1941 § 8217-2.] 

40.04.030 Session laws, legislathc journals.. supreme 
court and court of appeals reports-Dutil'S of law li­
brarian, public printer, publisher. The state law Iihrarlan 
shall receive from the public printer. who'>\.! duty It shall 
be to deliver to him, all bound volumes or the se\Slon 
laws, and the hous~ and senate journals as the ~al1le arc 
published. He shall also receive IhlDl the puhli\hcr of 
the supreme court reports and the COllrt llf appeab re­
ports of the state of Washington such copw:. J!> are 
purchased by the supreme court for the u~e of the "tatc. 
[1971 c 42 § 2; 1941 c 150 § 3: Rem. Supp. 1941 § 
8217-3.] 

40.04.040 Session laws-Di'itribution. sale. ex­
change--Duties of law librarian and coullt) autii­
tor-Surplus copies. sale, price. SC!>"1ll1l la .... ~ !>h.dl he 
distributed, sold and lor e:<.chanl.!cd by thc state law li­
brarian as follows: 

(I) Copies shall be given as fOltllWS: One to each 
United States senator nnd rcpre!>entatl\ e in c0ngres~ 
from this state: six to the LibruT\' of Congress: onc ttl 
each United Statcs execulive department as detincd hj 
section 1. titk 5. of the United Stalt!s Code: three to tht: 
United States supreme court library: three to the libraI') 

rntle~ll 
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I 
of the circuit court of appeals of the n. inth circuit; one 
to each United States district court room within this 
state; one to each office and branch office of the United 
Stat.es district attorneys in this state; one to each state 

I official whose office is created by the Constitution; one 
to the judge advocate's office at Fort Lewis; one to each 
member of the legislature, session law indexer, secretary 
and assistant secretary of the senate, chief clerk and the 

I assistant chief clerk of the house of representatives, the 
minute clerk and sergeant-at-arms of the two branches 
of the legislature of the sessions of which they occupied 

I 
the offices and positions mentioned; one copy each to 
the Olympia representatives of the Associated Press and 
the United Press; two copies to the law library of the 
University of Puget Sound law school; two copies to the 

I law library of Gonzaga University law school; and two 
copies to the law libraries of any accredited law schools 
as are hereafter established in this state. 

I 
(2) Copies, for official use only, shall be distributed as 

foHows: One to each state department and to each di­
vision thereof; one to each state official whose office is 
created by the Constitution, except the governor who 

I 
shall receive three copies; one each to the adjutant gen-

; eral, the state historical society, the state bar associa-
tion, and to each state institution; one copy for each 
assistant attorney general who maintains his (jffice in 

I the attorney general's suite, and one additional copy for 
his stenographer's room; one copy to each prosecuting 
attorney and one for each of his deputies. 

I 
Sufficient copies. shall be furnished for the use of the 

supreme court and the state law library as from time to 
time are needed. Eight copies shall be distributed to the 
University of Washington, law library; one copy each to 

I the offices of the president and the boar'd of regents of 
the University of Washington, the dean of the Univer­
sity of Washington school of law, and to the University 

I 
of Washington library; one copy to the Hbrary of each 
of the colleges of education (formerly called the normal 
schools); one copy each to the president of the 
Washington State University and to the Washington 
State University library. Six copies shall be sent to the 
King county law library, and one copy to each of the 
county law libraries organized pursuant to law in the 
counties of the first, second and third class; one copy to 
each public library in cities of the first class, and one 
copy to the municipal reference branch of the Seattle 
public library. 

At the convening of each session of the legislature the 
state law librarian shall deliver to the chief clerk of the 
house of representatives twenty copies, and to the sec­
retary of the senate, tl!n copies, of the laws of the pre 
ceding general session and of any intervening session 
for the use of the legislators during the ensuing session 
but which shall be returned to the state law library at 
the expiration of the legislative session. 

It shall be the duty of each county auditor biennially 
to submit to the state law librarian a list of county offi­
cers, including the prosecuting attorney and his regular 
fun time deputies and the justices of the peace and su­
perior court rooms regularly used by a justice oJ the 
peace or superior court judge, and the correct number 
of bound copies of the session laws necessary for the 
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official use only of such officers and court rooms will be 
sent, transportation collect, to said county auditor who 
shall be responsible- for the distribution theretlf to the 
county officials entitled to receive them. 

(3) Surplus copies of the session laws shall be sold 
and delivered by the- state law librarian, in which case 
the price of the bound volumes shall be four dollars 
each. All moneys received from the sale of such bound 
volumes of session laws shall be paid into the state 
treasury for the general fund. 

(4) The state law librarian is authorized to exchange 
bound copies of the session laws for similar laws or le­
gal materials of other states, territories and govern­
ments; and to make such other and further distribution 
of the bound volumes as in his judgment seems proper. 
[1973 c 33 § 1; 1969 c 6 § 8; 1941 c ISO § 4; Rem. Supp. 
1941 § 8217-4. Formerly RCW 40.04.040 through 
40.04.080.] 
Distribution of temporary edition of session laws: RCW 44.20.040. 
Publication of session laws: RCW 44.20.050. 

40.04.090 Legislati~e journals-Distribution. sale, 
exchange--Duties of law librarian--Sutplu.~ sets, 
sale, price. The house and senate journals shaH be dis­
tributed andlor sold by the state law librarian as 
follows: 

(1) Sets shall be distributed as follows: One set to 
each member of the legislature, secretary and assistant 
secretary of the senate, chief clerk and assistant to the 
chief clerk of the house of representatives, and to each 
minute clerk and sergeant-at-arms of the two branches 
of the legiSlature of which they occupy the offices and 
positions mentioned. One to each official whose oUke is 
created by the Constitution, and one to each state de­
partment director; three copies to the; U~iversity of 
Washington law library; two copics to t'he University of 
Washington library; one to the King county law Ii· 
brary; one to the Washington State University library; 
one to the library of each of the colleges of education 
(formerly called the normal schools); one to the law li­
brary of Gonzaga University law school: one to the law 
library of the University of Puget Sound law school; 
one to the law libraries of any accredited law school a:; 
hereafter established in this state; and one to each free 
public library in the state which requests it. 

(2) A set of the house and senate journals of the pre­
cedit'lg general session, and of any intervening special 
session, shall be placed on the desk of each legislator 
for his use during the ensuing session, which shall be 
returned to the state law library at the expiration of the 
legislative session; and sufficient sets shall be retained 
for the use of the state law library. 

(3) Surplus sets of the house and senate journals shall 
be sold and delivered by the state law librarian, in 
which case the price shall be fifteen dollars for those of 
the general sessions, and ten dollars for those of the 
special sessions, when separately bound, and the pro­
ceeds therefrom shall be paid to the state treasurer for 
the general fund. 

(4) The state law librarian is authorized to exchange 
copies of the house and senate journals for similar jour­
nals of other states, territories, andlor governments, or 
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State Publications Distribution Center 

for other legal materials, and to make such other and 
further distribution of them as in his judgment seems 
proper. [1973 c 33 § 2; 1941 c 150 § 5; Rem. Supp. 1941 
§ 8217-5.] 

40.04.100 Supreme court and court of appeals reo 
ports--Distributioll, cxchange--Duties of law librar­
ian. The supreme court reports and the court of appeals 
reports shall be distributed by the state law librarian as 
follows: 

(1) Each supreme court justice and court of appeals 
judge is entitled to receive one copy of each vo.lume 
containing an opinion signed by him. 

(2) The state law librarian shall retain such copies as 
are necessary of each for the benefit of tht: state law li· 
brary, the supreme court and its subsidiary offices; and 
the court of appeals and its subsidiary offices; he shali 
provide one copy each for the official use of the attor­
ney general and for each assistant attorney general 
maintaining his office in the attorney generalis suite; 
three copies for the office of prosecuting attorney, in 
class A counties; two copies for such office in first class 
counties, and one copy for each other prosecuting at­
torney; one for each United States district court room 
and every superior court room in this state if regularly 
used by a judge of such courts; one copy for the use of 
each state department maintaining a separate office at 
the state capitolj one copy to the office of program 
planning and fiscal management, and one copy to the 
division of inheritance tax and escheats; one copy each 
to the United States supreme court, to the United States 
district attorney's offices at Seattle and Spokane, to the 
office of the United States attorney general, the library 
of the circuit court of appeals of the ninth circuit, the 
Seattle public library, the Tacoma public library, the 
Spokane public library, the University of Washington 
library, and the Washington State University library; 
three copies to the Library of Congress; and, for edu­
cational purposes, twelve copies to the University of 
Washington law library, two copies to the University of 
Puget Sound law library, and two copies to the 
Gonzaga University law schoollibl'ary and to such oth­
er accredited law school libraries as are hereafter estab­
lished in this state; six copies to the King county law 
library; and one copy to each county law library orga­
nized pursuant to law in class AA counties, class A 
counties and in counties of the first, second and third 
class. 

(3) The state law librarian is likewise authorized to 
exch'ange copies of the supreme court reportR and the 
court of appeals rep~~rts for similar reports of other 
states, territories, and/or governments, or for other legal 
materials, and to make such other and further distribu­
tion as in his judgment seems proper. [1973 c 33 § 3: 
1971 c 42 § 3; 1941 c 150 § 6; Rem. Stipp. 1941 § 
8217-6.] 

Commissill.'1 to supervise publication of supreme court reports: RCW 
2.32.160. 

Publiclltion of supreme court reports by public printer: RCW 
43.78.070. 

40.04.110 Supreme court and court of appeals reo 
ports--Purchasc from publisber-Duties of supreme 
court, law librarian. On the publication of each volume 
of reports the supreme court must purchase for the use 
of the state. from the publisher to whom the contract is 
awarded, three hundred copies of each volume of su­
preme court and court of appeals reports, and such ad­
ditional copies as the court may deem to be necessary. 
at the price named in the contract, and deliver the same 
to the Jaw librarian of the state law library, who shall 
distribute same as required by the provisions of RCW 
40.04.100. [1971 c 42 § 4; 1941 c 150 § 7; Rem. Supp. 
1941 § 8217-7.1 

Chapter 40.06 
STATE PUBLICATIONS DlSTRIBlJTION CENTER 
Sections 
40.06.010 
40.06.020 

40.06.030 
40.06.040 
40.06.050 
40.06.060 
40.06.070 
40.06.900 

Definitions. 
Center created as division of state lihr~iy-Depository 

library system .... -Rules and regulations. 
Deposits by state agencies. 
Inter~hbrary depOSitory contracts. 
Center to publish list and other printed matter. 
Agencies to furnish lists to center. 
Ex.emptions. 
Effective date-19",3 c 233. 

40.06.010 Definitions. As used in this chapter: 
(I) "Print" includes all forms of printing and dupli· 

eating, regardless of format or purpose, with the 
exception of correspondence and interoffice 
memoranda. " 

(2) "Public document" means the annual and bienni­
al reports required by law or by the governor which are 
bound in sets and titled Washington public documents. 

(3) "State agency" includes every state office, officer, 
department, division. bureau, board, commission and 
agency of the state, and, where applicable, all subdivi­
sions of each. 

(4) "State publication" includes any document, com­
pilation, journal, law. resolution, bluebook, statute, 
code. register. pamphlct, list, bonk, proceeding'), min­
utes, report. memorandum, hearing. legislative bill, leaf:' 
let, order. regulation. directory, periodical or magU1!ine 
issued In print by the state, the legislature, consliltJtion~ 
al officers. or any state department, committee or other 
state agency supported wholly or in part by state funds. 
[1963 c 233 § I.] 

40.06.020 Ccnlel' created as division of state Ii~ 
brary-Depository library systcm---Rulcs nnd regu­
lations. There is hereby created as a division of the stutt: 
library. and under tht! direction of the state librarian, a 
state publications distribution centcr. The center shall 
promote Ihe establishment of an orderly dcposit?ry. li­
brary system. To this end the state library commISSion 
shall make such rules and regulations as may be 
deemed necessary to carry out the provisions of thi~ 
chapter. {1963 c 233 § 2.J 

40.06.030 Deposits by state agencif..'S. Every .slat~· 
agency may upon release deposit at least three. COpICS .() 

each of its state publications with the State library Ill' 

·/11tJ1:~3 
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record and depository purposes. Additional copies. in 
quantities as certified to the agencies by the state library 
and as required to meet the needs of the depository Ii· 
brary system. shall also b(~ deposited. Upon consent of 
the issuing state agency such state publications as are 
printed by the public printer shall be delivered directly 
to the center. [1963 c 233 § 3.] 

40.06.040 Inter-library depository contracts. The 
cent.er shall enter into depository contracts with any 
municipal or county free library, state college or state 
university library, the library of any privately incorpo. 
rated college or university in this state. the library of 
congress and the midwest inter-library center, and oth· 
er state libraries. The requirements for eligibility to 
contract as a depository library shall be established by 
the state library commission upon recommendations of 
the state librarian. The standards shall include and take 
into consideration the type of librury, aVailable housing 
and space for the publications, the number and qualifi­
cations of personnel, and availability for public u::.e. 
[1963 c 233 § 4.] 

40.06.050 Center to publish list and other pdnted 
matter. The center shall publbh and distribute regularly 
a H,st of available state publications, and may publish 
and distribute such other descriptive printed matter as 
will facilitate the distribution of state publications. 
[1963 c 233 § 5.] 

40.06.060 Ag'cncics to furnish lists to center. Upon 
request by the center, issuing state agencies shall furnish 
the center with a complete list of its currcnt state publi­
cations and a copy of its mailing and/or exchange lists. 
[1963 c 233 § 6.] 

4B.06.070 Exemptions. This chapter shall not apply 
to nor affect the duties concerning publications distrib­
uted by. or officers of: 

(I) Thl' state law library; 
(2) The statute law committee and. the code reviser; 

and 
(3) The secretary of state in connection with his du­

ties under RCW 44.20.030 and 44.20.040. [1963 c 233 § 
7.] 

40.06.900 Effective date-l963 c 233. The effec­
tive date of this chapter shall be July I, 1963. [1963 c 
233 § 8.] 

C!lapter 40.10 
MICROFILMING OF RECORDS TO PROVIDE 

CONTINUITY OF CIVIL GOVERNMENT 

Sections 
40.10.010 

40.10.020 

,Essential records-Designation-List-Security 
and prolection--Rcproduction. 

Reproduction 01: records-Storage, safeguarding of reo 
produclions--Fees-Deslnlction of oliginals not 
authorize,t 

40.10.010 Essential rccords--Design~ttim!--
list-Security and protcction--Rcproduction. In 
order to provide for the continuity and preservation of 
civil government. each elected and appointed officer of 
the state shall designate those public documents which 
are essential records of his office nnd needed in un 
emergency and for the reestabhshment of nonnal oper­
ations after any such emergency. A list of such records 
shall be forwarded to the state archivist and director of 
the department of emergency services on fonns pre­
SCribed by the state urchivist:This list shall be reviewed 
at least annup.!ly by the elected or appointed officer to 
insure its compbteness. Any changes or revisions fol­
jowing this review shall be forwarded to fhe state archi­
vist and the director of the department of emergency 
services. Each such elected and appointed, officer of 
state government shall insure that the security of essen­
tial records of his ofhce is bv the most eC'Dnomical 
means commensurate with adequate protection. Protec­
tion of es~ential records may be by vaulting, planned or 
natural dIspersal of copies, or any other method ap­
proved by the state archivist and the director of the de­
partment of emergency services. Reproductions of 
essential records may be by photo copy, magnetic tape, 
microfilm or other method approved by the state archi­
vist. Local government offices may coordinate the pro­
tection of their essential records with the state archivist 
and director of the department of emerg~ncy services as 
necessary to provide continuity of local government 
under emergency conditions. [1973 c 54 § I; 1963 c 241 
§ 1.] 

Sevcrnbillty-1973 c 54: "If any provision of this 1973 amenda·. 
tory act, or its application to any person or circumstance is held 
invalid, the remainder of the act, or the application of the provision to 
other persons or circumstances is not affected." (1973 c 54 § 6.) TIlis 
applies to the 1973 amendments to RCW 40.10.010. 49.10.020, 40.14-
.040,40.14.060 and 40.14.070. 

40.10.020 Reproduction of records-Storage, safe­
guarding of reproductions--Fees--Destruction of 
originals not authorized. The state archivist is authorized 
to reproduce those documents designated as essential 
records by (he several elected and appointed officials of 
the state and local government by microfilm or other 
miniature photographic process and to assist and coop­
erate in the storage and safegulrding of such reproduc­
tions in such place as IS recommended by the director 
of the department of emergency services. The state ar­
chivist is authorized to charge the several departments 
of the state and local government the actual cost in­
curred in reproducing, stoling and safeguarding such 
documents: Provided, That nothing herein shall author­
ize the destruction of the originals of such documents 
after reproduction thereof. [1973 c 54 § 2; 1963 c 241 § 
2.] 

Chapter 40.14 
PRESERVATION ANO DESTRUcnON OF 

PUBLIC RECORDS 
SectIons 
40.14.010 Definition and cla~ificalion or public records. 
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40.14.020 

40.14.030 
40.14.040 
40.14.050 

40.14.060 

40.14.070 

40.14.080 
40.14.100 
40.14.110 

40.14.120 
40.14.130 

40.14.140 

40.14.\50 
40.14.160 
40.14.170 
40.14.180 

Divi'sion of archives and records management-State 
archivist-Powers and duti~$-Duties of' public 
officials. 

Trflnsfer to state archives-Ce:rtified copies. cost. 
RI!cords officers-Designatio~I-Powers and duties. 
Records commitlee--Composition, compensation. 

meetings, powers and duties--Retention schedules. 
Destruction, disposition of public records. office files 

and memoranda. 
IDestruction of local government records-Preserva­

tion for historical interest--LCl:al records commit­
tee, duties. 

Chapter not to affect tIther laws_ 
Legislative records-Defined. 
Legislative records-ContribUlion oi' papers by legisla­

tors and employees. 
Legislative records-"Clerk". "secretary" defined. 
Legislative records-Duties of lcgislative officials. em­

ployees and state archivist-Delivery of records­
Custody-Availability. 

Legislative records-Party caucuses to be advised-
Information and instructions. 

Legislative records-Use for l'esearch. 
Legislative records-Rules for access to records. 
Legislative ret'ords--Sound recordings. 
Legislative records--Construction-.confidentiality 

of bill drafting records. 

40.14.010 Definition and classification of public re­
cords. As used in this chapter, the term "public records" 
shaH include any paper, correspondence, form, book, 
photograph, film, sound recording. mnp drawing. 01' 
other document. regardless of physical form or charac­
teristics, and including all copies thereof, that have been 
made by or received by any agency of the state of 
Washington in connection with the transaction of pub­
lic business, and legislative records as described in 
RCW 40.14.100. 

For the purposes of this chapter. public records shall 
be classified as follows: 

(1) Official public records shall include all original 
vouchers, receipts and other documents necessary to 
isolate and prove the validity of every transaction relat­
ing to the receipt, use and disposition of all public 
property and public income from all sources whatsoev­
er; aU agreements and contracts to which the state of 
Washington or q.ny agency thereof mny be a party; all 
fidelity, surety and performance bonds; all claims filed 
against the state of Washington or any agency thereof; 
all records or documents required by law to be filed 
with or kept by any agency of the state of Washington; 
all legislative records as defined in RCW 40.14.100; and 
all other documents or records determined by the re­
cords committee, hereinafter created, to be official pub­
lic records. 

(2) Office files and memoranda shall include all re­
cords, correspolldence, ,exhibits, books, booklets. draw­
ings, maps, blank fmoms. or documents not ab'J ~'e 
defined and classified as official public records; all du­
plicate copies of official public records filed with any 
agency of the state of Washington; all documents and 
report!> made for the internal administration of the 
office to which they pertain but not required by law to 
he filed or kept with such agency: and all other docu­
ments or records, determinl!d by the records committee, 
hereinafter created. to be office files and memoranda. 
[1971 ex.s. c 102 § 1; 1957 c 246 § 1.] 

40.14.020 Dh-ision of archives and records manage­
ment--State (trchivist--Powers and duties--Du­
ties of public officials. All public records shaH be and 
remain the property of the state of Washington. They 
shall be delivered by outgoing officials and employees 
to their successors and shall be preserved, stored. tran~­
ferred, destroyed or disposed of, and otherwise man­
aged, only in accordance with the provisions of this 
chapter. In order to insure the proper management and 
safeguarding of public records, the division of archives 
of the department of general administration is designat­
ed as the division of archives and records management. 
and, under the administration of the state archivist. who 
shall have reasonabl~ access to all public records. wher­
ever kept. for purposes of information. surveying, or 
cataloguing, shall undertake the following functions, 
duties, and responsibilities: 

(I) To manage the - archives of the state of 
Washington; 

(2) To centralize the archives of the state of 
Washington, to make th~m available for reference and 
scholarship, and to insure their proper preservation; 

(3) To inspect, inventory, catalog, and arrange reten­
tion and transfer schedules on all record files of all state 
departments and other agencies of state government; 

(4) To insure the maintenance and security of all 
state public records and to establish safeguards against 
unauthorized removal or destruction; 

(5) To establish and operate such state record centers 
as may from time to time be authorized by appropria­
tion, for the purpose of preserving, servicing, screening 
and protecting all state public records which must be 
preserved temporarily or permane~tly, but which need 
not be retained in office space and equipment; 

(6) To gather and disseminate to interested agencies 
information on an phases of records manap;ement and 
current practices, methods, procedures and devices for 
efficient and economical management of records; 

(7) .To operate a central microfilming bureau which 
will microfilm, at cost, records approved for filming by 
the head of the office of origin and the archivist; to ap­
prove microfilming projects undertaken by state depart­
ments <!.nd all other agencies of state government; and 
to maintain proper standards for this work: 

(8) To maintain necessary facilities for the review of 
records approved for destruction and for their econom- . 
ical disposition by sale or burning; directly to supervise 
such destruction of public records as shall be author­
ized by the terms of this chapter. [1957 c 246 § 2.] 

40.14.030 Transfer to state archives-Ccv1ificd 
copies, cost. All public records, not required in the cur­
rent operation of the office where they are made or 
kept. and all records of every agency. commission, 
committee, or any other activity of state government 
which may be abolished or discontinued. shalt be 
transferred to the state archives so that the valuable 
historical records of the s'l.ate may be centralized, made 
more widely available. and insured pennanent preser­
vation: Provided. That this section shall have no appii­
cation to public records approved for destruction under 
the subsequent provisions of this r1apter. 
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When so transferred. copies of the public records 
lI:oncerned shall be made and certified by the archivist. 
Iwhich certification shall have the same force and effect 

as though made by the officer originally in charge of 

f hem. Fees may be charged to cover the cost of repro­
uction. In turning over the archives of his office. the 

officer in charge thereof, or his successor. thereby loses 
none of his rights of access to them. without charge. 

IWhenever necessary. [1957 c 246 § 3.] 

Columbia River boundary compact, transfer of rec~rds 10 division of 
archives: RCW 43.58.070. 

I 40.14.040 Records officcrs-Dcsignation--Pow­
ers and duties. Each department or other agency of the 
state government shall designate a records officer to su-

I PerVise its records program and to represent the office 
in all contacts with the records committee. hereinafter 
created, and the division of archives and records man­
agement. The records officer shall: 

I (I) Coordinate all aspects of the records management 
program. 

(2) Inventory. or manage the inventory, of all public 

I
records at least once during a biennium for disposition 
scheduling and transfer action, in accordance with pro- . 
cedures prescribed by the state archivist and state re­
cords committee: Provided, That essential records shall 

I be inventoried and processed in accordance with chap­
ter 40.10 RCW at least annually. 

(3) ConSUlt with any other personnel responsible for 

I 
maintenance of spec.ific records within his state' organi­
zation. regarding records retention and transfer 
recommendations. _ 

(4) Analyze records inventory data. examine and 

I compare divisional or unit inventories for ?~plication of 
records, and recommend to the state arl:iuvlst and state 
records committee minimal retentions for all copies 
commensurate with legal, financial and ,administrative 

I needs. . 
(5) Approve all records inventory and destruction re­

quests which are submitted to the state records 

I 
committee. . 

(6) Review established record~ retention . .schedules at 
least annually to insure that'they are complete and 
current. 

I (7) Exercise internal control over the acquisition of 
filming and file equipment. 

(8) Report annually all savings resulting from records 

I 
disposition actions to his management, the state archi­
vist and the office of program planning and fiscal 
management. 

If a particular agency or department does not wish to 

I transfer records at a time previously scheduled therefor, 
the records officer shall, within thirty days, notify the 
archivist and request a change in such previously set 
schedule, including his reasons therefor .. [l973c 54 § 3; 

11957 c 246 § 4.] 

40.14.050 Records committt~ontposition, com-
pensation, meetings, powers and duties--Retention 

I schedules. There is created a committee, to be known as 
the records committee, composed of the archivist, an 
appointee of the state auditor, and an appointee of the 
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attorney general. Committee members shall serve with­
out additional salary. but shall be entitled to traveling 
expenses incurred incident to committee records. Such 
expenses shall be paid from the appropriations made 
for operation of their respective departments or offices. 

The records committee shall meet at least once every 
quarter or oftener as business dictates. Action by the 
committee shall be by majority vote and records shall 
be kept of all committee business. 

It shall be the duty of the records committee to ap­
prove, modify or disapprove the recommendations on 
retention schedules of all files of public records and to 
act upon requests to destroy any public records: Pro­
vided, That any modification of a request or recom­
mendation must be approved by the head of the agency 
originating the request or recommendation. 

The division of archives and records management 
shall provide forms. approved by the records commit­
tee, upon which it shall prepare recommendations to 
the committee in cooperation with the records officer of 
the department or other agency whose records are in­
volved. [1957 c 246 § 5.] 

40.14.060 Destruction, disposition or public records, 
office files and memoranda. Official public records shall 
not be destroyed until they are either photographed, 
microphotographed, photostated, or reproduced on 
film, or until they are seven years old, ex.cept on a 
showing of the department of origin, as approved by 
the records committee, that the retention of such re­
cords for a minimum of seven years is both unnecessary 
and uneconomical, particularly where lesser federal re­
tention periods for records generated by the state under 
federal programs are involved: Provided, That any 
lesser term of retention than seven years must have the 
additional approval of the director of the budget, the 
state auditor and the attorney general, except where re­
cords have federal ret!ention guidelines the state r~c0fds 
committee may adjust the retention period accordingly: 
Provided, further, That an automatic reduction of re­
tention periods from ten to seven years as provided for 
in this 1973 amendatory section for official public re­
cords shall not be made as to records 011 existing record 
retention schedules but the same shalt be reviewed in­
dividually by the state records committee for approval 
or disapproval of the change to a retention period of 
seven years. 

Recommendations for the destruction or disposition 
of office files and memoranda shalt be submitted to the 
records committee upon approved forms prepared by 
the records officer of the agency concerned and the ar­
chivist. The committee shall determine the period of 
time that any office file or memorandum shall be pre­
served and may authorize the division of archives and 
records management to arrange for its destruction or 
disposition. [1973 c 54 § 4; 1957 c 246 § 6.] 

40.14.070 Destruction of local government re­
cords--Prescrvation COi historical interest--Local 
records committee, duties. County, municipal, and other 
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local government agencies may request authority to de­
stroy noncurrent public records having no further ad­
ministrative or legal value by submitting to the division 
of archives and records management, lists of such re­
cords, in triplicate, on forms prepared by the division. 
The archivist and the chief examiner of the division of 
municipal corporations of the office of the state auditor 
and a representative appointed by the attorney general 
shall constitute a committee to be known as the local 
records committee which shall review such lists, and 
may veto the destruction of any or all items contained 
therein. 

A local government agency, as an alternative to sub­
mitting lists, may elect to establish a records control 
program based on recurring disposition schedules rec­
ommended by the agency to the local records commit­
tee. The schedules are to be submitted on forms 
provided by the division of archives and records man­
agement to the local records committee, which may ei­
ther veto, approve, or amend the schedule. Approval of 
such schedule or amended schedule shall be by unani­
mous vote of the local records committee. Upon such 
approval, the schedule shall constitute authority for the 
local government agency. to destroy the records listed 
thereon, after the required retention period, on a recur­
ring basis until the schedule is either amended or re· 
vised by the committee. 

No public record other than office files and memo­
randa of any local government agency shall be de­
stroyed until it is either photographed, 
microphotographed, pI: "'tostated, or reproduced on 
film, or until it is seven years old. and except as other­
wise provided by law no public record shall be de­
stroyed until approved for destruction by the local 
records committee: Provided, That where records have 
federal retention guidelines the local records committee 
may adjust the retention period accordingly: Provided 
further, That an automatic reduction of retention peri­
ods from ten to seven years as provided for in this 1973 
amendatory section for official public records shall not 
be made as to records on existing record retention 
schedules but the same shall be reviewed individually 
by the local records committee for approval or disap­
proval of the change to a retention period of seven 
years. 

The state archivist may furnish appropriate informa­
tion. suggestions, and guidelines to local government 
agencies for their assistance in the preparation of lists 
and schedules or any other matter relating to the reten­
tion. preservation, or destruction of records under this 
chapter. The local records committee may adopt appro­
priate regulations establishing procedures to be fol­
lowed in such matters. 

Records of county, municipal, or other local govern­
ment agencies. designated by the archivist as of primar­
ily historical interest, may be transferred to "­
recognized depository agency selected by the archivist. 
in order to relieve local offices of the burden of housing 
them, to insure their preservation. and to make them 
available for reference or study. [1973 c 54 § 5; 1971 
ex.s. c 10 § 1; 1957 c 246 § 7.) 

Destruction and reproduction of court records: RCW 36.23.065 
through 36.23.070. 

40.14.080 Chapter not to affect other laws. The pro­
visions of this chapter shall not be construed as repeal­
ing or modifying any other acts or parts of acts 
authorizing the destruction of public records save for 
those specifically named in section 9 of this act; nor 
shall this chapter affect the provisions of RCW 40.04-
.020 requiring the deposit of all state publications in the 
state library. [1957 c 246 § 8.] 

Reviser's note: "section 9 of this act" refers to 1957 c 246 § 9 which 
repealed RCW 40.08.010 through 40.08.050 and 40.12.010 through 
40,12,110. 

40,14.100 Legislative records-Defined. As used in 
RCW 40.14.010 and 40.14.100 through 40.14.180, unless 
the context requires otherwise, "legislative records" 
shall be defined as correspondence, amendments. re­
ports, and minutes of meetings made by or submitted to 
legislative committees or subcommittees and transcripts 
or other recor~s of hearings or supplementary written 
testimony or data thereof filed with committees or sub­
committees in connection with the exercise of legislative 
or investigatory functions, but does not include the re­
cords of an official act of the legislature kept by the 
secretary of slate, bills and their copies. published l:iCl­

terials, digests. or multi-copied matter which are rou­
tinely retained and otherwise available at the state 
library or ~n a public repository, or reports or corre­
spondence made or £\!ceived by or in any way under the 
personal control of the individual members of the legis­
lature. {1971 ex.s. c 102 § 2.} 

40.14.110 Legislath'c records--Contrlbution of pa­
pers by legislators and employees. Nothing in RCW 40-
.14.010 and 40.14.100 through 40.14.180 shall prohibit a 
legislator or legislative employee from contributing his 
personal papers to any private library, public library, or 
the state archives. The state archivist is authorized to 
receive papers of legislators and legislative employees 
and is directed to encourage the donation of such per­
sonal records to the state. The state archivist is author­
ized to establish such guidelines and procedures for the 
collection of personal papers and correspondence relat­
ing to the legislature as he sees fit. Legislators and leg­
islative employees are encouraged to contribute their 
personal papers to the state for preservation. [1971 ex.s. 
c 102 § 3.1 

40.14.120 Legislative records-It Clerk", "secre­
tary" defined. As used in RCW 40.14.010 and 40.14.100 
through 40.14.180 "clerk" means clerk of the 
Washington state house of representatives and "secre­
tary" means the secretary of the Washington state sen­
ate. (1971 ex.s. c 102 § 4.] 

40.14.130 Legislath'e records--Duties of legislative 
officials, employl.'eS and state archh'ist--Dclivery of 
records--Custody--A~'ailability. The legislative 
committee chairman. subcommittee chairman. commit­
tee member. or employed personnel of the state legisla­
ture having possession of legislative records that are not 
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required for the regular performance of official duties 
shall, within ten days after the adjournment sine die of 
a regular or special session, deliver all such legislative 
records to the clerk of the house or the secretary of the 
senate. 

The clerk of the house and the secretary of the senate 
are charged to include requirements and responsibilities 
for keeping committee minutes and records as part of 
their instructions to committee chairmen and 
employees. 

The clerk or the secretary, with the assistance of the 
state archivist. shall classify and arrange the legislative 
records delivered to the clerk or secretary in a manner 
that he considers best suited to carry out the efficient 
and economical utilization, maintenance, preservation, 
and disposition of the records. The clerk or the secre­
tary may deliver to the state archivist all legislative re-

l cords in his possession when such records have been, 

~ 
classified and arranged and are no longer needed by ei-

, ther house. The state archivist shall thereafter be custo-
:.,11 dian of the records so delivered, but shall deliver such 

records back to either the clerk or secretary upon his 
.i; 
~ request. 

~I 
The chairman, member, or employee of a legislative 

, interim committee responsible for maintaining the leg-
~j islative records of that committee shall, on a scheduled 
I), basis agreed upon by the chairman, member, or em-
:: i ployee of the legislative interim committe'e, deliver to 
~,., the clerk or secretary all legislative records in his pos-
'j' session, as long as such records are not required for the 

regular performan.ce of official duties. He shall also de­
"~ . fiver to the clerk or secretary all records of an interim 
; '. committee within ten days after the committee ceases to 
\, function. [1971 ex.s. c 102 § 5.] ,. 
!. • 40.14.140 Legislative records-Party caucuses to 
. be advi~--Inforrnation and instructions. It shall be 

the dt of the clerk and the secretary to advise the 
party .lcuses in each house concerning the necessity 
to keep public records. The state archivist or his repre­
sentative shall work with the clerk and secretary to 
provide information and instructions on the best meth­
od for keeping legislative recqrds. [197 r ex.s. c 102 § 6.] 

40.14.150 Legislative records-Use for research. 
Committee records may be used by legislative employ­
ees for research at the discretion of the clerk or the sec­
retary. [1971 ex.s. c 102 § 7.] 

40.14.160 Legislative records-Rules for access to 
records. The clerk or the secretary shall, with advice of 
the state archivist, prescribe rules for access to records 
more than three years old when such records have been 
delivered to the state archives for preservation and 
maintenance. [1971 ex.s. c 102 § 8.] 

40.14.170 Legislative records-Sound recordings. 
Any sound recording of debate in the house or senate 
made by legislative employees shall be preserved by the 
chief clerk of the house and by the secretary of the sen­
ate, respectively, for two years from the end of the lies­
sion at which made, and thereafter shall be transmitted 
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to the state archivist. The chief clerk and the secretary 
shall catalogue or index the recordings in their custody 
according to a uniform system. in order to allow easy 
access to the debate on specific questions he/ore either 
house, and shall make available to any court of record. 
at the cost of reproduction, such portions of the record­
ings as the court may request. [1971 ex.s. c 102 §,9.j 

40.14.180 Legislative records--Construction-­
Confidentiality of bill dr:tfting records. The provisions of 
RCW 40.14.0 I 0 and 40.14.100 through 40.14.180 shall 
not be construed as repealing or modifying any other 
acts or parts of acts authorizing the retention or de­
struction of public records nor shall RCW 40.14.010 
and 40.14.100 through 40,14.180 affect the provisions of 
RCW 40.04.020 requiring the deposit of all state puhli­
cations in the state library nor shall it affect the confl­
den tiality of the bill drafting records of the code 
reviser's office. [1971 ex.s, c 102 § 10.] 

Sections 

Chapter 40.16 
PENAL PROVISIONS 

40.16.010 Injury to public record. 
40.16.020 Injury to and misappropriation of record. 
40.16.030 Offering false instrument for filing or record. 

Falsifying accounts, penalty; RClY 9.38.050. 
Forgf.ry: Chapter 9.44 RCW. 
Misconduct of public officers: Chapter 42.20 RCW. 
Public works accounts and records, penalty for falsifying: RCW 

39.04.110. 

40.16.010 Injury to public record. Every person who 
shall wilfully and unlawfully remove, alter, mutilate, 
destroy, conceal or obliterate a record, map" book, pa .. 
per, document or other thing filed or deposited in a 
public office, or with any public officer, by authority of 
law, shall be punished by imprisonment in the state 
penitentiary for not more than five years, or by a fine of 
not more than one thousand doilars, or by both. [1909 c 
249 § 95; RRS § 2347.] 

Injury to records, accounts, etc.: ReW 9.61.050. 

40.16.020 Injury to and misappropriation of record. 
Every officer who shall mutilate, destroy, conceal, erase, 
obliterate or falsify any record or paper appertaining to 
his office, or who shall fraudulently appropriate to his 
own use or to the use of another person, or secrete with 
intent to appropriate to such use, any money, evidence 
of debt or other property intrusted to him by virtue of 
his office, shall be punished by imprisonment in the 
state penitentiary for not more than ten years, or by a 
fine of not more than five thousand dollars, or by both. 
[1909 c 249 § 96; RRS § 2348.] 

40.16.030 Offering false instrument for filing or 
record. Every person who shall knowingly procure or 
offer any false or forged instrument to be filed, regis­
tered or recorded in any public office, which instru­
ment, if genuine, might be filed, registered or recorded 
in such office under any law of this state or of the 
United States. shall be punished by imprisonment in the 
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state penitentiary for not more than five years, or by a 
fine of not more than five thousand doUars, or by both. 
[1909 c 249 § 97; RRS § 2349.] 

Filing false instrument, penalty: RCW 9.37.0/0. 

Cbapter 40.20 
REPRODUCED RECORDS FOR GOVERNMENTS 

AND BUSINESS 

Sections 
40.20.010 
40.20.020 
40.20.030 

"Business" defined. 
Reproduction by film or photograph. 
Use as original. 

Court records, destruction and reproduction: RCW 36.23.065 through 
36.23.070. 

Pbotographic recordation of plats and documents: RCW 65.04.040. 

Uniform business records us evidence act: Chapter 5.45 RCW. 

Uniform photographic copies of business and public records as evi-
dence, act: Chapter 5.46 RCW. 

40.20.010 "Business" defined. For the purpose of 
thi~ chapter, the term "business" shall mean and in­
clude, business, industry, profession, occupation and 
calling of every kind. (1949 c 223 § 3; Rem. Supp. 1949 
§ 1257-6.] 

40<20.020 Reproduction by film or photograph. The 
head of any business or the head of any state, county or 
municipal department, commission, bureau or board 
may cause any or all records required or authorized by 
law to be made or kept by such official, department, 
commission, bureau, board or business to be photo­
graphed, microphotographed, photostated or repro­
duced on film for all purposes of recording documents, 
plats, files or papers, or copying or reproducing such 
records. Such film or reproducing material shall be of 
permanent material and the device used to reproduce 
such records on such film or material shall be such as to 
accurately reproduce and perpetuate the original re­
cords in all details, and shall be approved for the in­
tended purpose: Provided, That the forms committee 
shall approve such material for state records use: Pro­
vided, further, That the state auditor shalt approve such 
material for use by local governmental subdivisions. 
[1973 c 95 § 1; 1949 c 223 § 1; Rem. Supp. 1949 § 
1257-4.] 

40.20.030 Use as original. Such photostatic copy, 
photograph, microphotograph or photographic film 
record, or copy of the original records shall be deemed 
to be an original record for all purposes, and shall be 
admissible in evidence in aU courts or administrative 
agencies. A facsimile, exemplification or certJfied copy 
thereof shall, for all purposes recited herein. be deemed 
to be a transcript, exemplification or certified copy of 
the original. [1949 c 223 § 2; Rem. Supp. 1949 § 
1257-5.J 
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Disclosure 

PUBLIC RECORDS 

42.17.250 Duty to publish procedures. (I) Each state 
agency shall separately state and currently publish in 
the Washington Administrative Code and each local 
agency shall prominently display and make available 
for inspection and copying at the central office of such 
local agency, for guidance of the pUblic: 

(a) Descriptions of its central and field organization 
and the established places at which, the employees from 
whom, and the methods whereby. the public may ob­
tain information. make submittals or requests, or obtain 
copies of agency decisions; 

(b) Statements of the general course and method by 
which its operations are channeled and determined, in­
cluding the nature and requirements of all formal and 
informal procedures available; 

(c) Rules of procedure; 
(d) Substantive rules of general applicability adopted 

as authorized by law, and statements of general policy 
or interpretations of general applicability formulated 
and adopted by the agency; and 

(e) Each amendment or revision to, or repeal of any 
of the foregoing. 

(2) Except to the extent that he has actual and timely 
notice of the terms thereof, a person may not in any 
manner be required to resort to, or be adversely affect­
ed by, a matter required to be published or displayed 
and not so published or displayed. [1973 c 1 § 25 (Ini­
tiative Measure No. 276 § 25).] 

42.17.260 Documents and iudexcs to be made puhlic. 
(1) Each agency, in accordance with published rules. 
shall make available for public inspection and copying 
all public records. To the extent required to prevent an 
unreasonable invasion of personal privacy. an agency 
shall delete identifying details when it makes available 
or publishes any public record; however, in each case, 
the justification for the deletion shall be explained fully 
in writing. 

(2) Each agency shall maintain and make available 
for public inspection and copying a current index pro­
viding identifying information as to the following re­
cords issued, adopted, or promulgated after June 30. 
1972: 

(:1) Final opinions. including concurring and dissent­
ins opinions, as well as orders, made in the adjudication 
of cases; 

(b) Those statements of policy and interpretations of 
policy. statute and the Constitution which have been 
adopted by the agency; 

(c) Administrative staff manuals and instructions to 
staff that affect a member of the public; 

(d) Planning policies and goals. and interim and final 
planning decisions; 

(e) Factual stair reports and studi' . factual consult­
ant's reports and studies. scientific l<!ports and studies. 
and any other factual information derived from tests. 
studies. reports or surveys. whether conducted by publk 
employees or others; and 

(f) Correspondence, and materials referred to therein, 
by and with the agency relating to any regulatory. su­
pervisory or enforcement responsibilities of the ngency, 
whereby the agency determines, or opines upon, or is 
asked to determine or opine upon. the rights of the 
state, the public, a subdivision of state government. or 
of any private party. 

(3) An agency need not maintain such an index. if to 
do so would be unduly burdensome, but it shall in that 
event: 

(a) Issue and publish a formal order specifying the 
reasons why and the extent to which compliance would 
unduly burden or interfere with agency operations; and 

(b) Make available for public inspection and copying 
all indexes maintained for agency use. 

(4) A public record may be relied on. used. or cited 
as precedent by an agency against a party other than an 
agency and it may be invoked by the agency for any 
other purpose only if--

(a) It has been indexed in an index available to the 
public; or ~ 

(b) Parties affected have timely notice (actual or con­
structive) of the terms thereof. 

(5) This chapter shall not be construed as giving au­
thority to any agency to give, sell or provide access to 
lists of individuals requested for commercial purposes. 
and agencies shall not do so unless specifically author­
ized or directed by law. [1973 c I § 26 (Initiative Mea­
sure No. 276 § 26).} 

42.17.270 Facilities for copying. Public records shall 
be available to any person for inspection and copying, 
and agencies shall, upon request for identifiable records. 
make them promptly available to any person. Agency 
facilities shall be made available to any person for tht! 
copying of public records except when anu to thl:! extent 
that this would unreasonably disrupt the operations of. 
the agency. [1973 c 1 § 27 (lnitiative Measure No. 276 § 
27)·1 

42.17.280 Times for inspection and copying. Public 
records shall be available for inspection and copying 
during the customary oft1ce hours of the agency: Pn)­
vided, That if the agency does not have customary 
office hours of at least thirty hours per week. the public 
records shall be available from nine o'clock a.m. to 
noon and from one o'clock p.m. to four o'clock p.m. 
Monday through Friday, excluding legal holidays. un­
less the person making the request amI the agency or its 
representative agree on a differen t time. [1973 c I § 28 
(Initiative Measure No. 276 § 28).] 

42.17.290 Protection of public records. Agencies 
shall adopt and enforce reasonable rult!s :1 nJ rt:gula­
tions. consonant with the intent of this chapter !\) pro­
vide full public access to official records. to protect 
public records from damage or disorganilation. dnd to 
prevent excessive interference with other cs~entiat func­
tions of the agency. Such rult:s and regulation::. shull 
provide for the fullest assistance to inquirers aml thl! 
most timely possible action on requests !'-,( infcxmatinn. 
[1973 c I § 29 (Initintive Measure No. 276 § 29).1 
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42.17.300 Title 42: Public Officers and Agencies 

42.17.300 Chargcs for copyirL , No fee shall be 
charged for the inspection of pub) ': records. Agencies 
may impose a reasonable charge fOl providing copies of 
public records and for the use by any person of agency 
equipment to copy public records, which charges shall 
not exceed the amount necessary to reimburse the 
agency for its actual costs incident to such copying. 
[1973 c ) § 30 (Initiative Measure No. 276 § 30).] 

42.17.310 Ccrtain personal and other records exempt. 
(1) The following shall be exempt from public inspec­
tion and copying: 

(a) Personal information in any files maintained for 
students in public schools, patients or clients of public 
institutions or public health agencies, welfare recipients, 
prisoners. probationers or parolees. 

(b) Personal information in files maintained for em­
ployees, appointeer; or elected officials of any public 
agency to the extent that disclosure would violate their 
right to privacy. 

(c) Information required of any taxpayer in connec­
tion with the assessment or collection of any tax if the 
disclosure of the information to other persons would 
violate the taxpayer's right to privacy or would' result in 
unfair competitive disadvantage to such taxpayer. 

(d) Specific intelligence information and specific in­
vestigative files compiled by investigative, law enforce­
ment and penology agencies, and state agencies vested 
with the responsibility to discipline members of any 
profession, the nondisclosure of which is essential to ef­
fective law enforcement or for' the protection of any 
person's right to privacy. 

(e) Information revealing the identity of persons who 
file complaints with investigativ,e, law enforcement or 
penology agencies, except as the complainant may 
authorize. 

(f) Test questions, scoring keY!i, and other examina­
tion data used to administer a license, employment or 
academic examination. 

(g) Except as provided by chapter 8.26 RCW, the 
contents of real estflte appraisals, made for or by any 
agency relative to the acquisition of property, until the 
project is abandoned or until such time as all of the 
property has been acquired, but in no event shall dis­
closure be denied for more than three years after the 
appraisal. 

(h) Valuable formulae, designs, drawings and re­
search data obtained by any agency within five years of 
the request for disclosure when disclosure would 
produce private gain and public loss. 

(i) Preliminary drafts, notes. recommendations, and 
intra-agency memorandums in which Qpinions are ex­
pressed or policies formulated or recommended eKcept 
that a specific record shall not be exempt when publicly 
cited by an agency in connection with any agency 
action. 

(j) Records which are relevant to a controversy to 
which an agency is a party but which records would not 
be available to another party under the rules of pretrial 
discovery for causes pending in the superior courts. 

(2) The exemptions of this section shall be inapplica­
ble to the extent that information, the disclosure of 
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which would violate personal privacy or vital govern­
mental interests. can be deleted from the specific re­
cords sought. No exemption shall be construed to 
permit the nondisclosure of statistical information not 
descriptive of any readily identifiable person or persons. 

(3) Inspection or copying of any specific records. ex­
empt under the provisions of this section, may be per­
mitted if the superior court in the county in which the 
record is maintained finds, after a hearing with notice 
thereof to every person in interest and the agency, that 
the exemption of such records, is clearly unnecessary to 
protect any individual's right of privacy or any vital 
governmental function. 

(4) Agency responses refusing, in whole or in part, 
inspection of any record shall include a statement of the 
specific exemption authorizing the withholding of the 
record (or part) and a brief explanation of how the ex­
emption applies to the record withheld. [I973 c I § 31 
(initiative Measure No. 276 § 31).] 

42.17.320 Prompt responses required. Responses to 
requests for records shall be made prompl.ly by agen­
cies. Denials of requests must be accompanied by a 
written statement of the specific reasons therefor. 
Agencies shall establish mechanisms for the m,lst 
prompt possible review of decisions denying inspection, 
and such review shall be deemed completed at the end 
of the second business day following the denial of in­
spection and shall constitute final agency action for the 
purposes of judicial review. [1973 c 1 § 32 (Initiative 
Measure No. 276 § 32).} 

42.17.330 Court prot(.'Ction of records. The examina­
tion of any specific record may b,e enjoined if, upon 
motion and affidavit, the superior court for the county 
in which the movant resides or in which the record is 
maintained, finds that such examination would clearly 
not he in the public interest and would substantially 
and irreparably damage any person, or would substan­
tially and irreparably damage vital governmental func­
tions. [1973 c I § 33 (Initiative Measure No. 276 § 33).] 

42.17.340 Judicial review of agency actions. (I) Upon 
the motion of any person having been denied an op­
portunity to inspect or copy a public record by an 
agency, the superior court in the county in which a 
record is maintained may require the responsible agen­
cy to show cause why it has refused to allow inspection 
or copying of a specific record or class of records. The 
burden of proof shall be on the agency to establish that 
refusal to permit public inspection and copying is 
required. 

(2) Judicial review of all agency actions taken or 
challenged under RCW 42.17.250 through 42.17.320 
shall be de novo. Courts shall tak~ into account the 
policy of this chapter that free and open examination of 
public records is in the public interest, even though 
such examination may cause inconvenience or embar­
rassment to public officials or others. Courts may ex­
amine any record in camera in any proceeding brought 
under this section. 
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(I Any person who prevails against an agency in any 
:ho in ,the courts seeking the right to inspect or copy 
lWiV ubhc record shall be awarded all costs. including 
:a nahle attorney fees. incurred in connection with 
J legal action. In addition, it shall be within the dis­
retion of the court to award such person an amount 

)

0 e~ceed twe~ty~five .dollars for each day that he 
I defiled the right to Inspect or copy said public 
e(. ·d. [1973 c I § 34 (Initiative Measure No. 276 § 
14).} 

IADMINISTRATION AND ENFORCEMENT 

11.17.350 Public disclosure commission-Estnb­.i. 'd-Membership. There is hereby established a 
" ublic Disclosure Commission" which shall be com­
posed of fiv.e members who shall be appointed by the 
glernor, wIth the consent of the senate. All appointees 
s. II be persons of the highest integrity and qualifica­
tions. No more than three members shall have an iden-

l ation with the same political party. The original 
mhers shall he appointed within sixty days after the 

e 'clive date of this act. The 'term of each member 
shall be five years except that the original nve members 

I tli serve initial terms of one, two, three, four and five 
. lfS, respectively, as designated by the governor. No 
member of the commh,sion, during his tenure. shall (I) 

l id or campaign for elective ofllce: (2) be an officer of 
y political party or political committee; (3) permit his 
~e to be .u~ed. or make co~tributions, in support of 

Of I~ .Oppo~ltlon to any candldat~ or proposition; (4) 

I
rtiCIPate In Hny way In any electIon campaign: or (5) 
bby or employ or assist a lobbyist. No member shall 

e eligible for appointment to more than one full term. 
A vacancy on the commission shall be filled within 

airty days of the vacancy by the' governor. with the 
• onsent of the senate. and the appointee shall serve for 

the remaining term of his predecessor. A vacancy shall 

l
ot impair the powers of the remaining members to ex­
rcise all of the powers of the commission. Three mem­
ers of the commission shall constitute a quorum. The 

commission shall elect its own chairman and adopt its 
~wn rules or procedure in the manner provided in 
.haplcr 34.04 RCW. Any member of the commission 

may be removed by the governor. but only upon 
grounds of neglect or duty or misconduct in oflice. 

I Mt:.mhers shall serve without compensation. but shall 
be reImbursed for necessary traveling and lodging ex­
penses actually incurred while engaged in the business 

101' the commission as provided in chapter 43.03 RCW. 
{l973 c I § 3S (Initiative Measure No. 276 § 35).] 

Etrt.'Cd,e date--I973 c t: Set: RCW 42.17.900. 

I 42.17.360 Commission--Dutics. The commission 
shall: 

I 
I 

( I) Develop and provitlc forms for the reports and 
statements required to be mauc untler this chapter: 

(2) Prepare and publish a manual selling forth rcc­
ommcmkd uniform methods of bookkeeping anJ re­
porting for tlSC hy pCrS{lllS rC(luired to make reports and 
statements under this chaplcr: 

(3) Compile and maintain a current list of all filed 
reports and statements; 

(4) Investigate whether properly completed state­
ments and reports have been filed within the times re­
quired by this chapter; 

(5) Upon complaint or upon its own motion, investi­
gate and report apparent violations of this chapter to 
the appropriate law enforcement authorities; 

(6) Prepare and publish an annual report to the 
governor as to the effectiveness of this chapter and its 
enforcement by appropriate law enforcement authori­
ties; and 

(7) Enforce this chapter according to the powers 
granted it by law. {1973 c I § 36 (Initiative Measure No. 
276 § 36).] 

42.17.370 Commil\sion--Additional powers. The 
commission is empowered to: 

(I) Adopt, promulgate, amend and rescind suitable 
administrative rules and regulations to carry out the 
policies and purposes of this chapter;' 

(2) Prepare and publish such reports and technical 
studies as in its judgment will tend to promote the pur­
poses of this chapter, including reports and statistics 
concerning campaign financing. lobbying. financial in­
terests of elected officials, and enforcement of this 
chapter; 

(3) Make from time to time. on its own motion. au­
dits and field investigations; 

(4) Make public the fact that an alleged or apparent 
violation has occurred and the nature thereof; 

(5) Administer oaths and affirmations. subpoena wit­
nesses, compel their attendance, take evidence and re­
quire the production of any books, papers. 
correspondence. memorandums or other records which 
the commission deems relevant or material for the pur­
pose of any investigation authorized under this chapler • 
or any other prpceeding under this chapter; 

(6) Adopt and promulgate a code of fair campaign 
practices; 

(7) Relieve. by published regulation of general appli­
cability, candidates or political committees of' obliga­
tions to comply with the provisions of this chapter 
relating to election campaigns. if they have not received 
contributions nor made expenditures in connection with 
any election campaign of more than one thousand dol­
lars; and 

(8) Enact regulations prescribing reasonable require­
ments for keeping accounts of and reporting on a quar­
terly basis costs incurred by state agencies. counties. 
cities and other municipalities and political subdivisiDns 
in preparing. publishing and distributing legislative in­
formation. The term "Icgislative information". for lh~ 
purposes of this subsection, means books. pamphlets. 
reports and other materials prepared, publisheJ or Jis­
tributed at substantial cost, a substantial purpuse or 
which i.s to influence the passage or defeat of any kg is­
lation. The state auditor in his regular examination or 
each agency under chapler 43.09 RCW shall review 
such regulations. accounts and n.:porls anu make ap­
propriate findings, comments and rt!COIlHllcmJallun:. in 
his examination reports concerning thost! agcndc~. 
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42 .• 7.370 Title 42: Public Officers and Agencies 

(9) The commission. after hearing, by order may sus­
pend or modify any of the reporting requirements here­
under in a particular case if it finds that literal 
application of this chapter works a manifestly unrea­
sonable hardship and if it also finds that such suspen­
sion or modification will not frustrate the purposes of 
the chapter. Any such suspension or modification shall 
be only to the extent necessary to substantially relieve 
the hardship. The commission shall act to suspend or 
modify any reporting requirements only if it determines 
that facts exist that are clear and convincing proof of 
the findings required hereunder. Any citizen shall have 
standing to bring an action in Thurston county superior 
court to contest the propriety of any order entered 
hereunder within one year from the date of the entry of 
such order. [1973 c I § 37 (Initiative Measure No. 276 § 
37).) 

42.17.380 Secretary of state, attorney general-­
Duties. (1) The secretary of state, through his office, 
shall perform such ministerial functions as may be nec­
essary to enable the commission to carry out its re­
sponsibilities under this chapter. The office of the 
secretary of state shall be designated as the place where 
the public may file papers or correspond with the com­
mission and receive any form or :nstruction from the 
commission. 

(2) The attorney general. through his office, shall 
supply such assistance as the commission may require 
in order to carry out its responsibilities under this 
chapter. The commission may employ attorneys who 
are neither the attorney general nor an assistant attor­
ney general to carry out any function of the attorney 
general prescribed in this section. [1973 c I § 38 (Initia­
tive Measure No. 276 § 38).] 

42.17.390 Civil remedies and sanctions. (I) One or 
more of the following civil remedies and sanctions may 
be imposed by court order in addition to any other 
remedies provided by law: 

(a) If the court finds that the violation of any provi­
sion of this chapter by any candidate or political com­
mittee probably affected the outcome of any election, 
the result of said election may be held void and a spe­
cial election held within sixty days of &uch finding. Any 
action to void an election shall be commenced within 
one year of the date of the election in question. It is in­
tended that this remedy be imposed freely in an appro­
priate cases to protect the right of the electorate to an 
informed and knowledgeable vote. 

(b) If any lobbyist or sponsor of any grass roots lob­
bying campaign violates any of the provisions of this 
chapter, his registration may be revoked or suspended 
and he may be enjoined from receiving compensation 
or making expenditures for 10bbY!l1g: Provided, howev­
er, That imposition of such sanction shall not ex.cuse 
said lobbyist from filing statements and reports required 
by this chapter. 

(c) Any pcrslm who violates any of the "lrovisions of 
this chapter may be subject to a civil pl.nalty of not 
more than tcn thousand dollars for each such vit,l tion. 
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(d) Any person who fails to file a properly complett.'d 
statement or report within the time rcquired by this 
chapter may be subject to a civil penalty of ten dollars 
per day for each day each such delinquency continues. 

(e) Any person who fails to report a contribution or 
expenditure may be subject to a civil penalty equivalent 
to the amount he failed to report. 

(f) The court may enjoin any person to prevent the 
doing of any act herein prohibited, or to c0mpel the 
performance of any act required herein. l I 973 c 1 § 39 
(Initiative Measure No. 276 § 39).] 

42.17.400 Enforcement. (1) The attorney general and 
the prosecuting authorities of political subdivisions of 
this state may bring civil actions in the name of the 
state for any appropriate civil remedy, including but not 
limited to the special remedies provided in RCW 
42.17.390. 

(2) The attorney general and the prosecuting authori­
ties of political subdivisions of this state may investigate 
or cause to be investigated the activities or any person 
who there is reason to believe is or has been acting in 
violation of this chapter, and may require any sllch 
person or any other person reasonably believed to have 
information concerning the activities of such person to 
appear at a time and place designated in the county in 
which such person resides or is found, to give such in­
formation under oath and to produce an accounts, hiH!->, 
receipts, books. papers, aod documents which may be 
relevant or material to any investigation authorized un­
der this chapter. 

(3) When the attorney general or the prosecuting au­
thority of any political subdivision of this state requires 
the attendance of any person to obtain such informa­
tion or the production of the accounts, bills. receipts, 
books, papers, and documents which may be relevant 
or material to any investigation authorized under this 
chapter, he shall issue an order setting forth tht! time 
when and the place where attendance is required and 
shall cause the same to be delivered to or sent by regis­
tered mail to the person at least fourteen days before 
the date fixed for attendance. Such order shall have the 
same force and effect as a subpoena, shall be efrective 
state-wide, and, upon application of the attorney gen­
eral or said prosecuting authority, obedience to the or­
der may be enforced by any superior court judge in tht! 
county where the person receiving it resides or is fouud. 
in the same manner as though the order were a sub­
poena. The court, after hearing, for good cause. and 
upon application of any person aggrieved by the order. 
shall have the right to alter, amend, revise. suspend, or 
postpone all or any part of its provisions. In any case 
where the order is not enforced by the court according 
to its terms, the reasons for the court's actions shall be 
clearly stated in writing, and such action shall be sub­
ject to review by the appellate cOllrts by certiorari or 
other appropriate proceeding. 

(4) Any person who has notified the attorney general 
in writing that there is reason to believe that somc pro­
vision of this chapter is being or has becn violated may 
himself bring in the name of the state any of the actions 
(hereinafter referred to as a citizen's action) authorized 
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I der this chapter if the attorney general has failed to 
mmence an action hereunder within forty days after 

such notice and if the attorney general has failed to 

I
mmence an action within ten days after a notice in 
iting delivered to the attorney general advising him 
at a citizen's action will be brought if the attorney 

general does not bring an action. If the person who 

l ings the citizen's action prevails, he shall be entitled 
one-half of any judgment awarded, and to the eXl-J.nt 

e costs and attorney's fees h;! has incurred exceed his 
share of the judgment, he shall be entitled to be reim­
aJfSed for such costs and fees by the state of 
"ashington: Provided. That in the case of a citizen's 
action which is dismissed and which the court also finds 

(

5 brought without reasonable cause, the court may 
cler the person commencing the action to pay all costs 
trial and reasonable attorney's fees incurred by the 

defendant. 

1(5) In any action brought under this section, the 
urt may award to the state all costs of investigation 

and trial, including a reasonable attorney's fee to be 

'

xed by the court. If the violation is found to have been 
tentional. the amount of the judgment, which shall for 
lis purpose include the costs, may be trebled as puni­

tive damuges. If damages or treble damages are award-

~ 
in such an action brought against a lobbyist. the 

dgment may be awarded against the lobbyist, and the 
obbyist's employer or employers joined as defendants, 

,
'ointly, severally. or both. If the defendant prevails, he 

all be awarded all costs of trial, and may be awarded 
reasonable attorney's fee to be fixed by the court to 

be paid by the state of Washington. [1973 c I § 40 (Ini­
,ative Measure No. 276 § 40).] • 

42.17.410 Limitation on actions. Any action brought 
I under the provisions of this chapter must be com-

I
· &enced within six years after the date when the viola­
.ion occurred. [1973 c I § 41 (Initiative Measure No. 

276 § 41).] 

• 42.11.420 Date of mailing deemed date of receipt. 
~hen an~' application. report, statement, notice, or 

l
ayment required to be made under the provisions of 
his chapter has been deposited postpaid in the United 
tates mail properly addressed. it shall be deemed to 

have been received on the date of mailing. It shall be 

_
resumed that the date shown by the po~t office cancel­

ation mark on the envelope is the date of mailing. 
1973 c I § 42 (Initiative Measure No. 276 § 42).] 

142.17.430 Certification of reports. Every report and 
tatement required to be filed under this chapter shall 

identify the person preparing it. and shall be certified as 

~
omplete and correct. both by the person preparing it 

lnd by the person on whose behalf it is filed. [1973 c 1 
. 43 (Initiative Measure No. 276 § 43).] 

I 42.17.440 Statements and reports public records. All 
statemenb amI reports filed unuer this chapter shall be 
public records of the agency where they are filed. and 

IShall be aV(!.1lable for public inspection and copying 

during normal bm;iness hours at the expense of the per­
son requesting copies, provided that the charge for such 
copies shall not exceed actual cost to the agency. [1973 
c I § 44 (Initiative Measure No. 276 § 44).] 

42.17.450 Duty to preserve statements and report". 
Persons with whom statements or reports or copies of 
statements or reports are required to be filed under this 
chapter shall preserve them for not less than six. years. 
The commission, however, shall preserve such state­
ments or reports for not less than ten years. 11973 c 1 § 
45 (Initiative Measure No. 276 § 45).] 

42.17.900 Effective date--I973 c 1. The effective 
date of this act shall be January I, 1973. [1973 c I § 49 
(Initiative Measure No. 276 § 49).] 

. 42.17.910 Severability-1973 c 1. If any provision 
of this act or its application to any person or circum­
stance is held inva1id, the remainder of. the act, or the 
application of the provision to"other persons or circum­
stances is not affected. [1973 c 1 § 46 (Initiative Mea­
sure No. 276 § 46).] 

42.17.920 Construction--' 1973 c 1. The provisions 
of this act are to be liberally construed to effectua te the 
policies and purposes of this act. In the event of conflict 
between the provisions of this act and any other act, the 
provisions of this act shall govern. [1973 c 1 § 47 (Ini­
tiative Measure No. 276 § 47).] 

42.17.930 Chapter, seetion headings not part of law. 
Chapter and section captions or headings as used in this 
act do not constitute any part of the law. [1973 c I § 48 
(Initiative Measure No. 276 § 48).] 

42.17.940 Repealer. Chapter 9, Laws of 1965, as 
amended by section 9, chapter ISO. Laws of 1965 e,'c 
sess., and RCW 29.18.140; and chapter 131, Laws of 
1967 ex. sess. and RCW 44.64; and chapter 82. Laws of 
1972 (42nd Leg. 2nd Ex. Sess.) nnd Referendum Bill 
No. 24; and chapter 98, Laws of \)72 (42nd Leg. 2nd 
Ex. Sess.) and Referendum Bill No. 25 are each hereby 
repealed. [1973 c 1 § 50 (Initiative Measure No. 276 § 
50).] 

Chapter 42.18 
EXECUTIVE CONFLICT OF INTF.REST ACT 

Sections 
42.\8.010 
42.18.020 
42.18.030 
42.18.040 
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42.18.060 
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42.\8.080 
42.18.090 
42.l8.100 
42.18.110 
42.18.120 
42.18-.130 
42.18.140 
42.18.\50 
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rlltle 42--p 231 

~ I 



- - - - - -
Stote of Washington 

LOCAL RECORDS COMMITTEE 

ADMINISTRATIVE ORDER NO. 103 

- -
The Local Records Committee of the State of Washington

l
" bYC~rtuf of 

the authority vested under Chapters 34.04 RCW and 40: "~ "II ter 
due notice: And meeting open to t~e public, held At qlymp:'dWas.'ungt0'i~ 
tln Se ltember 28, 1973, AS required by C~apter 3'1 RC, oeS promu 
gate ~nd adopt the annexed rules conc(!rnln~ loca~ S,oernment rdcsr~s 
lind their custody and dispositi,,,n under ~C 40.1: as ",men e 5~' 
Chapter 10, Laws of 1971, First Extraordinary SeSSion, and Chapter , 
Laws of 1913. 

This order ofter being first recorded in the prder rcgi;;~er of this com­
mittee ShAll be forwarded to the Code ReViser for filing pursuant to 
ChApter 34.04 RCW and Chaprer 1·12 VlAC. 

ADOPTED AND APPROVED September 2B, 1973. 

- -

.. 

- - - ---- --------- -
Choptar 41.(.04 

PROMULGATION 

- - -
WAC .il.i.o.i-OlO GE:\ERAL Pl'RPOSE. These regulations arc 

adopted undet" the pro\·isions of kcW--:r0.T4.070 as amended by Sec­
tion I, Chapter 10, Laws of 1971, First Extraordinary Session, and 
Chapter 54, Laws of 1973, in order to furnish procedures for handling 
lind di sposltion of ;-bsolete records of local governmental bodies. 

" 

" 

.'" ,~' 

!\ 

-
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Chapter 414.08 

DEFINITIONS 

- - -
~'AC H,t..OB-OlO "AGENCY" DEFINED. .. ... gency" means any 

count~', dtY;df.scdcr or other political subdivision or municipn.l corpora· 
tiOIi or an}' dcpttrtment, oHice, commission, cOUrt or b~\artl or other 
local gC,lverumental agenc)" howe\'er designated. , 

tiAC .u'.t-08·020 "PUBLIC RECORD~" DEFI:-';ED. "Public 
records" means apy paper, correspondence, form, book, photograph 
film, sound recording, map drawing, or other document, rel1;ardless of 
physical foml Qr c:;haracteristics, and ipc1uding, all copiesthereo(, that 
have been made by nny agency or received by It In connection with the 
transaction of public busi ness. Reference: RCW ·to.ltO 10. 

V.AC .tl.·~.(lI.030 "RECOlmS CLASSIFICATIOS" DEFINED. 
"Recorcrsclassificadon" mcan-;tIi'e .:!~si~nation o.{ a recore! as either 
all OHicial Public Record or 15 an Ofhce File and \Iemorandn, as 
those terms Bre defined by nel!.' 40. I.\.O 10 and b> these regulations. 

V,'AC ,f\,i--OB.040 "OFFICIAL PL'BLIC RECORDS" DEFINED. 
"officTii'f'l>ubiTC'Records" means all original vouchers, receipts nnd 
other documents necessnr)' to isolate and prove the validity of every 
trans:lction relating to the receipt, usc nnd disposttion of :lll puhlic 
property and public income frOID all sources whatsoever; all agreements 
and contracts to whi~h t~e 5( ate of Wa:lhington or D,ny agenc), ther,eof 
mar be :l pnrty; all hdeilry, surHy !)nd performance bonds; all c\alnlS 
filed :l!):ninst the State of Wnshington or uny ligenc~' thereof; al~, records 
or document1l rcq~ircd by law to be filed with or ktlp,t br an}' agency of 
the Stnce of l'ashington; all legislative records ns defined in Section 2, 
Chapter 102, Laws of 19i 1, First Exttaordinhry Session; and all other 
documents or record!'; determined by the Records Committee to be 
Official Publ ic Records. H'!fereOl ,.' RCW '!9.14.0 10. 

WAC .H.I·OS.OSO "OFFICE FILES A~D \IEMORANDA" DE· 
FL~F.D. "Olliee riles alld Memot!tnda" mcnl\ ~ all records, correspon­
dence, exhibits book~, booklet~! drawin~s, m:tl'~, blnnk furmll, or 
oocum\!OtS not defined Qnd classified as OCficial Public Heconb.; all 
duplicllte 'copies of Official Public Recotds filed with nny a,:ency: all 
'I')cuments and reports made for the internal administration of the office 

to which the\' pertain, but not required by law to be filed or ke(lt with 
such agenc}'; and all other documents or records determined b}' t.he 
Records Committee to be Office Files nnd Memoranda. Reference: 
RC~' .to, l.tO 10. 

\\,\C ,\14·0B.06O "RECOhDS ~ERmS" nRFI~ED. "Records 
Series" means nny group of related records which are tiled and used ns 
a unit and which permit evaluation as a unit for dis(>Qsition purposes. 

\'\'AC 414-08.070 "RETENTI0~ PERIOD" DI:FINED. "Reten­
tion period" means the petiod of time that must clnpse before a specific 
record is destroyed or is eligible for disposal in ac .. ord with approved 
schedules. . 

\\'AC 414-08·080 "PERMANENT RECORDS" DEFINE\), "Per· 
manllnt record .. " IIlenns records which bllve a permanent or enduring 
Ildmini!>tr.ative, \e81101 or fiscal value aod, itl c!)nsequeoce thereof, 
should u .. retained and pres,e"ed indefinitely. 

WAC 414-0g.~90 "ARCHIVAL RECORDS" DEFINED. "Archival 
records" means ~ermaneQt recora. or recorda ,..blCh Lave only ten:po­
cary legal, financlnl or administrative yalue but which are of histoncal 
or other research value and which are noncurrent and not required to be 
ret~ined in the office of origin. 

-
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~'AC ~ 14-2<1-070 METIIODS OF RECORDS DESTIlUCTlON -

GENERALLY, "hen the LocBI Rt'cords Commiuee has authorized the 
disposal of public records by or for destn,ction, it ~ha~I b~ the respon­
sibility of the Bgene}' having requested such RutllOtlZRtlon to cnuse 
such records to be destroyed promptly Bnd effectively. The' primary 
purpose of suc;~ dcstfUcti?n shnll ,be that of re~lucing the r~c(kls to an 
Illegible' condl!lOn. Ollrnlng, pulping N shrerlthn,c; nrc considered to be 
the most effecri\'c methods of accomplishing that purpose. 

WAC <114-2+080 DESTRUCTION - SALE FOR RECYCLING. 
Pursuant to appropriatc authorizntion fcom the Local Records Commit­
tee', an age'ncy may destr~y recor~s. by reselling them for recycling 
purposes, unelN the followlnp. condItions: 

(1) Till' prc>mpt destruction of the records shall bl.' insured, and 
the responsibility for such destruction shall continue to be that of the 
af!ency unril effectuated. . 

(2) The individual or entity purchasing such records shall have an 
effect or provide a performance bond, in a \'len~1 sum of not. less th~n 
$100,000 or the face value of the records being !lold, ".!lIchevcr IS 
least. . 

(3) Records shall not be kept in unattended,and unprotected 
storage awaiting their destruction. 

(~) The agenc), shall obtain and, preserve evidence of the destruc­
tion of such records in the form of a destruction certificate from the 
\'lerson or entity !o whom they are sold. 

" 
~'AC 414·24-090 SEVEN YEAR RETENTV'N PROCEDURE. 

nlere shall be no automatic reduction of retention periods from ten to 
sev<:n years for Official Public Records on existing Records Retention 
Schedules. Each Schedule shaM: be reviewed by the Local Records 
Committee for approval or d~approyal of the change to a retention 
period of seven years. Refe~e"ce Section 5, Chapter 5-4, Law. of 1973. 

- -
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APPENDIX A 

GENERAL PROCEDURES FOR REQUr;STING AUTHORITY, LISTED 
OR SCHEDULED, TO rJE~TrWY PUBLIC RECORDS 

1. THE LO(:A). AGENCY SHALL: 

a. Inventory rec-ords. 
h. ' P"'I',1rc Public Records Rctenthm Schr-tlule and Dr-slruction 

Authorization, Form GAA.24 (Rc\. 2.7~) either as a recurrin3 
Uetenlion Schedule or as a one-lime request for records de­
struction. 

Co Submit request in tril'licnte to the Washington State Local 
Rc'cords Committee, in care of the Division of Archives, 218 
Gc!neral Administration Buildin;l; Ol}'ml,ia, Washington 98504. 

2. TIlE STATE ARCIllVIST SIIAU.: 

.. Rcceive requests and assign dispositioo authority numbers. 
b. Submit requests to the l.ocal Itt-cords C.ommiuee. 

3. 11m LOCAL RECORDS COM~IITTEE SUALL: 

.. Review requests and nrnclld i'rtention periods or dates of 
destruction to comply with'legal and fiscal requirements. if 
~ecessary, and Committee requirements. 

b. Dcsil:nate historical (l'cords lor transfer to State Archi"ea 
or other means of preservation. 

.f. THE STATE AltCIIIVIST SIIALL: 
I 

.. LOll: return o( all aNHovcd requests to the agency. 
h. ArrlUlge for transfer and accessionin,; of records c;leemed to be 

oC archh'al "alue to the Archives or to another recognized 
dcpository. 

5. THE LOCAL AGENCY SHALL: .. 
h.: 

cI.: 

necdve approved copies of requests from the Locill Records 
Committee. 
Dispose of records Iluthorized (or destruction by schedule or 
Ii!';[ lind in accord with instructions of the Comllliuee. 
RefAin records deemed of historic::ll 1.'alu~ Cor receipt by State 
Archives or another designated depository •. 
Filoe and mawtain signed copies of schedules or lists as proof 
of authority and e"idcnce of ""hat records have been dispoaed 
oE. 
IlIIpl<:nlent scheduled authority .. reqaired to dispoae of 
obsolete record .. , 

-
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APPENDIX B 

INSTRUCTIONS FOR PREPARATION OF RETENTION 
SCHEDt:L~s/DES'rRUCTION AU,.HORIZATIONS 

-
The GAA·24 (Rev. 2-74), Public Records Retention Schedule &. Destruc­
tion Authorization. may be used for either recurring recClrds scheduling 
or non-recurring (one-time) records'destructioo authorizntjl,n. For recut" 
riog records scheduling tis provided by WAC .il4-24-040, all items will 
bl:! completed on the GAA·24 as described below, For non-recurring 
(one-time) records destruction authorization only, as rro\'jded bj' WAC 
414-24-030, complete all items II.S above with the ex~cption that the 
"TO" portiou of Block 10, "INCLl'SIVE DATES," will indicate the 
ending inclusive date of the Records Series to he destrorcd and Block 
13, "RETENTION PERIOD," will be ldt blan\;. The GAA.2,' will be 
completed, in • riplicnte, all(! nil three copies \\'ill be forwarded to the 
State Archivist, Sccretnry, Locnl Records Committee, 21B General 
AdministrAtion Building, Olympin, ~nshin~ton 9S50·~. The G:\;\-2-l 
will be completed os follows: 

Item 1 COUNTY, CITY OR OTHER LOCAL AGE~CY: 

Enter the name of the local go\'crnmentnl eMit,', e.g •• Thurston 
County, City of. Tacoma, Port of Grays lIarbor,' etc • 

Item 2 OFFICE OF RECORD: 

Enter the nnme of the locnl offj ce, section or department in 
which the records are located, e.g., Auditor's ~ffice • 

Item 3 NAME & TITLE OF RESPO!'\SIBLE OFFICER: 

Item 4 

" 

Enter the nnme nnd title of the 0lficial or person in chaq:e of 
at having custody of the records tovoh·cd. 

PHONE: 

Telephone ,,'umber of the person described abo\'C • 

Item 5 DATE OF Sl'mIlTTAL: 

Euter the date the GAA-24, Public Ret:{>rds Retention Schedule 
& Destruction Authorization, submhted to thl" Local Records 
Committee. 

Item 6 NUMUER: 

Line item sequence numbers of Record~ Seri~s reported. Douo 
ble space between Records Series line items • 

hem 7 RECOR()S SERIES TITLE: 

Enter the title tlf each Records Series being reported. This 
titl (' .;holll d he n brief t'ond St' de scription of the Records 
Series. Extreme cart: shlluld be taken to be certain the Rec­
ords Series title clearly del1!0nstrates it is identif)'ing a group 
of recorus. A Records Senes may be deCined as a group of 
records perf,onning a parlj clilor function for the afli ce, which 
IHe fde!~ as a unit!} used as a unit. and which mey be trans­
fohcda.,dCriSpose 01 as 0 unit. A functional unit may &e 
referred to as u General Correspondence Fite, a Reading File, 
or it rna)' consist of copies of a single fonn such lie; Personnel 
Actions 01' Purchase Requisitions. In each case~ rlltgardless 
of whether it consists of copie , of a single form or Inany in a 

-
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. APPENDIX C 

CONDUCTING A RECORDS INVENTORY AND EVALUATING 
RECORDS FOR DISPOSITION 

'" 
\\BY A RECORDS I~\'E~TORY? 

There arc at least three 
approaches to reducing the 
accumulation of records in 
an office. 1. Periodic 
house cleaning, (use of 
lists) 2. Microfilming, 
3. Development and imple­
mentation of recurring re­
C"oi'ds retention schedules. 
The first approach is in­
efficient and lacks contin-

'uitv. The second can r<,~ 
suit in an unI'u:cessary 
expcnditure oi time and 
monc\' if used iDdiscrimi· 
natel~'. The third ap-
proach, .... hile requiring 
time and effort, will result 
in a s\'stem which will 
meet the n ced, provide 
continuity, CIlD be of aid 
in evaluating other sys­
tems and, once in effcc!, 
operates almost automatI­
cally. 

This appcndix is devoted 
to de scribing hov.' such a 
records retention schedu­
ling s\'stem can be de­
veloped through the \I,;e of 
a form'al. records invcntory 
and e\'al~atioD effort, but 
the results are frequen,tlr 
far from cOrlprchen SI \'e 
and failure to document 
evaluation decisions often 
results in later problcms. 
lIence, II ,Ieeailed docu­
mented in\·cotorv is neces­
sary to e\'alunt'ion and to 
schedule de\'elopment. 

-
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FOREWORD 

At every level of government, public records arc rapidly becoming more 
numerous and voluminous. With an ever increasing volume of recol'ds, 
many cities counties and other locnl governmental agencies have b(!en 
faced ~'ith ~he problem of finding adequate and sntisfactory storage or. 
determining alternate means of handling records. 

Some records of historical and other permanent values, frequently 
housed inadequately are deteriorating before our eyes. Most records, 
however arc of o~l\' transient administrative, legnl and financial 
value. Such records, when no longer required for such purposes, sho,!ld 
be disposed of in order to malee room for those of a current and contln-
uing ,·alue. ., 

The manual on the foilowing pages has been F1epared in order to 
provide guidance, to responsible officers. of loca .gove!l1.mental ag(~~· 
des in matters relative to the rreservatlon and dispoSitiOn of pubhc 
reco~ds. The manual consists 0 the regulations adopted by the Loc:al 
Records ColI1llllttee,prosedures for relJuesting authority. to destl'oy 
public records and guidehnes for analYZing records retent1o~. It .a~ so 
contains excerpts from pertinent statutes related to records dISpOSlt1l~n 
and microfilming. Su~sequen~ regul.ations ~f the Loc~l ~ecords. Com· 
mittee and! or other lDstructlonal Information or gUidelines wIll. be 
distributed, as preparecJ. This handbook is not intended to prOVide 
guidance to the retention or disposition of specific records. Sepllrate 
handbooks for that purpose will be made available as they are de\'e'l· 
oped by the Committee. 

The Committee hopes that this handbook will provide the framf''''?,rk 
upon which more complet~1 records management programs can be bullt. 

Septembe~ 1973 
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, WAC 414.08.100 "RETENTION SCHEDULE" DEFINED "R 
tentlon Schedul,," meatls n compilation of records or n ff' ~ e-
Rn I de~ ," I' h ' d' n 0 ICC "y name (. . cnpuon \V IIC In ICRtes the length of time each record mu t b 
r!.'tulned lind authorizing its disposition.. i e 

.. 

- - - - - -
Chapler .(14-12 

CUSTODY OF PUBLIC RECORDS 
~ 

- -
WAC 41 .... 12.010 Pf.jBLlC RECORDS AS PUDLIC PROPERTY, 

All pUblic records shall be and remnin the property of the agency. 
They shall be delivered by outgoing officials !lIla employees to their 
successors lind shall be preserved, stored, trans,{erred, destroyed, and 
otherwise managed, only in aCCordl\(1Ce with the provisions of Chapter 
40.14 RC'" or ns otherwise provided for by law. 

WAC .{1 .... 1.2.0.20 CUSTODY. Unless otherwisc provided by law, 
public records must remain in the custody of the oHic!.' in which th!.'y 
werl' originnlly filed, ,vhich shall be consid~r!.'d the Offic!.' of Record, 
or should be deslro\ ed or transferred pursuant to instr\lI:tions from the 
Locnl Rt'cords Committee as requi red by Chnpter 40,1,\ RCW. The\' 
shall not be plnced in the custody of Il.ny other pcrson or ngcncy, public 
or private, or relell.sed to individull.ls, except for disposition pursuant 
to law or unlcss othcC""he expressly provided by law or b}' these 
regulntions. 

WAC 414.12.030 AL'TlIOIUTY TO TRANSFER RECORDS. In 
licu of retention in thc Office of Record, records of archt valor hi stor­
ical ,'alue may bc officallv transferred to the Washington StMe Ar­
chives or other depository ~fficially designated by the State Archh'ist. 

Records designated by the Atchi-:ist as of primarily historical interest 
may be transferred to a recognized depository agency, selected by the 
Archivist, in order to relieve local uffice~ of the b\lrden of housing 
them, to insure their preser"ation, and m(\ke them uvniblble for re(er­
ence or stud}'. Public officials are authoriiled to transfer to the Wash­
ington Scate Archhes records in thcir cu,qtod~ which are no longer in 
current use. The State Archives is not unaer obligation to acquire 
such records and will accept only those records deemed 'l'aluable as a 
historical source. AllY transfer of records must be by conC1Itrent agrec· 
ment, excepting wherein records arc selected for preservation as 
historical sources from lists or schedules submitted to the Comrnittec 
for destruct10n authorization. R~cords retention guidelines prepared by 
the Archivist, with archival notations, are suggestive only and not 
obligating upon either prnt)'. 

- -
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Chopt!!r 414-20 

LOCAL RECORDS COMMITTEE 

WAC 414-20.010 MEMBERSHIP. The Chief ~xll,miner, of the 
Division of Municipal corporations of the State Audlte,r s Office, the 
State Archivist, and a representative appointed by the Attorney General 
shall constitute a committee to be known as the Local Records Com­
mittee. Reference: RCv.' 40,14.070 

WAC 414-20.020 COMMITTEE OFFICERS. DUTIES, The C~i~f 
Examiner of the Division of Municipal Ccrporations shall b,e ex.offt,clo 
ptesident of the Local Records Committee. ~e reprt;s entatl ve app<;)1~t· 
ed b the Attorney General shall be vice.pre,sldent. 1he St';'tc Archlv,lst 
shnl{ act liS secretary and shall be responsIble (or the proper recording 
of its proceedings. 

WAC 414-20.040 GENERAL DUTIES OF THE COMMITTEE, The 
Committee shaH review lists of record~ submitted to it, for destfUc,tiotl 
nuthorization and may veto the destructton of any or all Items contained 
therein. 

The Committee shall also review recurring records disposition sched· 
ules recommended to it by agencies of local government and mny 'f'eto, 
approve or amend the schcdule. Approval of a schedule or ame~dcd 
schedule shall be by unanimous vote of the Local Records CommIttee 
members. 

WAC 414-20.050 DUTIES OF THE STATE ARCHIVIST. To 
facilitate the work of the Comrultte("', rhe State Archivist shall have 
reasonable access to all public records, wherevcr kcpt, for purposes of 
information surveying or cataloging them and shall perform the foHow-

d • ' ~ ing uties: 'f'l ' d k (1) lie shall approve or ,di sapprove !Ulcro I m pro,e~ts un erta en 
by local govl'rnmental agencIes, accord, ng to approprtate standarc.s 
promul~nted b}' his oHicc. , , 

(2) He shnll dcsil'DD.te those records of county, munIcIpal or 
other governmental agcncles which arc of primarily historical inter~st 
and arrangc for their transfer to a ~epositN)' designated by the, ArchiV­
ist in order to relieve local offIces of the burden of hOUSing such 
redords amI to insure their preservation. , 

(3) lie shall provide guidelines to local governmental agenCies 
for their assistance in preparing lists and !lchedu1es for records de­
luued.;'n authorization. 

WAC 414-20.060 COMMITTEE MEEllNGS. The Committee 
shan meet in open pUblic session on the last "11liirsday of each !!lODth 
at 8:~O a.m. to consider all business rel~,:ant to the; dutici. of the 
Committ~e, r.t the office of the State Archn'llt, Olympia, WashlaS'On. 

- - - - - - - - - - -
Chaptor 414.24 

RECORDS DISPOSITION AUTHORIZATION 

WAC 414.24·010 STATUTORY REQUIREMENTS. No public 
record other than Oelke Files and Memoranda of any local government 
agency shall be destroyed until it is either photogrnphed, microphoto­
graphed, photostated, or reproduced on film, or until it is seven years 
old or until the seven year retention period is reduced by the Local 
Records Committee for records dun are showr. by the requesting agency 
to have lesser federal retendon ~\Iidelines. Except as otherwise 
provided by law, no public re(,ord including Office Files nnd Memornndll 
shall be destroyed \Inti! apptO\'ed for destruction by the Local Records 
Committee. Reference: HeW 40.14.070. 

WAC <iH·24-020 TYPES OF DESTRUCTION AUTHORIZATIONS. 
Requests to destroy pUblic record!l in the possession of local govern· 
m~ntal ngenci~s shull be approved only b)' the Local Records Com­
"!Ittee and shall be C'( two types as further set forth in these regula. 
tt,ons; ,n,amel}, (1) listed nonreCUrring authorization; and (2) recurring 
dISpOSition schedules. 

WAC -114-24-030 LISTED NONRECURRING AUTHORIZATION, 
County, municipal and f)thcr local ~overnmental agencies may request 
~utho~ity to destroy noncurrent p,ub,ltc records having no further ad,min­
I;;trattve or legal value by submtttlnfl to the Local, ~eforcls CommIttee 
Itsts o,f such records on forms prOVided by the Dl\'lSIOn of Archh'es. 
Such ItStS, when approved by the Committee, constitute· authority ro 
destroy the specifically dated records indicated. Listed authorizntions 
are valid only (or the dates specified 1nd are not recurring for subse­
quentl>' dated records without submittal of a new list. 

WAC 414--24.040 RECURRING dISPOSITION SOIEDULES. A 
local governmental agency, as an alternath'e to submitting lists, may 
elect to establish a records control program based on recurring dispo­
sition, schedules recommended by the: aflcncy to the Local Records 
C~lI~m,tttee. The,schedules are to be submItted on forms provided by the 
Dlvlsl,?n of ArchIves and Records Management, to the Committee, which 
may either veto, approve, or amend the schedule. ApprovlIl of sueR 
schedules or Ilmended schedules shall be by unllnimous vote of the 
Local Relor&s Committee. 

WAC 414-24-050 GENERAL SCHEDULES MAY BE ADOPTED. 
The local Records COrtlmit.ee mOlY approve and issue Records Retention 
Di'll'osition Schedules, wh,ch shllll constitute authority to dispose of 
spccifit' records, held commonly by many agencies, after II required 
retention period on a recurring basis until the schedule is either amend­
ed or r~'l'!Sed by the Committee. 

WAC 414·24--0(';0 RECORDS i!TENTION AND DISPOSITION 
GUmlTI:mm;:->f!leState Archivist'AY furnish suggestions and guide­
Hnes to local govC:1nmental agencies for their assistance in the pu~pa­
ration of lists and schedllle$ lind may furnish information relating to 
any other matter relating ~o the retention, preservation Ot destructioa 
of public tecords. Such guidelines may be published and include sug­
gestions relative to the minimal retentions of records and recommend .. 
tiona for microfilming. The guidelines are suggestive only and are Dot 
records, d~stNction authorizations. Reference: RCW 40.14.070. 

"r, ' 
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cnSl' or project rile, each Identifiable unit is 11 separatc Hec­
ords Series. "RcC"orJs Series continues to be a singll! I\I"C­
ortis ~Nics l'\'ell if part .,£ it is in storage, on ruicrofilrn, mis­
sin~ uy in,\d\'crteht dcslruct:\l!\ Of Olncf cnU$ll OC it IIC'W folders 
or forms mnke up thc Series ench /leW rear or biennium, but 
title IUld function remain the same. 

Item B FL't'CTION 'PURPOSE: 

Indicate brieny the (unction, purpose and contents of the 
Records Series. For example: Vouchers, authori!)' (or payment 
to clnimlillt far services or goods. Record contains claimant's 
name, dllte, purpose. amount and nuthonzine; ·signature. . The 
COllllllents mtlde in this section Rrc pRrtlcularly important 
where the (um:tion s arc not seH-e,'ident b)' thde Records 
Series title. 

Item 9 OPR or OFM: 

~, 

(1) OHida! Public Records (OPR) shall include all original 
vouchers, receipts nnd other documents nccessar)' to isolate 
and prove the validity of every transaction relating to the 
receipt, usc nnd disposition of all public propertr and public 
income from 211! sources whlltsoever; (Ill agreement's and Call-
tracts to which the State o( Washington or any agency thereof 
mny he a [,arty; all fidelity, surety and perCormance bonds; 
1\1\ claims Hed against lhe State of Washington or finy n~cncy 
thereof: all records or documents required by lnw to be filed 
with or kept by nny a/olency of .he Stnte of Washington; legLs­
Iath'e records; nnd aU other doclllhents or records determined 
by the Records Committee to be Official Public Records. 
(2) Olfice Files and Memoranda (OI'M) shall include ,0.11 rec­
ords, correspundence, exhibits, books, booklets, drawings, 
mars, blank Corms. or documents nor above defined nod clas­
sihed as OFficia! Public Records; all dupHcale co(>ies of 
OHicia! PUblic Records filed with nlly ngeo.:y of the State of 
Washington; all documents and reports made for the internal 
IIdmini strntion u( the aCCice to which they pertoin but not 
(('quired by law to be filed or kept with such agency; and nil 
olher documents or records, dl'termined by the Records Com­
mittee to be Office Files and Memomnda. (Reference: RCW 
40.14.010 ) 

Item 10 INCLUSIVE DATES: 

Enter the dllte (month. abbreviated. and yenr) the Records 
S"rje~ began in tha block "FRO~I." In the block "TO." 
cnter the word "PRESE '~T" lor Records Series of a continuing 
nature. If the Record~ beries hns bel'n discontinued, enter 
the dille or discontinuance. . 

Item 11 LOCATION OF OTIIER COPI~;S: 

Enter the nanle(s) oC uther known ofCi<::e(s) having active docu-
!!!!m~ found in this Records Series. -

Item 12 VO' UME OF RECORDS: 

Enter the total volume of all of the Records Series presently 
accumulated, regatdtes!; or-",here they Ilre located (active 
files, ,corllge, etc.). Estimate about :2 cubic feet of 'etter 
sh.e macerial per letter size drawer, and 3 cubic feer of lcgal 
ail!c material per le~bl Idzc drawel'. 

- - - - - - - - - -
Item 13 RETE:>;1'I0N PERIOD: 

OCficinl Public Records (OPR) have a rninim,!m retention of 
$('\"en yenrs. The retention period, fot OHice" flies alld \temo­
tandll (OFM) is based on 0ycrntlonal requlremeots of each 
individual office. Records a historiclll "alue t;nay be seot to 
the Stote Archives or a local depository deSignated b>' the 
State Archh·ist. 

hem 14 REMARKS: 

If it i II determined the Records Series is t~ b~ micr<;»£ilmed 
for security or storllge purposes nnd coordlUatl.on w,lth the 
StBle Archi"ist in accord with RCW 40.14.020 nnd RC~ 65,0,(. 
040 has been or will be accomplished, enter "MICROFIL \1." 
In all other cascs, Icave blank. This ~pace will norman)' be 
used by the Local Records CoIPmittee. 

-
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• APPENDIX C 

CONDUCTING A RECORDS INVENTORY AND EVALUATING 
RECORDS FOR DISPOSITION .. 

\lllY A RECORDS 1;o.;\,E~TGRY? 

There ore at least three 
approaches to reducin~ the 
accumul adon of records in 
an oHit-e. I. Periodic 
house deaniog, (use of 
lists) .:. Microfilming, 
3. Development and impl~ 
ml!ntation of recurring re­
('ords retention schedules. 
The first approach is in­
efficient and lacks contin-

'uit". The second can rt.· 
suit in an unnecessary 
expenditure ot time &nd 
mone\' if used iodiscrimi-
natcl~·. The third ap-
proach, ""hile requiring 
time and effort, will result 
ill fI s\'stem which will 
meet the need, provide 
continuit\', cao be of aid 
in evaluating other sys­
tems ;lnd, once in effect, 
operate s al mo st auto mati­
call y. 

Thi s Ilppendb: is devoted 
to describing ho\\' such (\ 
records retention schedu­
ling s\'stem can be de­
veloped through the WlC of 
a fonn'al records in\'entory 
and c\'aluation effort, bu.t 
the results are frequently 
far from cO["lprchcnsive 
ond failure to document 
rvaluation decisions often 
results in later problems. 
Hence/ 0 ,Ierailed docu­
mented in\'entorv is neces­
l'\ary to e\'aluat'ion and to 
schedule de\'elorment. 

- -
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DETERMINING RETENTION PERIODS 

Keeping records, either in oUices or storage BrCAS, costs large su!"s of 
money. The actual or potential value of the. rec?rds .should. he wel/lhed 
aAainst the ~·ost. There i ~ a e-alc-ulated nl'k In tills l~\ISllleSs, and ,a 
good records di sposition l'rngmm requires that we take .It. , There have 
been instances when nn organization becnme so ent~uslastlc about the 
rossibility of freeing office space by clearing out ItS old rc~c,!rd~ that 
It went too far and discarded material too soon. Dut usually thiS IS not 
the problem. Most of us tend to be overly' ca~tious aa:ad to eJ:8gg~rate 
the frequency 01 our reference to material being conSidered for diSpo­
sition. 

The qucstions we must cask ourselves are: How seriou~ would it be if 
we were unahle to put our hands on a particular renud Cave or ten years 
from now? ~'hat arc lhe chances of its being nceded? Are t~r. conse­
quences serious enouAh to justify our keeping hundreds of cubl': feet of 
records for n long period of time lit considera.ble cost? h the Infonna­
tion available anywhere el se? What wou~d It cost to recons[~ct the 
record if this became necessary? Dy asking ourselves these kinds of 
questions, we can begin to tall:e a mQre realistic approach to the ['robo­
tern of dctermining how long records should be kepr. 

The fullowing notes may help in evaluating total or office retention or 
a Records Series. 

t. 

:l. 

3. 

The cost of maintenance of a file drawer of records in An office 
Area' file is 12 times the cost or maintaining an equal vol~me of 
records in the Records Center. ' 

Permnnent means forever. l'ew rec'orels lire worth preservin,:: fore.,­
er, and the vast majority should be systematically limited in reten­
tion. 

Few records hav.e legal and financial values beyond 7 years anti 
most records have served admillistrlltive needs after 1 to 3 years. 

Eighty per cent of rderences to most records occur within one 
)'ear from date of or!gin, the subsequent twenty per cent on • de­
clining basis after the first year. Therefore, as a general rule, 
records older than one to three years become inactive and should 
be retired to a storage facility for permanent or temporary re«eatioa 
or deatNccioa on the ba.i. of 1\ dispoliitiCIII .chedule. , 

-

, 

,. 

- - - - - - - - -
," RECORDS RETENTION EVALUATION 

Based on the inventory diua gathered, each identifiable Records Serie. 
can be independent! y evaluated for retention purposes. 

WHAT VALUES SHOULD BE CONSIDERED 

ADMINISTRATIVE VALUE. Records are created to help accomplish 
the functions fo.r which an agency is responsible. They have admin­
istrative value as long as they assist thi! agency in performing either 
current or future work. The primary administrative use of most records 
is exhausil'd wht'n thc trnnsactionfi to which they reltlte have been com­
pleted. From that point on they lose their vnlue rapidly. 1I0wc;,ver. 
some ndministrntive r('conls contain hasic facts concerning nn agenc~,ls 
origin, policies, functions, orBanization, and signiHeant administrative 
ded sions. These records shoul d be preserved to provide adequate 
docum('ntation of an agcncy's operatiolts. 

LEGAL. VALUE. Ree-ords h:wc legal valll~ if they contain evidence of 
legally enforceable rights or obli!;ations of the Stnte. Examples of 
thefie nrc necords that pro\'iJe the basis for action, !<uch as legal decis­
ions and opinions; fiscnl documents rcpresenting ngreements, such as 
leases, titles, and contractSj and records of action in partie-ular cases. 
such as claim papers Rnd legal dockets. 

FISCAL VALUE. Records oC fisclll vallie are those ""hich pertain to 
the financinl trnnsnctions or tht· R,I;cnc)" such RS hud,l;ets. led~ers, 
all otment s, pnyrl'li S, Rnd \'OU chl'r~. "ftl't tho St' records ha \'e served 
thcir basic function, thcy may still have sufficient Ci seal value ro jus­
tir)' their retention in storage ror a time to prott:ct the agency against 
court action or to account for the expenditure of Cunds. 

RESEARCII, HISTORICAL or ARClllVAL'" VALUE. Some records have 
enduring value because they reflect significant historical events or 
document the history and devc:lopmcot of an agenc),. The importance 
of preserving such records is obvious. Not so apparent. however, is 
the need to examine critically those records selected for research jlllC­
pOSCI and to re-evaillate them periodically to insllre that the ma,erial 
beioa accWDlllated h .ctllally filling a valid research n~ed. 
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APPENDIX D 

TITL E 40.14 RCW 

- -
PRESERVA'rION AND DESTRUCTION OF PUBLIC RECORDS 

STATE ARCHIVES 

40.14.010 Definition and classification of public records. As used 
in this chapter, the tenn "public records" shall include any poper, cor· 
respondence, form, book, photograph, film, sound recording, map, draw· 
ing, or other document, regardless of physical forr" or charncteristir.s, 
and including aU copies thereof, that have been mauc by or received by 
any agency of the Stnte of Wllshington in connection with thc trllnsnction 
of public busincss, lind ~cgislative rccCJfds as described in RCW 40,14. 
100. For the purposes of thi s chapter, public records shall be cl assi· 
fied ns follows: 
(1) Official Public Records (OP R) shAll include All original vouchers, 
receipts lind other documents necessary to isolate and prO\'e the \'alidi· 
ty of e,,:ery transaction rcla!ing to ,the rect'ipt, usc and disposition of 
all public property und pubhc income from aI/ sources whatsoever; all 
agreements and contracts to which the State of Wa,hington or any agen· 
cy therronf may be a. p:lrty; all fidelity, surety and pcrConaancc bonds; 
all claims filcd against the S tate of Washington or any agcncr thereof; 
all records or documt'nts reqliired b}' law to be filed with or kept by any 
agencr of the State of Washington; all IcgisJlltin' rccords as defined in 
Reiii' 40.1,1.100; lind all other documents or records determined hi' the 
Records Committee, hereinafter created, to \w Official Public \{ecord,. 
(:!) Office Files and ~It'moranda (OFM) shall include all recorJs, corres' 
pondence, exhibits, books, booklet,';, drawings, maps, blank fonas, or 
documents not abo\'e defined and classified as OffiCial Public Records; 
all duplicat(· c,lpies of Official P\,blic Records filed with am' agt'ncy lIf 
the State of Washington; all documents ttlld reports made (or 'thC' internal 
administration of the office to which they pl'rtain but not required by 
law to he fill'll or kept with stich agency; and all other document~ or 
records, deteflPincd 'by the Records Committee, hereinafter created, to 
be Office Files !llld ~lemoranda. (1971 First ElCtraordinarr <:'ession, 
Chapt~r 102, Section 1; 1957 Chapcer 246, Section 1) 

40.14.020 Divisl':)n of Archives and Records Manag(>rnent • State 
Archivist· Powers ond Duties - Duties of Public Official5. All public 
records shall be and remain the J,>roperty of the State (If \\'ashington. 
Ther shall be delivered by outgoing officials and empll'},ees to their 
5Ucr:('ssors and shall be pI cserved, stored, transferred; destroyed or 
di spo .e.l of, and otherwise managed, onl v in accordance with the pre­
\'isions of this chapter. In order to insure the proper management and 
safeguardin/! of public records, the Division of Archive!> of the Derart­
ment of Gcneral Administration is dcsignated as the Division n "r­
chives and Records ~Iunagcment, and, nder the administration ot the 
StatC' Archi\'i~t, 'I\'ho shall haye reason Le ncccss tll all public [t'cords, 
wherever kept, for purposes of info!1l' .tion, surveying, or Clltaloguing, 
shall lIndertakt! the following functions, dutic!> and responsibilities; 
(1) To manage the Archiv('s of Iht' Statt' of Washillgton; 
(2) '1\, t'('ntfltlj;~(' til(' Archiv/!s of the State of Washinf\ton, ttl IJIlIke them 
a\'nilable f(lf ,c(erence and scholarship, and to insure their proper 
preservation: 
(3) To in ,pect, inventory, catalog, and arrange retention Rnd transfer 
schcdulns m' all record mes of all state departments and other agencies 
of state gO\ cmment. 
(,I) To illsl;re the ·maintenance and S(~curity of all stine public rec:::;rds 
and establit.h safesuards agoinst unauthorized removal or destruction. 
(5) To establish and operate such State Records Center', as may from 
time to rime be authurized by np'Hoprladon

l 
for the purpO:le of preserv· 

ins, servicing, screening and protectins III state public records which 
must be preserved temporarily or pennanentiy, but which need not be 
retained in office space aod equipment. 

-
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WHAT TYPES OF RECORDS ARE nIERE? 

ACTIVE RECORDS 

SEMI ACTIVE RECORDS 

I~ACTIVE RECORDS 

PER.\tANENT RECORDS 

DISPOSABLE RECORDS 

Retained in office 
dail}' or frequently. 

arc-as • referencl'd 

Records referenced less frequently and 
may be retired to the Record~ Center or 
other intermediate storage. 

Records referenced infrequently should be 
retired to low cost storage. 

Records of permanent value admi~istr~' 
tively, legnlly, finan:ially ?od ~Iston' 
cnlly and may be actlve or mactlve but 
not' disposable. 

Records which reach a poi~t ,of in?ctivity 
and are ,,,f no further administratiVe, le­
gal, financial or historical value. 

- •• - - - - .. -
QUESTIONS TO BE ANSWERED IN ESTABLISHING 

A RECORDS RETENTIOt~ SCHEDULE 

-
The following should be answered for each identifiable Records Series. ... 
1. What is the Records Series title? 

2. 

4. 

5. 

6. 

What is its content: forms, correspondence, cards, case files? 
What forms are included? 

What is its function? What pUI:\=0se does it serve? e.g., does it 
document and authorize payment, record decisions and discus­
sions of a board or committee, certify rights to land ownership, 
constitute a claim for supplies or services, etc.? 

How is it arranged: alphabetic, numeric, subjective, etc.? 

Is it an original or B copy? 

If other copies or the original exist elselihere, in what quantity 
and who services them? 

7. What is the volume of the Records Series? 

8. What are the inclusive dates of the record? 

9. What is its annual acc:umulation? 

10. How frequently is it refercncedl 

11. h the record esse~:ial to normal operations, to emergency oper­
ations, to rights of the agency or those it serves? 

,12. Is it subject to audit? 

13. Is it uf permanent legal or research value? 

14. Is it confid~ntial? 

15. "What is the scatutor)- bue of the record? 

16. Is it summarized in' other records? 

17. What is the justification for disposing of it? Too voluminous, 
of no further legal, audit or administrative value? 

Other questions could be nsked, but the foregoing are probably the IDOI~ 
important to evaluating the record for retention. 

-
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(6) To ~'atht~r nnd disseminnte to interested ngencies infllf,""d,I" un ,Ill 
rh,\';eS ~f rt',Ollflh 1Il0nn~l'ment and eurrcnt prncticc5, ml'tI""ls, prt"O,o­
dures nil..! dnic:cs fN cfficiC'nt and economical m,ana~e~H'nt ollf r~("llnls. 
(-) T" or "flltt' n Central ).\icmrilm 13urcau wlucll '~dl ~\IcI'IlIlnl! ~t 
l-:lst ,'c("oHIo; upprtlved COl' filming b~ the head of the lIff"'t' I,t Orl~tn 
and 'the ,\rt°hh ist; 10 approve microfilming projects undertnkcn by 0 s!u~e 
departments nnd all other agencies of state government; an,\ to nllllnUlln 
proper stundnrds Cor thi s work. 
(8) To lIlaintllin necr,ssary facilities for the re~i~w of recprd!'l aJlPfll,vcd 
for destruction IlI.U Cor their economical dispOSItion by snk or burnIng; 
directly to supervise such destruction of public recor~s ,RS~ sh~lI be 
nuthorized by the tennS '.>C thi:; chnpter. (1957 Chllpter .k,. ~ctlon 2) 

o «>.14.030 Transfer to State Archives - Certifie,d Copies, Ca,st. 
All public recorus, not reljllired in the current operation of the OCCI,CC 
where the\' are made or kept, and all relords of ever)' a,:enq', CI'mnllS­
sion cominittee, or nn}' other activit>, of ,tatc government wl\lch ,mn)' be 
aboilshl'd (If L1i:;coutinued, shall be tran~ferred 10 the Stlltc Arcll1\,<;s so 
that thc v.,luault' hi ~tori("al records of the state mny be c~ntraltzed. 
made more wideh a\ .lBablc and insured permnncnt presef\'nlloni PRO­
VIDED That this section s'hall have no application to public records 
a{lpr~v~d for destruction under the subsequent pro\'Lsions of this chllp­
ter. 

~1len so transferred copies of the public records concem('d ~hall be 
mude and cert\fied by the Archivist, which cert.ific:lt;~D, sha!I,lInve the 
same fMcl' and effect as thouRh milLIe by the officcr oraglnftlly In, chnrgc 
of them. Fees rna}' be charl\eJ to ClIVer the cost oC rcp~oductlOn. III 
turning o,'er the archhocs of his office, the officer in charge thereofl ~)f 
his successor, thereby lor,cs DODe of his ri~hts oC access t,o them, Wltll­
out charge, whencver nect ssary. (1957 Chapter 246, Section 3) 

40.14.040 RlIcord$ OHicers • Tronsfer Schedules. Each depart-
ment or other :Igcnq of the state government shall dc:siEtnate a Re~or~s 
OffiCN to sU(le!\'i sr its records proRram lind to represent the offIce In 
all Clllltlll'ts with the nrcortis Committer, hl'rc:inl\~t,l'r crcoited, and ,the 
Di visioll of Al'chh'cs nnd Rccords management. 1 he Records Offlcer 
shal\: .. 
(1) Cl'urdinatc all asprct ~ of the Records Manngement Program. 
(2) Inv('nlor' or maRllge the im'elitor)' of all public records a~ l,:ast 
ollce du r: ng ~'biennium Cor dj sposition, scheduling and transfe,r ,action, 
in accordancc with procedures (lrescflbrd by the Stnte Archlvlst and 
Records Committee; PROVIDED, That Essentilll Records shall be In­
"entoried and processed in accordance with Chapter 40,10 at least 
nnlmall y. , 
(3) Consult with an}' other personnel responsiLh: for nHllntenancc of 
specific rt'cords within his state organization regarclinr. records rete\'1' 
tion and tl IOsfer [(·~t:lmfl1endntio'ls. , , , 
(4) Analy~e records invr'ntory d Ita, examine and COll1pare djVtSIOI,I::'! or 
unit inventories Cor uuplicntion of records, and [l~I~ommend to t,he :::tllte 
Ardli vi ~t and Reror.ts Committee minimal retf, ntions for all cople~ com-
lI1l'nSllrate with legal, fillanci,,1 \I,d !l(I.niai<;tt:,tiye needs. . 
('i) I\PI'H!\'" n\l rl'cllrds iun·ntory alld ,le1>trucllIln requcst:. willch nrc 
o;lIlunilt,o.t III the Hecords <O",<IIittl'C. , 
(6) Hc\'it!w ,l'stablish('d records retention schedulc.'s at le'15t annually 
to ill~ure that they are complete and current •• , , ,. , 
(7) EXt'leist' internu.\ CI)nrrol over t"t' acquIsition of Cllmlng anti hIe 
e'luipl11( nt. , , , 
(8) Report annually all s:lvin~s resulti~g)rom records ~ISI)OIlItI\1n~_ ac­
tions to hi~ managt'ment, tile ::it;lte t 'chl VI ~t and the Office of Program 
Planning and Fisc.l\ Mnllngel1'cm. 

If Il pllrticul.lt agency Of uellartment docs nllt whh So t~llnsfer recor~1I !it 
a time previously scheduled therefor, Ihe R(!cords Offl,cer :.hal1, w.ltlnn 
thi~y days, notify the ~rchiyis( and request a change 111 such prevIous­
ly set schedule, indudl!,,! hlS rusonli therefor. (1973 Chapter 54, St:c­
tlon 3; 1957 Chapter 246, Section 4) 

- - - - - - - - - -
40.14.050 Records Committee - Composition, Meetings, Powers 

ond Duties - Rotentlon Schedules. Therc j<; created a committee, to be 
known n~ the Records Committ,!\!, composed of the Archivist, ... n ap­
pointee of the Stnte Amlitor, nnd au appoinl'!:e ()f the Attorney General. 
Committl!c membcr~ Shall serve without additional salary, but shall be 
entitled to travelillg expenses incurred incident to committee records. 
Such expenses shnll be pllid Crom the appropriations made for Ol)erlltion 
of their respective oHices. 

The Records Committee shnll mcet at least once every qunrtl'r or often­
er as business dictates. Action by the Committee shall be by majority 
vote nnd records shall be kept of all Committee business. 

It shall be the duty of the Records Committee to approve, modi fy or 
disapprove the recommendations on retention schedules of nil files of 
publtc: records and to act upon requests to destwy any public records; 
PROVIDED, Thnt nny modification of a request or recommendation must 
be app~oved by the head of the agency originating the request or recom' 
mendntlon. 

The Di vi sioll of Archi ves and Records !>Iana,gcmen! sball (lro\'ide forms, 
npprovrd by the Records C(lmmittee, upon which it shall plcpare recom­
mendations to the Committee in cooperation with the Records Officer of 
the department or other ngenc>o whose records arc invol ved. (1957 
Chapter 246, Section 5) 

40.14.060 Destruction, Disposition of Offlciol Public Records, 
Office Files and Memoranda. Official Public Records (aPR) shall not 
be destroyed until the)' arc l·ither photogrnr·hed, microphotogrnphed, 
photostat.:d, or reproduced on film, or unti! they arc seven years old, 
except on a showing of the dep.lItmc-nt of origin, IlS appTo\Oed by the 
Records Committee, that the retention of such records for a minimum of 
seven years is both unneces~ary and uneconomicnl, particularly where 
lesser federal retention periods for record~ generated by the state under 
federal programs nre involved; PROVIDED, That an)' lesser term of re­
tention than seven year~ must hav!: the ndditional lIpproval of thc Di rec. 
tor oC the IJudp..ot, the Stllte Auditor aud the .\ttorne}' Gener.ll, except 
where records have {('deral retention guidclines, the State Records Com. 
mittee {\lay adjust the retention period accordingly; P RGVIr! ED, FL'R. 
TilER, That nn nutomatic rf!duction of retention periods from tcn to 
~even years as prodded for in this 19i 3 amendatory section for Official 
Public Records on existinA records rerentioll retention schedules but 
the same shall be reviewed inuh'idually by the Stntc Records Committee 
for approvllI or disapprova I of the chnnge to a retention petiod of seven 
years, ...... 

Recommendations for the destruction or disposition of Office Files and 
~Iemorandn (OFM) shlll1 be submitted to the Records Committee upon 
fonns preparC'd b}' the Records Officer oC the ngcncr c,mcerned and ,h,. 
Archh'ist. The Committee shall dete.rlllir' 0 the period of time that 311\' 

OHict' File anJ Memomnda (OF~i) sha\1 jHesef\'cd and ml\' nuthori 7.C 
the Division of Archives nnd Recor~s ,lanagement to arra;lge for its 
uestruction (lr tii';position. (1.')- ~ Chal'ter 5 I, Section 01; 1',15:- Chapll'r 
21(" ~('c:tillll (,) 

40.14.070 Destruction of Local Government Records· Preservation 
for Historic,,1 Interest • Local Records Committee, Duties. (".ount,', 
municipal, und oth~r lo"ui gO\'l.rn:1,ent ngencil!s ma\' request nuthorit;· 
to dc:'tro~ i,""CUrr('nt public records having no furth~r administrative or 
legal \,aIIlL'lw suhmitting to the Dh'ision of Archives and Reco.ds Man­
ageml'nt, !ist, flf such recorus. in triplicate on fonns prepared by the 
Division. The Archi\'ist and the Chief Examiner of ~Iunicipal Corpora­
tions oC the Office of die Stu,te Auditor and 11 representath·r. apPolllted 
by the Attorney Gelleral shall constitute a committee (0 be known as the 
Local Records Committee which shall r~vlew such lists, and may veto 
the destruction of any or atl items contained therein. 

.~~ . 
_________________ , ____________________ ... ,L .... u. ... ""'------ ':':';'. 

-



- - - - - - - -
A locnl government agency, ns nn nhemativ~ to submitting Ust.s, m~y 
e11!ct to t'stablish n records control progrnm bnscd on recurring dlsposl' 
tion schedule 5 recommcnued by the ngel!cy to the 1.0cIII Re.cords Com· 
mireee. The schedule:: Me to he ~ubnlltted on for-illS pr(wl,ted by r11e 
tli\'i ~i'lIl of Arc'hh'cs lind I{ecor,\s '.1.llInllellll·nt to .:Ie L'Jcn\ Ht'I'(lrJ,~ 
CQOImiu('e, whlt:11 IlIn>' either veto, approve, or 1\mCllll the sche.duk. 
Approvnl of such schedule l1C amended schedule shall be by unllnllnouS 
\'ote o{ the Local Records Committet'. Upon such npprovnl, the sched· 
ule shall constitute authoritv for the local government ngency to Ut." 
stroy the records Ii sted thereon, nfter the required retention. period, on 
a recurring basis until the schedule is either amended or re\'lsed b}' the 
Committee. 

~o public record other tbnn Office Files And Memoranda of nny local 
government agency shnll be uestrored until it is ei!her rhotograp.he?, 
microphotogrrtphed, photostated, or rC\'f{)ullced on film, or until It 15 
se\'en vears old, nnd el:ce'pt as other\dse provide.\ b) law no public 
record 'shall be destroyed until approved for destruction by the Local 
Records Committee; PROVl DED, '!1,at .... here records h~ve federal rct~n. 
don ~lIidclines the 1.I)cal Records \.ommiltec n\lIy adJust thl' retention 
period nccorr.ling\y; P RO\'tDED, Ft:RTllER, That an u~tom'ltic .rt.'du~. 
tion of retention periods from ten to se\'cn yenrs as proVIded for In thl S 

19-:" 3 anlenr.latory section for Official Public Records shull not be made 
as to records on existing records retention schedules b.ut thc samc shall 
be re\·ic ..... ed indi\'idual1~' br th~ Local Records Committee for nppro\'aJ 
or dis~\pp[ovn\ of the change to a retention \,eriod of seven yeats. 

11,e State Archivist Olav fumish appropri" ,nformation, suggestions, 
nnd guidelines to locnl gO\'emmcnt agencies for their assist\l~lce in the 
preparation of lists and schedules or tiny other matter rda~lng to the 
retention, pre5er\'a.tiOll, oH destruction of records under th!.; chapter. 
The Local Itecords Committee ma~' adopt nppropriate regul ntlons estab­
lishing procedures to be followed in stich matlt·'ts. 

Records of count", municipal, or other locnl ~o\'ernment agencies, des­
ignate.1 U}' the .~rchivi';l as uf \,rimarily hlstoricnl interest, m~y. be 
transferred tll n recognized depositN~' agency sclectc? by the I\rcl!n'lst, 
in ordcr to relieve local offices (If the burden of hOUSing them, to IOsure 
their preservntion, and to make them a'iai\able {or reference or stud}'. 
(19:'3 Chapter 54, Section 5; 19~ t First Extraordinary Session,' Chapter 
10, SectioD 1; 1957 Chapter 2,16, See-tjon 7) 

40.14.080' Chopter Not to Affect Other Laws. The provisions of 
thi 5 chapter shall not be COl\sttilCU as repen\tuA or tllodi£ytng any olher 
al·ts or p.lrtR oC !lCIS !luthorizinll the: d('~lruction of !,ulllie recorrl.s sllve 
for tho ~l' spcci fi call ~ nanll'd in S.ccdon !J of thi s nct: nor Iiball tlus c:lmr 
tl.'f affect the provisions of He" jf).0 1.020 wquiring the deposit of a1 
state \,uitliclltiolls in the Stnte Libearr. (1957 Chapter 2<16, Section 8) 

New Section. If an>' provi sion of this 1973 amendarory nct, or .its 
appl ication to a.ny person or circumstances is held invalid, the remaIn­
der of the act, or the application of th~ pr.wision to atl..,~r persons or 
circum Gtance sill nnt IlHeeted. {197.3 (h oipter 5<1, Section 6) . 

«>,1.~ laO Legillatl 'e Eecord •• Defined. As used in ncw 40.14. 
010 and 40.14.100 through 40.14.180, Iwless the context requires other­
wise, "Legislative Recot~s II shall be. dcfined as correspo~uel\ce, 
amendments. reports, "nd minutes of tneeungs made by or subl1l1tted to 
legi slMive committees or subcommittees an,d trllllscripts or other rec­
ords of hearings or suppkmentary ..... riuen testimony or dllCIl there!'lf 
filed with committees (If subt:orllJlittees in cunnection with the exerci:;~ 
of legislative or investi"!l.tOlY iUQctions, but docs not include the fec­
O!ds of an off!cial a.ct of the .h'sisla(\lre ~r.Pt by. the Secretary ':If St~te, 
blU. "'nd cheu C()Plt~S, published mateUlIla. digest5, or mUltl-cogles 
matter which are routinely retained and ot!ler"ise available at the .)tate 
Library or io • public reroaitolY, or reports or correspondence mude: or 
received by or io any 'Wily under the penonal control of tbe h,d1vidu.l 
members of'the le,ial.ture. (1971 Firat EXlraordinary Seulon. Cll.ptor 
102. Section 2) 

- -
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~0.1.4. 110 .. Contribution of Papers by Legislators and Employees. 

!'l0tllltlg ~11 new ,to. 14 •. 0 10 ~nd 10. H.I00 through ,10.14.180 shnll prohib­
It n leglslntor ~,r legtslallve elnpto)'ee from l'Ontrihuting his pcr.o;onnl 
~lIpep; I" ::,,~ I't.IVII,t' J")~IH)' public librnry, Ir Iile- Stllte ArC'hi\'e~. TIll' 
Stn.le. '\rt'lll ,: 1<t Iii IIl1tl\(\,rtze4 1(1 tt'cei\,c pnpers ~\f legislators lind legis. 
Illtlve emplo)'('es {lnt! IS dtrcctud to encourllge the donatioH of such 
person.nl records .to ~he state. The State Archjvist is nuthodzed to 
estnbhsh such Il l l1dellncs and procedures fat the collection of person III 
pllp~rs and cllrrespol~dcl,ce relating to the legislature as he sees fit. 
Le!;Il.1 Rtors and leglsl ative employees arc encouraged to contribute 
their personal papers to the state for preservntion. (19; 1 First Extrn. 
ordinary Session, Chupter 102, S\'!ction 3) 

40.14. ~20 "Clerk", "Secretary" Defined. As used in Rl.W 40.1,1. 
~1O and ,10.1<1.100 through '1O.14,l~O. "Clerk:' mel\llS Clerk of the Wno;h. 
II!StotJ SUltl 1I0uo;e. of li.epre~cntutlves und • Scc!.ctar)·11 menns the Sec. 
r~tllCy?f the Washington State Senate. (l971 F Wit Extraordinnty S('s­
Slon, Chl\ptN 102, Section .1) 

40.14.130 Duties uf Legislative OHicials, Employees pnd State 
~rchlv.lst '. Dclivc;ry.of Records· Custody - Availability. The Legisla. 
tlve. Committee Chaltman, Subcommittee Chairmnn Committet: Member 
or .Empl.oyed Personnel of the Slate Legislature I~aving possession of 
leg.ls.'atl\·e .records thn.t I!f(! not required for the regUlar performance of 
offiCial duties ~hnlJ, wlthll' tell da>'s nfter the adjournment sine die of a 
regular or speclllI session, deliver all such legislative recorr.ls to the 
Clerk of the House or the Secrelary l1f the Sellnte. 

:1'he Clerk of the 1I0use and Ihe ~ecretary of the Senate arc char~ed tG 
mclude rcqultementt; and responsihilities for keeping commiUel' mlnures 
lind records Os part of thl'lr in1itructions to committee chairmen and 
employees, 

The Clerk ?r the Secretar)', with the aSl;i~tance of the State Archivist 
shall c1nsslfr ond IIrrange the /t'/(islativc rt'ctlrt!s ddi\'ercJ III the Clerk 
or .St;,·rctary 11\ l\ mal1J!er that he considers best suited to cnrr< out the 
effl Cl/'!It. [\nd econo:t\I cal ut i1 i zation, maintellnnre, presen·.lt"ion, and 
dlSpolHtlOn of the records. The Clerk or the Secretary ma~' deliver to 
the State Archivist all legislntivc records in his possession when such 
r~cords hnve been classified nnd arranged nnd (Ire no longer needed br 
either house. . The Stnte Archivist shall therenfter be custodian of the 
r~cords EO dr.-lIvered, but shall deliver .mch records back to eithcr the 
(,1 eric or Ihe Secretnr)' U[l()O his request. 

The ch7·: r "lnn, member or emp·oYl.!e of 11 legislative interim committee 
respoIIs1ble fur maintainin~ the legislntive rceords of that committee 
shnll, on a s(:hetiuled basts agreed upon b>' thl.! chtlinnan member or 
~mplo~'ee of the legislative interim committee, deliver to 'the Clerk or 
Secretary nil ll·/!isln.tivt~ ree-ords in his I'(Jssession, ns long as sULh 
rec(lrds nrc not. reqUired for the regul ar' tformance of official duties 
He sl~all 1\1 <;? ~clivcr to the Clerk or Sct etar), all records of an interi~ 
c,?mmlt.tee wltilln ten dnys after the co' ...... ittee ceas&:!s to function (1971 
Fusr [atrnordinary Session, Chapter 102, Section 5) • 

40.14.140 Party Caucuses to bo Advised. Information anti Instruc­
tions. It shalt ~e the duty of the Cler~ nod the Secretary to advise the 
party caucUSes," each house concerning the necessit>, to keep public 
records. The SCate Archivist or his representative shnll work with the 
Clerk ao.d ~ecre!ary to .prov~de information and instructions on the best 
m.ethod for Kt!(lplng legllllatlve records. (l971 First Extraordinary Ses­
SiOn, Chapter 102, Section 6) 

• 40. ~ 4150 U I. jat Ru.arch. CCllllInittee records ana)' be uled by 
leglslnhVe emplo)'eu for research at the discretion of the Clerk or the 
Secret.ry. (1971 First Extraordinary Sellion. Chapte,f 102, Section 7) 

-
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40.14. '60 Rules for Access to Records. The Clerk or the Secreo 

tar\, shall. with ad"ice of the State Archivist, prescribe rules for Ilccess 
to 'r('corJs more than thrt;'e years old wl1l;'n such records ha,'e been deli\'· 
cr('d t~, tl,C State Archi\"c<; for p[,:~sN"ation lind o,ainll:nallr··. (19~ 1 
first Extraordinary :':;ession, Q'3ptr:r 102, Section 8) 

40. \4. 170 Sound Recordings. Any sound recording of debate in the 
House or Senate made by legislative employees shall be preser\"ed by 
the Chief Clerk of the House and by the Secretary of the Sent'te, reo 
specth'ely, for rwo years from the end of the session at which made, 
and thereafter shall be transmitted to the State Archivist. The Chief 
Clerk and the Secretarr shall C>ltaloguC' or index the recordings in their 
custody accordiug to a uniform system, in order to allow easy access 
to the debate or specifi c questioll~ bdort;' either house, and sholl make 
a,'aila"l(' to any court of record, at tht;' COSt of reproduction, such por­
tions of the rt;'cordings as the court m,'), requcst. (197 1 !'irst E~'traor­
dinar>' Session, Chapter lo:!, Section 9) 

40.14.160 Construction. Confidentiality of Bill Draftin9 Records. 
The provisions of RCW -11),14.010 and 4O.1.t. 100 through 40.14.180 shall 
not be construed as repealing or modifying a'l), other acts or parts of 
acts authorizing rhe retentio!l or destruction of llublic records nor shall 
RCW 40.14.010 and 40.14.100 through 40.14.180 affect the provi sions 
of RCW 40.0-1.020 requiring the deposit of all state publications in the 
State Library nor shall it affect the confidentiality of the bill drafting 
records of the Code Reviser' 5 office. (l971 First Extraordinarr SessioD, 
Chapter 102, Section 10) 

- - - - - - - - - -
APPENDIX E 

ILLEGAL DESTRUCTION OF PUBLIC RECORDS 

RCW 4O.16.0:lO 

Eve~y officer who shall murilate, destroy, t'one-eal, errise, obliterate or 
falsify any record ,or papc~ appertaining to his office, or who shall 
fr~udulently appropw.\te to hiS ,own use or th,· u:c;e of another person, or 
sccrete, With Intent to ,appropriate to, such u,se, lilly mone)" cddencc of 
deb~ or other prop,erty Intru.~ted to him by VlrtUl' l,f his office, shall be 
pUOlshcu by Imprisonment 10 the state pt·lIiu.'nrinr)· for nut tnllrC than 
ten years, or by a Cine c£ not more than fi \'(. thousand uollars. or by 
both. Reference: RCW ·10,16.020. ' 

....... 
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APPENDIX F 

USE OF MICR[lFIL~ - LEGAL STATUS 

The United States COllgress has provided for the acceptnbility, in 
Federnl Court, of microfilmed copies of records as primary evidence in 
legal proceedings. This was done in Section 17.32 of Public Law 129, 
82nd Congress. This provision has been accepted by the Lcgislature of 
the Stnte of Washington, under Chapter 5.1t6.01O, Revised Code of 
Washington, as (]uoted below. 

1. Uniform Photographic Copies of Business and Public Records as 
Evidenco ' 

5.16.'11 1 Photographic copies of business and public t'ecord~ as 
evidence. If any business, institution, member oE a proCession or 
('allint: or nn)' depnrtment oE agene), of government, in the rellulnr 
course of business or ncth'it}' has kept lH recorded lin}' memoran­
dum, writing, ('ntry, print, representntion or combinntion thereof, ()r 

nny nct, transaction, occurrence or c\'ent, nnd in the [Cgulur course 
of l,usiness has cllused IIny or nil oC the same to be rccord(,d, 
copied or repr'Jduced by un)' photographic, photostatic, microfilm, 
microcard, mtniatur(' photographic, or othl.'r process which accur'lte­
Iy reproduces or fe.rms a durable medium Eor so reproducinl; the 
original, the original may be destroyed in the regular course of 
business unless the same is an nssl.'t or is representative of title 
to an asset held in n custodial or fiduciary capacity or unless its 
pr('servation i~ required by law. Such reproduction, when sati<:fac­
torily identified, is as admissible in evidence as the original itself 
in nn)' judicial or administrative proceeding whether the originnl 
is in existence or not and an eniatgelllent or facsimile of such 
reproduction is likewise admissi!ile in evidence if the originl\l 
reproduction is in existence and available for inspection under 
direction of court. The introduction of a reproduced record, en­
largement tlr facsimile, docs not preclude admission of the original. 

2. 36.23.065 Dl)sttuctlon and Reproduction of Court R cords 
" 
:-':otwithstanding nny oth(,r law relating to the destruction of court 
reclHcl~1 the cOllntr'clerk may cause to be destroyed nil documents, 
record" instruments, books, papers, depositions, and trnnscripts 
in any acdon or procel)ding in the superior court, or othef\\'lse 
fiI~d in hi s office pursunnt to law, if all of the following conditions 
eXlhl: 

(1) Six years have elapsed since the filing of nny puper in the 
action or proceeding and thl) records of the count)' c1el'k do not 
show that the actil,n or proceeding is pending on appenl in lin)' 
cOllrt. 

(2) Tlu: county .clerk maintains for the use of the public a photo­
grnphic film. microphotographic, photoMatic o~ similar repro­
ducthm of euch document, record, instrument, book, paper, 
deposition, or transcript so destroyecl. 

(3) At the time of the tal:ing of said photographic film, microphoto­
graphic, photostatic or similar reproduction! the coUnty clerk 
or other person under whose direction nnu control the same 

'w .. s taken, attached thereto, or to the scaled container in 
which the same IVAS placed and has been kept, or incorporated 
in ~aid photographic film, microphotographic, I,hotostatic or 
similar reproduction, n certification thllt the corr loli Il correct 
corr of the ori~inal, or of a 'lpccified part thercoll a$ the case 

: l 
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(4) 

may be, the dnee on which talcen, and the fact it ""35 taken un­
der his direction and control. 'nle cellificate must be under 
the official seal of the certifying officer, if there be ,nny, or if 
he be the clerk of a court hadng a seal, under the seal of '.uch 
court. 

TIle county clerk promptly seals and stores at least one ori­
ginal ncg<ltive of each such photographic film, microphoto­
gr'1phic, photostatic or sirniJI\C re~rod\lctioll i~ s~ch ~a?ner 
and plnce as reasonablr. to assure ItS preset\'atlon Indefinitely 
Q~aiiist 10$5, theh .... ef ,cement, or destruction. (Laws of 
1973, ChBpter l,t,~, .ion 1; 1!)71 c :!9 Section 1; 1963 c .j 
Section 36.23.065. l rior: 1957 c 20 1 ~eltion 1) 

36.23.06i Reproduced court records have same force and effect as 
original. An\' print, whether enlarged or not, from any photographic 
plate, microphotographic film, or ph ltostatic negath'e or ::irnilar 
reproduction, of any original record, document, instrumcnt, book, 
paper, deposition or transcript which has been processed in accord­
ance with the provisions of RCW 36.23 "65, and has been certified 
by the county clerk under his officit- _ seal as true copy, may be 
used in all instances, including introduction in evidence in any 
judicial or adrnini strative proceeding that the original record, docu­
ment, instrument, book, paper, deposition or transcript might hn",e 
been used, and shal1 have the full force and effect of said original 
for all purposes. (RCW 36.23.070, as amended by Laws of 1973, 
Chapter 14, Section 2) Reference is also made to AGO 59-60 
Number 125. 

\" 
Reproduced Records for Recording - RCW 65.04.040 

Any state, county, or municipal officr:r charged with the duty of 
recording instrumeMs in pubhc records, rna\', in lieu of transcri~ 
tion, record them by [I photographic or phlit<:Jmechanical process, 
which produces a clear, legible, and durable record and which has 
been tested and approved for the intended purpose by the State 
Archh'ist. 

In addition, the county auditor, in the exerci se of hi s duty of re­
cording instruments in public records, mllY, in lieu of transcription, 
record al1 instruments which he is chnrged b}' law ~o record, except 
plats, by any photographic, microfilm, rnicrocard. miniature photo­
graphic or other prOCeSs which actu'll\y r<'produces or forms a 
durable medium for so reproducing the original and which ha~ been 
tested and approved for the intended purrosc by the Stnte Archi­
vist. 

If the county auditor, in lieu of transcription, records [lny instru­
ment by n process herein enumerated which produces a nunlature 
copy of the original, it shall not be necessary thereafter to make 
any notations or margioai notes, which ate otber!WlSe required by 
law, thereon: PROVIDED, chat in lieu of making said notntions 
thereon, the auditor shnll immediately make a' note of such in both 
the direct and invel'ted indexes and other appropriate indexes, in 
the column headed "REMARKS," opposite the appropriate entry. 

Microfilming ond Dostructlon of Recordings of Instruments Pre-
vioullly Recorded by Anather MediCI .. 

-

(Excerpt from AGO 65·66 Number 110) 
The 1959 amendment of RCW 65.04.040 authorized new procedures 
which could be utilized by county auditors in recording instru· 
ments. Since instruments are recorded by a county auditor when .. ' 
received, it is apparent that this statute was intended to operate 
prospectively. That is, a r.,t)unty auditor was authorized to adopt 

- - - - - - - -
the Ill'W fl'cording meth"ds as [0 re:~or,Hngs made afrer the effective 
date of the 19')9 allll'lIdment. Sec AGO 59·GO l\umber 67. There­
fore, it uppears that n lthuugh the Ie' gi sl alure by its 1959 amendment 
nuthorized these n~'w methods of recording to reduce the ever in­
crea:;ing VOIUIlIC of public recnrds, it did nut by that :.tatu: e auth­
orize a means for reducing in volume tho:;e records whkh had al­
ready been [(·corded. 

As ptl·\iOllSI)' illdic'au'" ill this OPIllilll, \lew ,!n.ll.070, SlIprll, 
provides nn l·xlsting nWlln'; b)' which Iht· volume 01 public records 
may be reducf.'d ill sh'e. liowever, the difficulty ill utilizing that 
statuI(' with [(·gntll to thc typl' of [( ('ords h('re IIlIder l'on,;idt'ratio ll 
nrises b/!l'nUS(' Ill' so lIluch (If tht, ~,tatlll(' n', provides: 

"County, rnulliciral and u!lwr local governmental ago ncit:s rna}' 
request uuthoriry to destmy non-current public n'cor,ls ha\'ing 
no further adrninistratiyc or legal \'aille." (Emphasi:; supplied) 

:rhe records to which ),"U refer ~impl)' do not meN this r('quircrncnt; 
I.e., they are records relating to propert}' transfers lind titles, and 
do have current administrath'e nnd legal \'alue. 

Because of the doubts we have expressed herein as to the exilit­
enc(j of legal authority to destroy these r(!cordings, and in view of 
the ~ravity of the question; i.e., the destruction of current records 
affect,ing title to property, we must answer your question in tlit· 
negau ve. 

4. Records. Destruction Authorizotion 

Micr~fiItning or the rel'rod~l<::.ti~n in any form of a public record doe,; 
not abrogate the respollsilJlilt}' llf n stnte or local g,)\'ernrnental 
agency to request permissiun of the Records Committee to destnw 
the original record, under the provisions of RC\\' 40.1,1.0-0. . 

5. Microfilm Progrom Approval 

In a/~conl with RCI,!;' 40.1:1.020 and RC\\' 65.04.040, agencies of both 
st~tc and loc~\ governml'nt are required [0 obtain approval for micro­
film proje<:ts from the office of the State Archivist. GAA-31 Pub­
lic Records ~1it'tofi1ming Projt ct Authorization Request m:15t be 
rr,ep~red and 5ubm,itl:ed to ti!e Dh'ision of ACc'hive!; prio; to the in­
itiation of the PCOlt'ct. Prolect approval fonn!~ arc Il\'aitabl(, (!'Om 
the office of the State Ar<:hivist. 

Progl'Bll1 approval br the State Archivist is a legal authoriz'ltion 
onl}' an,l, dlll:)s IItIt constitute' a, guarantf'e uC the qualitr oC any Te­
sultont hIm. Approval dnes Impl}" howcvt'r, Ihat the rt'questing 
agellC}' is bound to establish and maintain its film pro~rarn within 
the standards e};tablished by the Sr,\te Archi",ist for such work. 
Failure to do so or failure to obtain program authorization consti­
tutes a violation of the laws of the State of Washington. 

Note: We are not aware of any instance where the courts ha\'c refused 
to accept microfilm in lieu of the original record. However microfilm 
must be satisfactorHy identified by certificates of authenti~it}' filmed 
at the start of each roll and must compl}' with the stnndllrds Ilf produc­
tion set forth by the State Archivist us presC'rihed in HecMds ~llIna.'le. 
ment lial1dbook Numbt'r 3, An IntroductiCln tt' ~licrofillll. 

-



--------­Rc;T~NTIUN AN D DISPOSITION SCH~~DULES - - - -.- - - - --
!lli1'L HECUHD COORDINATOR DIVISIONAL RFCORD COORDINATOR 
Completes record inventory, ta.bu1atin~ r---. Recieves completed forms, reviews, 
information on form GAA-24. ForYJUrds approves and forwards to ••• 
for approval to ••• 

t .. 

BURF..AU CHIEF INTE.RHAL RECORDS COH~lI~ 

~ 
Reviews all scheduJ.es subroi tted r+ Reciev(;s completed schedules from 
qy Division Commanders and for- Bureau Chiefs reviewin~ and approvin~ 
wards as a packa~e to the ••• each schedule, prepa.rln~ fj,nal draft 

and distributing to ••• 

r-.. 
.DIVISIO~J CONHANDER 
Revie\..,s, approves and forwards 
to ••• 

••• back throu~h chain of ----1 
command for approval of --.-J 
final draft .. 

.e.approved final draft 
to Local Records Comma 
in 0 lymp:s'o. • 

-- : 

DHTIATIW 2'16 CONPLIANCE roo 

n~TERNAL R!~CORDS Cm.fi.lITTEE 
Distributes 2.76 logs \n. th lists 
of record series previously tab­
ulated on retent.ion schedules to •• 

UNI'r RECORD COORDINATORS DIVISIONAL RECORDS COORDINATOR 
r+ Completes 276 lo~s 1istin~ -. Recieves 276 lo~s, reviews,approves 

exemptions and justli'ications and forwards to. ". . . 
and forwards for approval to •• 

DIVISION CQ1.il-A.ANDERS BURF..AU COi<t-1ANDIY.S 
~ Revie\J8, approves and ~ Reviews and approves all -

forwards to... 276 lo~s ruld for~rds to l Internal Records Committee 
for indexin~. ' 

~ 

I 
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I EXF.NPTl'ON J\lSTIFlCATTOt)1 GUlnl.INES 

The following is an excerpt from RCW 42.17. The letters indicating 

I 
each of th sub-sections shall be used to ~enote tIle particular exemption 

I that you are applying to a record series in your unit. Some of the 
, I exemptions listed do not appLy to law enforcement agencies but 

section of 42.17 was transcribed in its entirety to preclude any 

thi!:; 

I omissions of possib,lc exemption justifications. 

I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
'I 

42.17.310 CERTAIN PERSONAL AND OTHER RECORDS EXEMPT. 
(1) irhe follo\~ing shall be exempt ft/om public inspection and 
copying: 

(a) Personal information in any files maintained for students 
in public schools, patients or 'clients of public instit­
~tions or public health agencies, welfare recipients, 
prisoners, probationers or parolees. 

(b) Personal information in files maintained for employees, 
appointees or elected officials of any public agency to 
the extent thet disclosure would violate thier right to 

. privacy. 
(c) Information required of any taxpayer in cQnnection with 

assessment or collection of any tax if the disclosure 
of the information to other persons would violate the 
taxpayer's right to privacy or would result in unfair 

(d) 

(e) 

(f) 

(g) 

(h) 

competative disadvantage to such tBxpeyer. 
Specific intelligence information and specific inves­
tigative files compiled by investiga~ive, law enforce-
ment and penology agencies, and state agencies vested 
with the responsibility to discipline members of any 
prorfesion, the nondisclosure of which is essential to 
effective law enforcement or for the protecti0n of any 
person's right to privacy. 

.Information reveal:ing the identity of persons \'1ho ,file' 
complaints with investigative, law enforcement or pen­
ology agencies, except as the complainant may authorize. 
Test questions, scoring keys, and other examination data 
used to odminiAter a license, employment or academic exam-
ination. " 

Except a~ provided by chopter 8.26 RCW, the contents 
of real estate appraisals, made for or by any agri~cy rel­
ative to the acquisition uf property, until the project 
is abatHloned or until slIr.h time as all or the property 
has been acquired, but in no event 5hn1 disclosure be 
den~cd for more than thrc0 years after the appraisal. 
Valuable fOrm\11ae, d~signs, drawings nnd research data 
o b t n in e d h Y any age n c y w ill d n . f i v eye a r S 0 f t Iw r e C) u cst 
fo~ disclosure wIlen distloRure would produce privnte gain 
and public lus~ • 

• 
t 

• 
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I 

(1) Preliminary notes, drafts, recomme~dations, and intra­
agency memorandums in which opinions are expressed or 
policies formulated or recommended except thot 0 spec­
ific record shall not be exempt when publicly cited by 
an ogency in connection with any agency action. 

(j) Records which are reInvent to ~ controversy to which an 
agency is a party but which records would not be avail­
able to another party under the rules of pretrial dis­
covery for causes pending in the superior courts. 

(2) The exemptions of this section shall be inapplicable to the 
extent that information, the disclosure of which would violate 
personal privacy or vital government interests, can be de­
leted from the specific records sought. No exemtion shall be 
construed to permit the nondisclosure of statistical mat~ 
erial not descriptive of any readily identifiable person or 
persons. 

(3) Inspection or copying of any specific records, except under 
the provisions of this section, may be permitted if the sup­
erior court in the county in which the record is maintained 
finds, after a hearing with notice thereof to every person 
in' interest and the agency, that the exemption of such rec­
ords, is clearly unnecessary to protect .any individual's 
right of privacy or any vital governmental function. 

(4) Agency responses refusing, in whole or in part, inspection 
of any ~ecord shall include a statement of the specific 
exempti2n Duthorizing the withholding of the record(or part) 
and a breif explanation of how the exemption applies to the 
record withheld. (1973 ell 31, Initiative Measure 276 e 31). , 

' .. 
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t 
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tJ AS n I N G T 0 rJ S TAT E - - -

i1Gcords Inventory, Disposition Autho.rization & Transfer 5r:hedule 

- -
TH!S FOLOCR COr-lTAINS THE Rr.COROS INVENT0R.Y, DISPOSITION AUTHOR!7.ATlor. & tRl\rlSF£R SCIlEOULE fOR: _S_E_AT_: .... I_,E_P_O_L_I_C_E"':"D_E_P_AR_T_!-_lE_~T ___ .. _. __ _ 

The Schedule shoul~ be maintained, updated and implemented in accord with' Seattle Police Deparbnent Reco"ds 
Nanagement Administrative Practice and with Section IV of ~lashington State Records t·1anageillent Handbook 110. 2~ 

GENERAL EXPLANATIO~~S 

Minimum or legal retention periods are being established for records of all state agencies and institu~ions as 
part of the statevtide r-ecords Nanagement PY'ogram u'nder the provisions of.Rev! 40.14. This Schedule should 
identify each record received a)" created by the office by title, purpose: and/or function, its classification 
as an Official Public ~ecor~ or Office File and MenDranda, the location of official and other copies, retention 
in office, the State Records Center or inactive storage location and in total, d\.~struct authol"ity and mic)"ofilm 
eligibility. The n~mber.of Records Series listed on the Schedule will usually not. be extensive but the 
Schedule should reflect the total record holdings of your office. If the Schedule does not list all records, 
additions and changes should be incorporated in accord with the procedures outlined in the Division of Archives 
Records nanagement Handbook No.2, Records Inventory, Evaluation ?~ Disposition. Unlisted rec.ords l:lU,v not-E2 
~estroyed or transferred to the Records Center. Program subject to audit, State Auditor's Bulletin No, 69-14. 

Admiriistrators are encouraged to dispose of or transfer records in accord with the Schedule guideline, however, 
disposal is not mandatory and records may be retained in an office longer than specified, providing there isa 
justifiable need and adequate low cost on-site storage is available. Retention periods are miniolum as 
establ ished by the Hashington State Records Committee - See procedures in Section IV of Recoi.:crs Manugement 
Handbook No.2, or contact your Agency o~ Institution Records Officer for proper instructions for revising 
Schedules. 

IJPurging~' ''\</eeding, II or IIscreeningll of ' documents in a Records Series should be heid to a minimum as it is a 
costly procedure. \,Jherein purging is necessary it should be done \-lith great care, lest va"/uilble papers that 
cannot be replaced are destroyed. 

This copy of the Schedule is a working copy for your unit. If any changes, additions or deletions are deemed 
necessary, submit your proposal to the department records office for review and approval by the department 
Internal Records Committee and the Local ~ecords Committee in 01ympi~. I 

For further. explanation or assistance, call the Department Records Officer at 4399 • 
.. 

• , 
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• - -- - -- - - -------- - --
, Index 

No., Record Sovies ~ title 'Location Function-Purpose' Y - ~: 

1 

2 

Gen, Name index Comm. Alpha listing of, 
names appearing , , 
on police reports N 

.... 

Check Point leg book Records Officers notes 
tour of ,duty N 

3 Field Interview Rpts Records Investigative, 
Intelligence ~~ N 

4 

5 

6 

7 

8 

9 

Fingerprint cards 

Latent Fingerprints 

~laster journal 

Tally sheets 

Rm 215 Identification 
of arrested pers N 

Rm 215 Evidence N 

Records Complaints and 
service N 

Records Statistical rec~n 
of crimes and 
calls for set. N 

Misdemeanor citations, Records Arrest record y 

Traffic citations Records Arrest record N 
t 

10 Court Disposition rpt. Records Officers note of t 
arrest disposition N 

i ' 

I origl Location 
Exempt I OPR Datesinclusivcl Copy 'other copy 
Y - N Justif,OFM ! 

Volume Retention RematK~':::~.·;:-~'~~: 
,"', l~ ':' 

I ~}', , .... t." 

Y 

Y 

Y 

Y 

Y 

Y 

N 

Y 

Y 

N 

d,e :OFM 1-1-72 - present: 0 None 

a,d,e OFM - present 0 None 
! , 
! 

d,e,OFM :. present 0 None 

d ~FM 1-1-75.- present 

'd 

d,e 

d,e 

d,e 

I 
" 

I . " , 
I 

rPM 
I 

:1-1-75 

i 

bFM :-
i 

PF~! 

. !OFM 
I 

!OFM 

'- . 

, 

IOFM 1-

'0 None 

present 0 

. ; 
I 

- ,present ! O· 

- present 0 

present i C . 
! 

- present.. C 
! 
I 

i 

present 0 

None 

Rec(/l:ds 

None 

fCourt . 

'.Court 

None 

• \. ~ OJ 
.. 

~ }i~, .. 
""~#l ~" ..... > • 

'e! ; 

6 ltr drwrs 
11,400 5 X 8's - Tr~nsfer crimin~l 

history - destroy 
the 'rest 

1" (100) 

25 records 

1-

- " 

Replace with' 'unit; 
log sheets . . 

Abandon present 

7 yrs Transfer to 
criminal history jkts 

:; years ~ file in dets ' 
wi th IDMO file 

5 years. Reformat, 
copy to dets 

5 yrs . 

3 y1's. 

3 yrs. 

, 
I 

Stop prescnt procedure 
Begin filing wI ease 

\ , , 

.-..... 
-'-<~~,"" ~- .. #.~"'- .. . , 



I 
f 

I 

It ____ _ 

I Index 
~O.I Record Series & title 'Location Function-Purposc,Y - ~ 

I 
I 

11 I Receipt for citation 
book Records Officer signed N 

12 Offense by month index Records Case index by 
month of occur ~ Y 

13 Radio Logs Records Notes or radio 
broadcasts 

14 'Computer audit lists Records Validation of 
entrios in L.E. 
data bases N 

15 Computer transactions Re:cords Listing of 

16 Unit logs sheets 

17 Research files 

18 Case files 

19 Subpoenas 

R~~cords 

Records 

Records 

transactions N 

Notes of officeri 
during shift N 

Radar testing, 
SWAT, Union, Poly 
graph, etc. N 

Investigations Y 
! 
'i 

Records Copy served on 
offic.er N 

-------- ------
I 

Origl Location 
Dates inclusive COPYl'other copy 

Volume Retention Remarks' " 
Exempt. ! OPR 
Y - N Justif' OFM 

N OFM 

I 

._ present I 0 None 
i 

Y d OFM 1-1-12 - present 0 None 1"3X5· 

Y 

Y 

y 

Y 

y 

Y 

N 

d,e 

d,e 

d,e 

d,e 

h,i 

l 

I 
ClFM 

:OFM 
: 
! 

I 
i 
! 

,'. . " 

:OFM ,-

. 
I 

j1-1-68 :OFM 
I 

- present C Commun. 

! 
present: C Computer 

centers 

- present C " , . 

-.present o None 

- present Orig None 
I ' I 

a,b,d,e OFM.1-1-68 - present 
I 

Orig' Detec1dves :, I. 
, (13-13-15) 8 file ~rkrs 

:OFM !_ , present I Copy None· 

3 yrs. 

Destroy, Replac:e with 
copy of new event care 

Discontinue & store 
replace wit.h reformat 

Destroy on receipt of 
next listing 

Destroy on recfdpt,.·6f 
next listing 

1 yr. 

1 yr. 

7 yrs. Move all origs 
to records(2 yrs (mly) 
store the rest 

1 yr. 



-~-----------------
I Index 

No. I Record Series r, title 'Location Function-Purposc' Y ~. 
I 

20 ?ul"chase orders, bil h 
paid, invoices, vou-
chers, contracts Records Financial .;.. N 

21 Officers fireans 
scores Records Results - scores N 

22 Dept. correspondence Records Letters to and I 

from re dept. 
matters Y 

23 Co~respondence index Records Index of ltrs N 

24 Files on officers 
commissions 

25 Crime by type index 

26: Crime cleared index 

27 Crime statistics 

28 Training and reference 
manuals 

Records Listing of com­
missioned and 
decommissioned 
officers N 

Records Case listing 
by category Y 

Records Index of solved 
, crimes 

i 
i 

Y 

Records U.C.R. & other 
statistical rpt~ N 

Records Operations .. N 
i 

Exempt, I OPR 
Y - N Justif: ()FM 

N 

Y 

Y 

Y 

b 

, 

OPR 

.OFM 

I 
I 
I , 

a,b,d,~ 
e,f, i OFM , 

I 

i 
"" ~OFM 

· I • 

I 
Origr Lotation 

Dates inclusive Copyl'other copy 

1-1-67 - present C Unk 

, - - present, 0 None 

- present C 

present 0 None 

. , 

N 10PR i - ! 

• present: 0 :Non~ 
I ' 

I 
i 
I 

I I 

Volume 

Y d.e 
I . 
10FM i ·10-1-7~-present o : None ; 1" 3X5 . 
i 

I 

Y d,e - 10FM: 10-1-75-present- 0', ~one 
t : J . . 
· N iOFM j 1-1-72 present 1 C i U•C•R• 

N · OFM . 1-1-70 present;, C 

Retention Remarks 

r; •. . ,' 

Transfer to sec. 

3 yrs. ~faintain with 
training records whi1j 
officer is employed 

2 yrs. Trans to sec. 

" " " 
stop maintaining 
File by date & subj 

7 yrs. Trans to pel's 
onne1 records. Maintail 
while employed. 

Destroy, replace with 
new event ca-rd 

" " - " 

5 years 

1 yr & review 
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t 
~ 
~. 

I 

I 
: 

i 
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--------------------
~o. 

I Index 
Record Series a title :Location Function-PurposC: Y - ~: 

29 Payroll, sick time 
and timekeeping 

30 Towing contracts 

31 Property control 
form, No journal # 

32 

33 

34· 

3S 

36 

Found property log 

Name index of cases 

Case files 

Identification photo!. 
and negatives 

Data base entries 

, 

Records Financial & Ad-. 
ministrative N 

Records Financial N 

Records Listing of Prop 
seized N' 

Records Listing of: N 

Oet's . ,··Listing of names 
appearing in re~ 
ports on file N 

Det's Crime and other! 
investigations Y 

Oet's Arrested persons Y 

Det's 
. i 

Computer entr1es 
of persons, pro~ N ,~, 

I 

37 Garage recap (crimes) Det~s Summary of crime 
in garage N 

Volume 
Exempt. I aPR 
Y - N Justif! OFM 

Dates inclusivel 
I 

Origl Location 
Copyl'other copy 

Y 

N 

Y 

N 

Y 

Y 

Y 

Y 

Y 

b 

d,e 

d,e i 
I 
I 

b.d.e I 
I 

a,d 

d,e, 

d 

I 
I 

I 

! 

I , 
aPR' - - present: 0 

OPR - .present. 0 

OPR present: C Property rrn. 

, 
OPR - present C Property room 

o 

OFMI 1-1-72 - presenti 
I 

t 

I 
• i 

OFMj 1-1-73 ~ presentl 

I 
OFMi -

I 

I 

I 
l 

- present! 
I 

I 
i 

OFMI 11-1-74 - present 

o None 12" 3XS . 

C O'~ig in records 
~ 

o : None 

o .. .case files 
I 

OFMi - present 0 None 

P.etention Remarks'" 

7 yrs. Transfer to 
secretary_ 

7 yrs. 

,~ 

7 yrs. require Jour­
number and file as 

case report 

Discontinue - Use 
'PCl\1 

3 yrs. Move to record 
and merge with name 
index. 

1 yr. Move to records 
pl'ohibi t further 

storage 

Move to records, re­
place with IDMO files 

7 yrs _ file with 
. :case. No other copy 

3 yrs. Expand to incl 
proper:::': M.O., deck. 



_.!!!Ii ___________ .....-____ ---______ ~_ 

l 
i 

I 
I 
I 

I 

1 
1 

.. - - --
I , Index 

Record Series F. title Location Function~Purpos(· Y - ~: ~o. I 

38 Jnte:rnal Investigations Det' s Emp19yee invest. N ~ 

39 Background investi-·­
gations 

40 Personnel records 

41 Roladex name file 

Chief 

Chief 

Comm 

.;. 

" " N 

Criminal Hist 

, 
.;.. y 

N 

42 Impound Vehicle file Comm Listing of autos 

43 Master Journal 

44 Teletype log 

4S Garage inventory 

46 Correspondence 

47 Case reports 

·48-·Log· of case-reports 

49 Statistical reports 

in impound N 

Comm Complaints ser-
viced by dept. N, 

Comm Listing of mes­
sages over L.E., 
teletype net. ! N 

Comm Listing of cars' 
parked overnight N 

MarTerm Normal duty re-, 
lated letters, 
memos & rec. N 

MarTerm Investigations y 

Mar Term Listing of re- i -- - .­

ports completed: y 

MarTerm Statistical re-, 
cap of work N 

- --
Exempt. I OPR 
Y - N Justif nF~ 

-
Dates 

y b.d.e ,OFM -

y 

y 

OFM 

OPR 

- - - - - -. - - .--~--', 
I 

Orig! Location Volume Retention Remarks. ",' -
inclusive Copyl' other copy . :: \~t~' ~~-

, , , , 

- present: 0; None 

~ presen~ 0 None 

~ present 0 None 

1 file drawer 

2 file drawers 

7 yrs. and while pers 
is still employed 

" " " 
.~ 

n " 
y 

b 

b 

d OFM 1-1-72 ~ present\ 0 none 
I 

3" 3X5 cards Destroy, do not " r,ep. 

N 

y 

y 

y 

y 

y 

y 

N 

d,e 

d, 

OFM 

,OFM -

I ' 
I OFM.~ 
I , 
i 
i OFM; 
• i 
i , 
i 

a,b,d,;~·. 
e,h \ OFM . -

I ' 
I 

d,e . i OFM -. 
I 

- I 

d,e ! OFM ; -

I ; 

~ OFM : -

i 

current o none 

• 1. 

. " 
- present 0 Records 

- present; 
: , 

, \ 
, I 

":' present) 
! , 
I 
I 
I 

I 

o i Olympia 

: 

C i Garage 
t 

, 
- present; C 

"'~11 \ 

- pr'esent i 
~ ~ 

C ! Records 
, 

-j 
- present I, .0 . I 1 None 

! 

I !. 
• present, C ~ Records 

.1 , 

clip board 

-. 

- I 

1 day & periodiC rev. 

Reformat; copies to' 
records & Oet's • 

30 days, .per rev. 

1 day. per reV 

2 Yrs. 

1 yr. per. rev. 

2 yrs. per rev. 

2 yrs. 
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~ 

. J ., 

t-
I 

I 

I 

~ ~ ~ ... ~ .... - - - - - - - - -
I Index· Exempt. OPR' Dates inclusive CoPY' other copy. '. :::,:' 

. . I Orig Location Volume Retention Remarks' ~~-: 

HV' :;.' Record Series & title 'Location Function-Purpo5~lY N Y - N Justif OAM No. I ! 
I I 

I 

50 

51 

52 

S3 

54 

55 

S6 

Hazard reports 

FIR file. 

False alarm log 

Criminal history 
jacket 

Master name index 

(a) Crim History 

(~) Event card 

(c) Location ca~d 

Cd) Crime type card 

Stolen proper'ty type 

Criminal history re­
cords request 

• 
N-E-W .- P-I-t·-B-S i' 

i 

Records Officers ~,sault-
ed N 

Det's Inv. Intellige 

: Comm Record of all 
:false alarms 

Records Arrests 

N" 
I 

N 

Y 

i 
I 

. Records Card w/ arrests I Y 
I 

. Records: Event index by I y 
name 

! . 
Records Event index by ; 

I : ; 

I i 
location ! Y ,. 

I 
EVent indexed b~ : Records, 

!.j . I 
Records' 

! • f 
, 

Records 

crime type I Y 

Stolen property, 
index by propert~ .. ' 
type (unserialed~ N 

i 
Listing (alpha)'! 
of requests for ! 
criminal histori N 

I . 

. . 

Y 

Y· 

Y 

Y 

. I Y 

Y 

Y 

, 
I 'Y 

" 
.-1 ... 

! Y 
i 

Y 

! . 
I 

d,e ,OFM 
! 
i , 

" d,e, !OFM 
I 
I , 

, d,e !OFM 

I 

i 
t 

d,e 
I , 

'!orn · !. 

I 
I · . .. " • , 

j d.e OFM 

'0 
, 

! 
" 0 

I 
! 
I 0 
I 
I 

!. 0 
I 
I 

• ! ' 

\ 

None 

I None 
! 

t 

• 

None 

~None 

I 

! 

. 1 yr. Retain while entry 
:remains in SeaKing 

," 
6 Mos & periodic review. 

!File with lOMO 

:Reduce alarm problem 

i7 
I yrs • 

"I. 
.1 0 
, i , 

I 

\7 

INone 
l • 

i 

~+ 
i 

".! 
! ., 

• i , 
I , 
i ... , 

•. 1 
! 

d,e OFM I 
I 

I 
d,e OFM i · 

o iNone 
I 
I I . 

d,e, OFM!i.. . 10 ;None ,", I I . <. ,., 
~ . i t 

yrs 

l2 yrs. 

2 ~s. 
I ' . .. 

I , : 

,.: .::.\. " 'j" ~~. :~ .. ~. .;'.' -[.: ,'-.. • - .. ~. " . ~ ". I. _ .... 
d,.e' I,OFM ," .,.. .. ~ ~:, .~. '.! .0 -,None: .. ,~~. ,;: . '.'-:.'.- 1,3'·Yr. ~~... ': :::-. I' ,!.; . . . 
'.'. .'.1 .',1 '. ';' .' I .' t · .. ·1· . 11' I ,'~ 

. . r .' I • ; i • 
d,e ..... 'OFM" \.\ 0 

I
, r ' .. ( • 

. r 

,None ::1 yro. " 
\ 

" 

~'--'-' --.. ---.~ ., . I 
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FORMS USED BY THE DEPARTMENT 
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1 
I 
I 
I 
I 
I., 
I 
I 

I 
'I 
I 
~I 
;1 
Iii 

1. Officer~s report 

2. Intelligence report 

3. Bomb Threat 

4. Fraudulent check statement 

s. Miscellaneous report 

6. .Impounded vehicle inventory 

7. Vehicle report 

8. Offense and/or arrest report 

9. Suspect physical description sheet 

10. Uniform Police Traffic Collision Report 

11. Property control form 

12. Found property log 

13. Followup report 

14. Missing person report 

15. Personal property form 

16. Alcoholic influence report 

17. Report of refusal to submit to breath test, Initiative 242 

18. Explanation and waiver of constitutional rights 

19. Arrest and interview log 

20. Person investigated report 

21. Lined statement 

22. Unlined statement 

23. Continuation sheet 

24. Laboratory analysis request 

25. Agreement to produce child 
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I 
I 
I 
I 

I 
:1 
~I 
I 
~I 
·1 
I 
I 
I 
I 
I 
I 

26. Property damage report 

27. Criminal arrest log 

28. SeaKing warrant service tabl.l~ation 
.' ,,..,.... ' 

29. Stolen vehicle entry format 

30. Unit log 

31. Impending impound notice 

32. Master journal 

33. Tally sheet for crime reports 

34. Field Interrogation Report 

35. General nam~ index card 

36. Face sheet for case presentation 

37. C~urt trial disposition 

38. Person entry fO'.I."ffi~~t 

39. Radio log 

40. Corresponuence index form 

41. Washington State Identification Section, Dispositi~TI of arrest 
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I 
!I , 
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:1 
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;1 
I 
:1 

il 
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COMPLA I HANT: 

[lATE: 

NAME 

lit. ,jla 

ADDRESS 

Rt.cE/8E,qOOB 

HEIGHT/WEIGHT 

E'lES 
I 

HAIR 

C()HPLE l( I ON 

a£ARO/MARI<S 

NATIV I TV 

OCCUPATION 

DRE8S 

SU8PECT OR 
WANTED 

MA~KE/Y£AR 

TVPE 

tllLOR 

LICfSTATE 

DETAILSI 

. 

. - .,,~ 

0,.,., CEA \.,.i 

TIME I 

-------

c> 

PORT OF SEATTLE POLICE DEPARTMENT 
INTELLIGEI~CE REPORT 

,..OCATlON: 

ADDRESS: 

-. -IOF"ICER\6} A661GNEI : 

-SUSPECT NO. I SUSPECT NO ... 

- -

-

, 

80IPfCT "tinct'£"" Net i SU6R:CT VEHIct.E NO. c:; . ~ 

I 

. 

I ,~" . 
... 

,,"0: 

--PHONE : 

ISHI.-n 

.-

-. ------.. -_.--

, 

. 
" ..... '''·~''''f i 
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'1 
I 
-I 
I 

".1 
:1 
-t 

• Case NO.: __________ __ 

Call Rec'd by ----Date: Phone: ____________ __ 

Time-: 
complainant: ____ ~" _________________________ _ 

Address: 

Record the exact language of the THREAT 
------------~-------------------

Keep caller on Phone - ASK 

What time it is set for Where is it located --------------- -----------------What kind of bomb ____________________ Why ar~ you doing this __________________ _ 

Who are" you __ " _________________ _ 

Voice on _the Phone: Man~_\'ioman ___ Chi1d ___ 1>-ge ___ Intoxicated_Accent ___ , 

Speech Impediment Other ---------------------------
Background ~:oise: Airplane _____ Traffic _____ Xachines _____ Typing _____ Music ______ _ 

Children Talk -------
Airline 
Flight ~ ---­
Location -:'Gat-e ~", 

Inbound: No. Passengers: 1\-1: __ _ 
Outbound: No. Crew: -----~1\-3: 

__ --.:.:----A'/C Type:--------~uel: AIC No. -

Officer's ir..nediately Notified and Dispa:ch:d: ________ _ 

---------
Name 

POS Ooerations ••••• 5229 
----- pos Fire Dept •••••• 5380 -----------~i~!~:c~~;~c~ 
----- Tracon ••••••••••••• 5206 Mr. Robertson Ch 2~672i' 
____ FAA Corom. Ctr •• 767-2601) 

FBI •.••••••••.. Ma2-C16Q 
-Mr. Stokes Hu 2-1399 ----------

---- -POS Pr ••••••••••••• 5386 ----
Aircraft moved to: Passengers unloaded at: 

-----Onboard bags checke-d,-a-t~'~:~·----~prechecked bags checked~a~t-:-------------------
--Disposition of mail: Cargo Checked at: 
--Aircraft cleared at: FBI Arrived at: ----------

SPD Bomb Squad 

SPD Bomb Squad, General Assignment 
---Name: 

Day - 583-2312 Night - 583-2250 
or 583-231S 

,,- -Area Location of Bomb: _________________ _ 
-. -Area cleared: 
----Bomb sauad arrived: 
---Bomb unarmed at: Explosion: 
-----~ulance Ea. 2-033~O~---------------------,No: -A~rr-L~-v-e-d~~ __________ ---

R N DOB U ame: ______________________________________ ~ ; ____________ __ 

S Address: __________________________________________________________ __ 

~ Information: 
C Released at: _____________________________ warrant Ho.: .-
T -----------------

,---~--~------------------------------------------------------------------
COMMENTS 

------------------------------------------------------------------------
". 

'lime Spent: ___ I,nv!!!ltigating officer ________ ...;Approving Of ficer _______ _ 

03/24/75 R."1S 

• I 
·1 

I 

I 

"I 



I SEA- TAC INTERNATIONAL AIRPORT 

I AIRPORT POLICE DEPARTMENT Case No. ____ _ 

Fraudulent C:heck Statement Date _______ _ 

'ictim. ______________ ~Business Addres s __________ Bus. Phone ___ _ 

leported BY ___ ....,-________ Home Addres s ____________ ~Home Phone ___ _ 

,ame of Person Accepting Check _________________ Position or Title ______ __ 

'~ome Address _______________________________________ Home Phone _____ __ 

late &: Time Check Rec1d. __________ Reason Bank Returned Check. __________ _ 

iescribe Check: Personal __ Company __ Counter_Payroll~ank Draft __ Other __ _ 

~ank ___________ Branch ___________ Date _______ NO. ______ _ 

lay To: _______________ EndQ~..s¢d BY: __________________ _ 

'igned By Address ... · ____________ Phone ______ _ 

~ompany Address_-_________________ Phone ___________ __ 

'. (To be filled in only if company check) 
: .mount $ Merchandise Obtained $ Cash $ Others ____ _ 
'. ------ ------ S·) (Rent or erVlces 

------------ ----------- -----------, fescripti,on of Passer: Na,me Address Phone 

Race Sex Age ___ Height ____ Weight ____ Hair Eyes _____ _ 

• ~arks, Scars, Defects, Glasses _____________________________________ _ 

: Make of Car Lic. No. C61.or Driver's Lic. # 

L -------- 4'---- -(S-i-g-n-if-y-S-ta-t-e-) 
. hatIde~ificationSho~~ ___________________________ ~-----~----

Other Identification or Information 

i~ (Can/Cannot) identi~the passer~~~~~~~~ ________________________ ~----~ 
. Known to me personally - as customer/other 

; I (Did/Did Not) wjtnes s the signature of this check. 

I certify that at the time I accepted this check that I did not enter into a written or verbal 

t greement to hold this check until a given time when there would be sufficient funds in the 
ank, nor did I accept this check as being post dated. The merchandise or cash which the 

l
asser received was given by me in exchange for this check, and' in reliance on its validity. 
agree to assist in the prosecution of the case if, and when I am called upon to do so. This 

'nformation is true and correct to the best of my knowledge. 

;tignature of Person Accepting Check ____________________ Title ______ _ . 
i [~ignature of Person Submitting Check to Bank Title _______ _ 
, I ----------------------

~ SignatuJ'e of Manager or Owner ____________________ ~Title. _________ -



I 
I 
I 
I 
I 
I 
I 
I 
I 

'I 
I. 
I 

I 
I 
I 
I 
I 
I 

COMPLAINT: 

COMPLAINANT: 

DATE: ,t TIME: 

DETAILS: 

OFFICER(S): 

-

SEA-TAC INTERNATIONAL AIRPORT 
AIRPOR T POLICE DEPARTMENT 

MISCELLANEOUS REPORT 

LOCATION: 

ADDRESS: 

I OFFICER(S) ASSIGNED: 

. -

-

I APPROVED: 

NO: 

PHONE: 

SHIFT: 

, 

_, TIME SPENT: 

- - - -



I 
I 
1 

VEHICLE l'lAKE 

PORT OF SEATTLE POLICE DEPARTMENT 
IMPOUND VEHICLE INVENTORY 

LICENSE NO. & STATE 

DATE TIME (HOURS) 

IMPOUND NO. 

- CASE NO. 

==========================~==============================---= . 
ENTORY ITEHS OF SIGNIFICAN'l' VALUE: ARE LIS'l'ED BELOI'l 0 \'1ERE NO'l' FOUND 0 
.en listing itcms below, describe any damaged condition. Do not list ordinary vehicle tools; 
r exrumple, jacks, tire irons, etc.) 

I 
-1------,-----

!I 
I 
I 

... 

I 
II COHPANY rr,OW DRIVER'S SIGNATURE 

]li'ICER 'S SIGNA::rURE SERIAL NO. I OFFICER • S SI'GNATURE SERIAL NO. 

I 
I 
I 

------ - -----



I 
I 
I 

, 
SEA-TAC INTERNATIONAL AIRPORT 

AIRPORT POLICE DEPARTMENT 

VEHICLE REPORT 

THEFT 0 I LOCATE 0 I RECOVERY o IIMPOUND 
0 .... & ..... \AUl"Q TH .. "\'.;,U .. C;;I.. .. "'y ... "AU',.li:yc: •• OATIE.TINIO: l'lIEPOftTIi:O 

OAT".T'M" 0" THa .. T.~lI;covafllv.I ..... OUHD DAY Oil' wa.K I CCH.u. 

0 

I 
4001'1""' 01" oecu",."HC," .. QCATIOM 1.,'"a&T.QA""Q ... eTC.' 

II& ... OH .... ,oO .. TI,..a 

I ~&GI~T&"'.O 0,",,,,1;,, 

aU.IHI:" "OO"it"'" 

11.10"'" O"NII" 0'"' ""lEN HO"'OIl: .. 

, ... u .... O WITH 

V&HICI." ""KII I ' -
tOtoN 

-
IloaNTII"YIN. C:H""ACT."I"TI~O m"' ... A.It,"-.CI/II .. aQUI" .... "'T •• TC •• 

ADO .. a •• 

ADD ..... 

AOO"'I:" 

111616" HuMd" 

C"'IE NO. 

,"'''OU .. O "0. 

"UTO THa"T "0. 

ft .... ,.,..O ... IE 

..... ,.NONIE 

O .. TIE. TIMI: 

,.HON& 

.. HONII; 

LICI: .... " ... U .... i> .. 

~.,UO ... " ...... TI:O ... ""' •• CH""' ..... /A HU ... II:,. ANO/O'" ........ CT .... " ........ OO ..... I: •• O&.C .. ' .. TIO ..... CHO.L. "TTI:NO' 

" • .. 
PI 

z 
!l 

Iii I; --------------------------------------------------------

;I-------~----------------------------------------------------------

I 

""Ii: "1t:1U /:IJ;LI",OU,x .. T 
1104 "A'l'NE""" 

STATEMEH'r OF Pt:~SOH REPORTING; 

"". K.Y IN 
.WlTCH 

.VIOENCE "0. 

IIIKE'I' 
,..1£1£0£0 

.. THI U"DI!P~tr.HJ<l', MJ!Rf.IY J)Et~'\~~ THIS 70 IE A TRUE ANI) CORRECT REI"ORTI I DID NOT GIVE ANYONE I"ERItIISSIOH TO 

TAU OR UJ3 THI! PI!S<:IUUl\ VEHlCLE, • AM. THE OWliER OR PERSON WHO .WAS LEGALLY IN POSSESSION OF THE DESCRIBED 

YrHICLr, ~NP i ~"'L T~STH"'t IN COUIlT. UtU)I!R OATH, TO THE 'ACTS HER!'N •• UNDERstAND THAT' MAY IE CHARGED WITH 

VIOLATION 01' /l!t;W 7 • .,.0.0, "Oln"UCTlHIi JU$TICI!" IV "LING A 'ALSI! RE'ORT. 

0"' •• YI .... 

11:1 .. '"1"001 
UN 1.0 CI'(IIi:D 

V H'CL& TO"ED ""'0'" 

... .: v I" 

.... 'TCH 

, .14NATU .. 1IC 01" 
"E".ON .... TG. 

_ f ~:IPPIIO 

C"OUIIO ,.01.. COIL 
,nflllt' .IuwPI: .. 

COA_T .. O 

NO ''1'14'''' 
KI:'I' ON 
VEHICLE 

H ..... 

OT"I:IIII 

TOWI,.." COWPAN\' 

HHS. 

OUT O~ TOWN OWNeR 

M"II. NOTICE _____ 

.... ""'1..5 

.... __________ ~~ ____________ .. ______ ~ ____________ ~----------------.. ----Na~------------------L.-c~.~~~I.~C~O~L~I.:E~C~T~;;~; -OLe 1'0'" INVESTIGATION 
"HD "1:1.1:", ...... 

"IU .. /Ilo 

".".ON 1"0" 
I,..V •• TII:I .. TaON 

.... 11: KIEPI,..G 
OHio\' rJ 



R RECORDS BUREAU ONLY : 

ST AT5 0 FJI 0 PORT OF SEATTLE POLICE DEPARTMENT 
T5. 0 COURT 0 
P 0 FILE 0 CII,SE NUMBER 
S 0 OTHER 0 . 

M·I A 0 DATE-TIME REPORTED 19, 
IE 

V 
FA 

= OFFENSE REPORT OFFENSE AND ARREST ARREST REPORT I "VPE OF OFFENSE TYPE OF OFFENSE WITH ARRElI"T CRIME ARRESTED FOR 

I "bATE - TIME OF OFFENSE AND/OR ARREST 

LOCATION OF OFFENSE ANDIOR ARREST 

I 
.... 
Vh>TIM NO.1 'Lost-Flrat-Mlddle' FIRM NAME IF BUSINESS 

ADDRESS OF VICTIM 

I PERSON REPORTING ,Last - Firat - Middle' 

WITNESS NO. 1 (Last - First - Middle' 

, I SOSPECT NO.1 II-ost - First - Middle' 

a/A OR ORDINANCE CITATION NO. 

I RACE - SEX - AGE D-().B 

FOR DIRECT BOOKINGS AND 

ORO. CITATIONS-INDICATE­

HEIGHT 

1 
CL01'HING 

(11 ADDITIONAL VICTIMS. 
(2) ADDITIO'NAL WITNESSES. 
13, ADDITIONAL SUSPECTS. 

T 14) PROPERTY TAKEN. SHOWING SERIAl NUMBERS, IDENTr.FYING 
MARKS, AND VALUE OF EACH, 

(5) VEHICLE USED BY SUSPECT AND DISPOSITION. I 
E 16) PHYSICAL EVIDENCE, WHERE FOUND, BY WHOM AND 

DISPOSITION. 

OCCURRED. 

UNIT FILE IIIUMBEii 
I 

CENSUS TRACT EviDENCE NUMBER 

OCCUPATION RACE - SEX - AGE 

RES. PHONE BUS. PHONE 

ADDRESS RES. PHONE 

ADDRESS RES. PHONE 

ADDRESS SCHOOL ATTENOS 

ORDINANCE NO. CHARGE BAIL 

OCCUPATION 

- (B)1'ROPERTY DAMAGED - DESCRIIIE DAMAGE AND INDICATE AMOUNT OF LOSS. 
19, PREMISE - OR VEHICLE OF VICTIM AND WHERE PARKED. 

110' DESCRIBE ENTRY-WHERE AND HOW, AND TOOL USED (For burglary and larcony 
car prowl reports). 

111, RECONSTRUCT INCIDENT. 
(121 TIME AND LOCATION WtlERE VICTIMS AND WITNESSES MAY BE CONTACTED 

LAT!!R, BY FOLLOW-UP INVEST1GATORS. 
1131 PARENT'S OR GUARDIAN'S NAME .. ADORESS, AND PHONE NUMBER (If 

Juvenile I.' plsced In datention'. 'I M (7) VICTIM'S INJURIES, AND WHERE MEDICAL EXAM 

=9=================================== 

I~-t-------'-----'----------

I 
I --

1 -

I . 

I , 

I 114, Was thore ANY <let of phYlilcal opposition or aggre .. lon .ttempted Ot achieved against officers? DNo DYES 
DETS PREC. ( CT. UNIT 10 JAIL WOMEN JUV. OTHER I INVESTIGATING OFFICER SERIAL UNIT INVESTIGAT,ING OFFICER SERIAL UNIT I APPROVING OFFICER 



I 
I 

SEA-TAC INTERNATIONAL AIRPORT 

AIRPORT POLICE 

Suspect Physical Description Sheet 

Type of Crime __________________________ Case No. ______ _ 
~ocation: __________________________________________________________________________ _ 

-.rame of business or victim. Date '------------------------------- ----------------
FiU in all items listed - if not known so state 

l.ace: ______ SeX ___ Age: ___ yrs. Height:., ____ Weight: ____ ,_Build: _______ _ 

Hail' Color Head: Hands: Arms: ------ ----------
~air Style -- Straight ":Navy Curly LOr;lg Crewcut __ Bald.-p .. eceding_ 
.yes ------- Color Describe Unknown 

Eyebrows --- Color ________ Describe _________________ _ Unknown 
~ose -- _____ Describe ___________________________________ ~ 
Iblasses-----Describe ____________________________________________ Unknown 

Unknown 

Mouth ------Narrow Broad Thin-lipped Other -----------------------~eeth ------Describe Other ____________________ _ 
~hin -------Narrow Broad Protruding Cleft ___ Square_Other ___ _ 
Ears -------Large Small Close to head Pointed Round Other 

lI:;omplexion -Clear ___ Pimpled __ Pock-marked __ Freckled_Suntannedyuddy_Othe-r---
~ead -------Round ___ Long____.Thin ____ Other _______________________________ _ 

(

eadgear ---Describe Color 
oat -------Describe Color --------------------hirt -------Describe Color -------------------

E
ie --.:.-----Describe Color 
ants ------Describe Color -------------------, hoes - - - - - -Describe Color -----------------Weneral appearance -- Well groomed Sloppy Unkempt Clean Shaven Other 

.oice ------Lisp_Noticeable accent __ Guttural High pitched_Normal 'Other_-___ _ 
Travel direction from scene On foot Vehicle Direction --- --- ---------~-----------------lIfehicle -- Make Style Color ______ License # _________ _ 

• License - State Other marks of I. D"'f .... on vehicle ____________ _ 
. Weapon held in which hand? -- Right Left Revolver Automatic Not .seen ____ _ 
'. Short Bar rel Long Barrel -- Color Other ___ . ________________ __ 
• "urther description of weapon ------------------------------------------------
.,ther descriptive remarks of suspect: Physical defects, Watch, Ring, Limp, Eyes glazed, 
Itdor, composure, etc. ___________________________________________________ -----

I . 
I have read the above descrip~ion given by x:ne and find it to be true and correct. 
~itness Signature: _____________________________________________________________ _ 

.ome Address: City:. ____ -.... ________ -
Home Phone Number: Business Phone Number: ----------------------tU8iness Address: City: _____________ _ 

OFFICER: _______________________ ----:Shift: ______ _ 

I 



~({j-( n r- r r I SIDE 1: BEGIN REPORT ON.THIS SIDE. ANSWER ALL QUESTIONS TO I Nt;. u __ _ 

IS NOT AVAILABLE TO ANSWER A QUESTION, MARK' I 

. STATE OF VVASHINGTONPAGE OF NO . 
POLICE COIoIPLAINT NUMOER 

UNIFORM POLICE TRAFFIC COLLISION REPORT 
r~ DATI: OF COl.LISION DAY r~ COl.l.ISION J TIME COUNTY Na. ICITY NO SPR -~I ".0. DA'f V 11. 7 rUNt~ L12ru.J3rOl4n~IF RI HSATI rUSE 2400 HOURI ~ t---+.=~:-::1~==:_T"ru:;;;:~I=;::;=,.,.:;:~=:;_"F.g:;;:~_::~,;=,;,::::,~;;;! 
• COUNT'( '-, ----+-.J,:O:::::-lS1 ..... TE ROUTE OCOUNTY ROAD 0 CITY STREET 0 AOM.CLSf P'AEFIX ROUTE OR STREET CODE SECTION 

o OTHEfl (SPECIFY) ~ I 
~----------------~~~-------------~~~~~~------~~~---r.~=~ 

, 

N SEW 0 IN CITV OR TOWN u.s PREFIXI~o. MILE POST 

. MILES 0 0 0 0 0 OF .. -_. _.. ~ .-. ~ I 
:,
A 

0 N ""'ME a. NO. OF STREET OR HIGHWAY rNTERSECTING WITH:STHEETORROAt *t---+';R"':A':'M::P:--lt...T rD~IA:-;G""R.,A"'M+-.D""A""TI'T"A.-----

!NON INTERS1!CTION ACCIDENT Nfl HaN I(·RO INTERSECTING STReET OR ROAD OR 
MILEACE INTER CLS. REFERENCE CROSS STREET OR ROAD 

N. IlETWEeN STREET .... NO STREET CODE 
_ PISTANCC~"ECTI0~FROMREFER~E~N~C~E~0~R~C~R~06SS~S~T~R~E~E~T~--------------~~~-+-HU~~~~~~L~:~~.\~~S~S~P~E~C~IA~L~C~O~O~,N~G~u~s~e------------------------'~ 

UI'EI'T 00 0 0 OF __ . ___ ....!-__ -L.. __ -l-~::---__ --y--__::'~=_:__-_I I 
OMIl.ES 1'1 sew 

cot.LlSlQH rNVot.Wi1.): 0 VEHIClE-veHICLE 0 VEHICLE-BICYCl.e 0 OTHER (WRITE) 0 HIT a. RUN -NO. KI~~~~RlTY 
TOTAL NO. I I OVEHICl.e-OBJeCT 0 VEtI'lCI.E-RR TRAIN '" •••••• _ 0 STOLEN VEHICLE _~O. INJUnED 

JVEHICLES OVEHIClE-PEDESTF1IAN 0 NON·-COl.LISION 0 HAZARDOUS "'ATE RIAL ~ __ ~ __ 0 PROPERTY DAMAGe ONl. v 

~f~ 
I 

I'i 

IN . PA SEW OF 
OBJECT STIWCK !NAME OF OBJECT STRUCK AND OWNERS NAME) II LOCATION OF OBJECT STRUCK JEST. DAMAGE 

DROADWAY FEET 0000 RD. EDGE $ 
DRIVERS NAME-LAST FIRST "'IDO!.E 

STREET J".llORESS 

hC~IT;V~-------------------~S';TA~TE~------~Z~I~P~C~O~D~E~--~-~P~H~ON~ 

DRIVERS NAME-LAST FIRST MI:lOLE IIF P'EOESTRIAN CHEC)()O 
0 __ 
R 
I 
V 
E 
R 

STREET ADDRESS 

CIT V ..• STATE ZII'CODE PHONE NO. 

N 
o. 

DRIVERS LICENSE NO. 

I ST .... TE _\SEX JD"TE10F BIRITH DRIVERS LICENSE NO. ST .... TE I SEX I DATE 01: (HRTH 
MO. DAV YR. N . MO. I DAV IVR 

~.~~~~~~~~~~~----~--~--~~~,~ ORIVERSOC!CUPATIONIIFIRM NAME PHONE NO. DRIVERS OCCUPATION I FIRM NAMe PHONE NO • 

. 1 2 -
I--- ~ 

., t-C-::-:O:-:D=E:-:S:--':"""1>tr:-'(3::':)--;~::;~J7.~"'SR~S V;;---T"" ~'4':--S-E-A-T-S-!.-I.-,---_r: 1'-5:'""' E-J-e-c-T-�O-N----i t--C--O-D-E---':-S-""">lr-(3-)"'~':":NI."'='J;''-:'SR;:'S y~---.. T'I-.4-' -S-E-A-T-B-E-l.-T----!---.r-'-S-, E-J-e-C-T-IO-.-Ij-_-_-_--I 

'I .... ~'TJ~~lr.°F ~N~0~~lsOF · 1---f.~:;;!e;:M::o::::v~e==o::--------------------------II--!-;R;.;E;,M:;,Of!:V;.;:,;:EO;,;--..:.------------------------4 
f!Q.M SCENE OY: TO FROM SCENE SY- TO T \lEH. YEAJMAKEIDODOE-CH EV.l MODeLIO;. liT -NOV A'rTV Le 12 OR .-CONV.) r-;;-r.V':'ie~H:;.:.;::Vi:e::;A~Ri:!i':';A;-:K:;-:E"'("'D'"O"'O"'G:::E---::C"'H:::E"'V~. r:M'l':O:::D:::E;:':L~I"'D:'::A:::;R:-:;T,..-"':N:-;:O:,-V~A:"lTr:::S';T::Y_':"'l.:::'E~12=-=D-::R:-.--:C::-:O::-:N~V"'."" -I 

I "r ............. ·r .... " NO. ".,. r''''",~'''NTTA " ~ vo •. '0'"' I"~ '"'' NO. "." " .. OC'"' .... " NO "An 

• ~ ~'.,c~ ,~,.""~'.ON NUM". r~"" - ~ ".'''''O'N''''~''.N NU"". I~"" 

I
E REGISTERED OWHER- l.AST FIRST MIDDLE E REGISTERED OWNER-l.A!OT • _ .FIRST '" __ MIDDLE 

N' N 
. O. I"UDRESS OF O..w.ER o· ADDRESS OF OWNER .' "U> _i. .••••• 

:~i; 

r 

I 
I 

2 
NAME. _u Ac4:.i1;;;E-.;SS;;-;;O:;;F;-;I~N;.;S .. U;:;R-:A .. N"'C:cE"'C"'O::-."'O:;;R .. A::'Cl=EN=T-~ ··'---------+---l~N-::A-:"':-::c,..A':'N=D-:A;;O:;;D:;;n;;CE~SS;;;-:O:;:f';:'7.IN;;;S;;U';;R;O:A::;N;;;C:;;E:;':C;::O;:;.-:O;:~fI;;-:A~G~E,.N~T:--------------...j 
: 

~" .. 
r
CITATION NO. I ENFORCEMENT I CHARGE •• , . • ••.• ICITATION NO. 

ACTION I 
~~.~---------------------------~--------~~-------~---------r-----r----,-----~~.---r--~---

NAME. ADDRESS & INJURIES OF PERSONS INVOLVED CODES , _ 'Z :) " 5 

SEX AGE STATUSI''''NvO~I1·I~as'¥. c\!l1is1iiEt.;: EJECT 

o C NAME: 

C 1-o00R£SS: 
U . NATUReDF 
_p INJUnl!:S 

lREMOVEO FROM 
/SCENE BY 

I A ·fN~A:N~E~ _______________________________________________________________________ ~ 

·N. 

/rEMOVED FRO'" 
SCENE BY: 

I 

: T~ ~ ADDRC:JS: 

. S:' ::'~~~~ES?F 
. ·I.;~~· 

TO -
. 

TO 

. rf HAM£: 

WEMOVEO FROM 
SCENE pv· TO 

I I I I- . I I I I I 
,'''.1.'' ADDResS: 
:·T, , !!ATURE OF 

:.·---~~GI_N.JU~A~IE~S~ ____________________________________ • ____________ ~~~~~~ __ ----------~~_r--~~----~~--r_---y.--~~--~--. 

· I 

, 
.. -



NOI.1\1,I'H:lO:lN' N3HM 

~ e p Co 

~~IPN'STR UC~IO~fS: 
~. :. DAMAGED VEHICLE NO.1 

1,.'i·2 " I • ! 5 I \-'_:l._H_O_O_d ___ -I 

rftOHT 8( 14 Dr:1·~67~!l\-:5-4:-;-r:-:f-k----: 
I )~- 16. Unth'tfc.u\a~ 

• _,11 • '0 I g I 8 I 

11ISE THIS SPACE FOFl SKETCHING DAMAGE TO 
TRAILERS, MOTnFICVCLES, ETC,I 

I 

!!2t!! 
12 i 

I 

DAMAGED VEHICLE NO.2 

I . 2 i I 4 I 5 J 
13. HOOd 

3 

D~~~ 
lA. Rool 

EJ( 14 1!t. "ffunk 

16. Und __ rc,lu • .age 

1 11 I 10 ! \I \ 4 
17. av_"urn 17. Qv.rtur" 

SE VERITY OF DAMAGE: VEHICLE NO.1 ,·----+.S"'EUV"'E'CRPI T;:;V:;-::;O"'F-::O~A:':M~A~G::-E;;.,:~,O:::T;:;:H':';E:-;R~'V=E H=I Cr."'L-;:E'1 ------1f:;S"'EUV'<'E~R::;,Tr.:Y:-:O::-:F.-:::D-.-A':':M-.-A-=G~E.,.' -:-V"'E"'H"'I~C"'LE"""'N"'O:-. "', _...L ______ ~ 

I
n OISABL,ING DAMAOE ;I 0 OTHER M.V. DAMAGE I 0 DISABLING DAMAGE ~ OOTHER M V, DAMAGE 1-n DISABLING DAMAGE JOOiHER M.II. DAMAGE 

, ~~~n~M~M~E AONDDAMA~~=~===~2=~~FU~N_C_T_I_O_N_A~L~D_A_M_A_G_E_.~O=N_O_O_A~M::-:A~a,.,E===+,~~_~I-FU_N_C_T_IO_N_A_L_D_A_M_A_G_E ___ 4~O=_N_O_O_A~M-=A=G=E~=~~ 
~O.Y [EST.DAMAGE TDWeDBY ltsT.DAMAGE 1'DWEDllY EST,PAMAGE 

TO -1 ~ TO 1 s 1'0 S 

'IAGRAMa=COW~OI\I --+-'.__ ' i I ; I DRAW ARROW SHOWING 
EN~'~'y:'''' . r---, ~!; I I ~-r-r-G-I"':'- y-r NORTH IN CIRCL..E 
O~~I~t~:· FlOWY. FEATURES -,'" '--+; -!-J-i ~rl-~ -; I i I' t-~.I-+-4-1--~-+'~i-..L Q 
~~~:~f;~~~FF FlOAOWA'I' r--- \';,-:-, .. ~, 'I I 1 .~ .. -!\I-+--+-l-+-+--l-+-+-+--+--I-+'-+-+-+-i 

I 
TIIAFFIC CONTpn\,S ~ •.• ,., 1 1 I ",...o--l- i I 
SKIOMP-IIKS I " I iii I I "'- -
UNUSUAUTEMP. CONOI TlOI'S \ • , ! i I' I . . I i I 
~~i'::TEcrc.f0NSTRUCTION r---~' ~-'~i --Ji'--I--t ;i-+I-... I-·I-... '-..... -+:-I-I --J1L--!"1-.l-+-I-+--+-1-+-..... ·-1-+-+-+-....L.-i1-+4-t-....L.-i1--,~ 

1--<-1 -;--:--; ii' I ' I -;- ·.)..j-+-+-+-t-f--t-+-i-t--+--f-f-+-l--I-i-l-+....,,>--I ~ 
2. LOCATE I'IIOBABLE POINT OF \ 

I ''''I'ACT'' ' I " I I 1 I I I Ll. -ii:...-.;.!-+I-+--I--!-_!-+-I-I---+--+~+ -~ 
1l0WVEHICLE,I'EDESTRIANOR ii,' I I I ! i r- t \ i "0='-IJJECT I'OSITIONS AT IMPACT. I 

.. ·SHOWI'IIOBABI.E VEHICLe OR !--- I ' I ~ I I 'I r -'!-I-l,~+-+-t--f-+-++-f-1'--t-+-+-1:'-+-+-+-l!-+- 1 
I'~DESTFlIAN"ATHSBEfORE ~-.11-~~-----+-~+-4-+--~--t-+-4-+-~~1-4--+--t-4--4-+-~-4-+ 

·1~SNCO.·RA':..ITpETR.ICOONI.LloSIOFN. I I I I I ; . I I , ill! ! \ 
UNDICATE WHAT PROBAIlLY HAPPENED BnORE OURING ANO AFT'ER THE CRASH, INCUJOE INFORMATION NOT ON OIAGFlAM, E.G. DRIVER .LL,SION' ;,: , DISABILITY, REDUCFO VISIBILITY, PEDESTRIAN CLDTHINO COLOR, CONSTRUCTION OR REPAIR WOIIK, ETC.I 

t=------------------... ----------------------------------l 
I -----------------------------------------------------------------------------------------

. - ' ~ . 

l .. ~ .. '-" I.: • 

" "-., 

l·~SlJI~N BEFORE COLLISION . NO. Of I.ANES tSl,PE:El:0S VEI'lICI.E If PARKEO 
VEH. H~ADED MILE POST 011'1. ION SrREET OR HIGHWAY NAME OR NO. • OI'~~;'ON SAFE ~~R~~"oY ~C'.fU~~E"o 

J
'~O' ON OS OE OW NCROEASIN?DECROEASINTG.. 0 0 0 0 

I P YeS NO YES NO 

2, . 0000 0 I 0 I ,...- MPH 0 0 0 ;;~ 
'''0. DO ODoR STREET OR I1IGHWA'I' (N.E. CORNER TO S.E, CORNERI 0' (E, TO W.I 

M ONG-.,-------------.-CROSSING .FROM.--_To--___ ·_ 

I ~
OESTRIAN WAS USING: 10 SIOEWAL.K 20 WAI.r(WAY 30 SHOULOER 40 MARKEO CROSSWALK 5 0 ur;~IARKED CROSSWALK 60 O'fHER 

i AD,~URFACE WEATHE.A CONTRIBUTli~G CIRCUMSTANCES I DRIVERIVEHICLE .\CTIDNS 
(CHECIC ONEI (CHeCK ONEI (CHeCK ONE OR MOllE) VEHICLE (CHECK ONI.'. OR MORE) 

OlllVEII • DRIVER DRIVER ORIVER , lNO.2 
,..!,NO;!, 0 CLEAR.CLOUDV 'NO.2 'NO.2 lNO,2 0' 0 GOINGSTRAIc;.tlT 

O 0 OVERTAKING ANO l
iLJ ' LJ OilY , & OVERCAST 0 I 0 ';{~g6~ti~FLUENCe. OF I d ,-0 ~O~~~W~NG 'f00 0'3 0 ~la~~,HDED WARN. AHEAO 

0::: 0 WET 2 0 RAINING 0 2 0 g~B~~ INFLUENCE OF 00 0 ~I~~R CENTER 0140 APPAI'.ENTL. Y ASl.EEP 2 PASSING 
- 0 0 MAICING RIGHT 

n .::.0 SNDW 3 0 SNOWING 0:1 0 ~~iEE~~:~~TSTATED 09 0 ~tci~~~ TO O'SO L~~~~~PARKING 3 TURN 
~, 0 0 MAKING LEFT 
040,C" • 0 fOG 0 4 O~~W~E~~~toRE"S. 0100 IMPROP~R TURN 0 16 0 g~~~t+II~~EOll.P 4 TURN 

IIJ' 0 50 0 S O~bOv~~Tc't~ANT R!W 011 0 ~'g~EL~~~~STOP 0170 0 5 0 MAKING U-TURN 

•• . J;)' HtIlISI'ECII'VI OTI1ER(SPECIFV 51 G [ IMPROPER PASSING : {JI1o~,'ll~~s~~ti~cTOP 1 1B J~~>tel~I.:::.fibl~VI 060 SLOWING 

.. un.'~D'T'0l'~5 TfL~FFIC CONTROL Vt •• \E TYPE OF ROAD VEHICLE CONDITION SOBRIETY 0 7 0 STOPPED FDR 

I • 0 1 0 SIGNAI.S D,ONE WAY INO.2 MORE DE~EC'IS If INO,l 0 II 0 STOPPED AT SIGNAL '1IoICH .. EC.K 0, HE).. ' 1 1~0:2 vEHICLe lNO.lO(CHECK ONE OR MOREl VEHICLE (CHECK ONE Of! VEHICLE ICHECK ONE I TRAFfiC 

O
f,..., CONTf4IBUTEDl OR STOP SIGN 

'Ol','iI.IGHT 0 :t 0 STOP SIGN 0 2 0 TWO WAY I U 1 0 OEFECTIVE BRAKES 0 I 0 HBUABILITV IMPAIRED 09 0 ~I,c;..'ti~2~N 
, :z 0 DAWN • 0:1 0 YIELD SIGN 0 3 0 REVERSIBLE ROAD 02 0 Efl,.\'·g;rIVE HEAD 0 2 0 ~~~t:~~TV NOT 01 0 0 STAflTING IN 
t---=~..,...-----+='-- TnAF FIC LANE :I_D DUSK 0 ' 0 ~~riSHING 0" 0 l.:'~6Ij,R~~~~OE 0:1 0 ~~~~C~llci~TS 0:1 0 HOOSOBRICTY UNt(, 0110 

I- 4_0,~,~':.~s~:EET o5\O~~~SE'UNG D'S DALLEY d40~~~EgT~ORNOR D40~~?,t~?JGBEEN 0 12 0 
I 0 rl~':.~SSJ"FR.eET 0 6 [J RR SIGNAL 06 0 ~~~NwtXN~~fT 0 S. 0 "[]~~i6~r~CTURED OfllVER CHEM. TEST 

STARTINCl FROM 
PARKED POSITION 
MERGIN') leNTEf4IP1(l 
TRAFFICIIr-_-r-__ ooi 

I 
1 NO.2 0150 IlACKIN(; 

I 
'00 ~~~;~O ST.fI~E' 00 1 [] ~Wf~:~ 0 I 0 ~~~~~ ~~~I 0 D- - 0 0 TEST GIVEN 0 0 ~~~~G 1-·"'-+ . ,._--1 
7 " 8 DOTHER D 2 0 DIVIDED 0 0, 0 0 TEST REFUSED WAY L-l __ 
• Ot~EII (m-ECIFYI 0 9 O~gN::;t [J:l [ U'IDIVIOED ,! OTHER (SPECIFYI '. ..I TEST RESULTS 0 0 OTHER (speCIFVI 

fi
'·:"" I~ViSTiGATING OFFICER'S NAME a. RANK BADGE NO. POLICE DISPATCHED JPOLlce ARRIVED AMBUI.ANCe ~ I TRAFfIC fLOW 
'~-\4' ""","'i; ,"... . " I I I' ARRIVED IMPEDEO lro '. .,' : : 2400 2400 2AOO N 

_ ,____ ._ '" ' DATE HRS, HRS, HRS HAS. i00i1, 

" .... --_~ .. "'" ............ , .. A.'''___ ""OGILNo' AG~NCY ." ,,··'IUNITDRDIST.&Oer.loATEOFREPORT IAPPROVF.OBY. ~"'lE. 



:1 
I 
,! 
" 

i~ I 

PORT OF SEATTLE 
PROPERTY CON"rROL FORM 

(FOUNO ITEMS OBVIOUSl.Y UNDER S10.00 IN VALUE ARE RECORDED IN FOUND PROPERTY LOG) 

PLEAse PRINT EXCEPT WHERE SIGNATURE IS REQUIRED 

(MASTER COpy) 

.IATE ________ TIME ________ LOCATION _______ PREPAREDBY 

EVIDENCE, CONTRABAND, CONFISCATIONS FOUND PROPERTY I (CASE NO. TURNED IN BY 

TAKEN FROM S!GNATURE 

NAME OF OWNER ADDRESS 

IlTYPE OF OFFENSE 
OFFICER RECEIVED BY 

WATCH COMMANDER ON·DUTY OFFICER 

•• LOCKER STORAGE 

II LOCKER NO. TAG NO. CUSTODIAN OFFICER 

'rJeSCRIPTION OF PROPERTY 

ITEMS 

01040 

-

~---+----------------------------------------------------------~-------------------------

THE ABOVE OESCRIBEO PROPERTY HAS BEEN TRANSFER REO TO THE PROPERTY LOCATION STORED 100M BY 

SIGNATURE OF CUSTODIAN DATE TIME 

DISPOSITION 
RECEIVEO THE ABOVE OESCRIBED PROPERTY FROM THE PORT OF SEATTI_E 

TE OF RELEASE TIME NAME & SIGNATURE 

PRINT SIGN 
RELEASE OK'D BY: ONE OF THE BELOIN AOORESS PHONE NUMBER 

TCH COMMANDER: 
SIGNATURE 

OPERTY ROOM CUSTODIAN: 

SIGNATURE CITY STATE ZIP 

I 
I 
I 



I 
I 
I 
I 
I 
I 
II 

I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 



- ~ \. - - - - - - - ~ - - - - - - ~- -. . 
PORT OF SEATTLE 

FOUND PROPERT Y LOG 
(Under $10.00 in Value) 

-I. D. 
NO. DATE TIME LOCATION FpUND DESCRIPTION OF PROPERTY DISPOSITION 

! Sie'nat~~.re Dilte-
--

I 

- "'-

! 

---.---~- - - ----- --- ---- ~-- ----~ ------ ~ ------- ~-- -- ------- --.----~ ---~----- ---- -------- --- ----"-

.~-.---- ---- -"-------- . -- -~ ---------- --_. - ---~ - - -- ------ - ----- - ~----- --~.---------- ------------- ----- -------- -- ~---------------.---~ ---

~-- -- --- ----- -- - ~ -~-.-----~ ~-------~-~----------. 

I· 

:~ 
--------- ----- - --------- --------------,.--------------

-------- --------- ------~-- ------- ------ -- ---- -- ---------------------------+---,,-------------------

---- -~---------- --~----------

-~-------------__1f__--.-;:---- -- --- --

----------- ------- --~- ----- ------- ---- - -- ----------- -- - --- ---

------ ---

POS 170-7 



I fOR RECORDS BUREAU ONLY 

STATS 0 fBI 0 
FOLLOW-UP REPORT 

I 
DEl'S. 0 COURT 0 PORT OF SEATTLE POLICE DEPARTMENT 
HTP 0 fILE 0 

PRESENT DATE CASE tIlUMBER 
GIS 0 OTHER 0 
fAA 0 --

C,0FCASIi 
DATE OF OCCURRENCE IEVIDENCE NUMBER UNIT FILE NUMBER 

RIGINA!.LV REPORTED AS LOCATION OF OCCURRENCE CORRES. NUMBER 

ADDREI$S PHONE 
IICTIM 

------------------~------~--~~-------~~~--~--~---------------'~' --~------------------------Cj,5E CLEARED (ARRE::'"f-UNFQlINDED-REFERRAL JUVENILE CT.-EXCEPTIONAL CLEARANCE); AT LAR ~E WARRANT: ETC. 

I 
DISPOSITION: 

PROPERTY: RECOVERED 0 ADDITIONAl, STOLEN 0 FURTHER DESCRIPTION 0 
{

INDICATE 10 MARK5-COLORs..-SIZES-J 
SERIAL NUMBERS-DISPOSITION-VALUE, 
ETC. AS FIRST ENTRV BELOW. 

I 
E COMMENCE EACH ENTRY WITH A NUM6ER AND THE DATE AND TIME 
N SUSPECTS: U!CLUDE NAMES, BIA NUMBERS, DESCRIPTIONS DISPOSITION, CAN ViCTIM IDENTIFY, ETC. 
T GENERAL: SUMMARIZE STEPS OF INVESTIGATION: INCLUDE PERSONS lNTERVIEWf::O, AOD'L WITNESSES, RESULTS OF INTERROGATIONS, 
R EVIDENCE, BUSINF.SS ADDRESSES AND PHONES, ETO. 

Y CASE M.O.: INDICATE ADD'L M.O. FACTORS NOT INCLUDED ON OFFENSE REPORT. . 

, , 

- -
,..,. 

- -. 
-. 

-

I 
..: .--

I ._,-
. 

I -

I -
- , .... 

. , -

INIIESTIGATING OFFICER SEI1:AL UNIT I INVESTIGATING OFFICER SERIAL UNIT TMPROVING OFr.ICER 

-
I 



I M I. S SIN G PERSON 
DATE AND 

IME REPORTED: Air ort Police Departm.ent 
~----------------------""'----------------------------------------------------~~~~~-C~A~S~ENO. 

1.0 ADULT o JUVENILE o RUNAWAY o LOST o MISSING 

4. ADDRESS 5. PHONE 3. NAME 

Ie. COMPLETE . SEX· HACE • AGE 
DESCRIPTION OF 

DENTAL WORK 

MISSING PERSON: 

ICLOTHING: 

TATTOOS, SCARS, MARKS, PECULIARITIES 

7. MEN TAL CON D I T ION: SUICIDE THREATS 0 SENILE 0 DESPONOEN'r 0 DRINKING 0 

OTHER 0 DESCRISE: 
8. PHYSICAL CONDITION a. JEWELRY WORN AND IDENTIfICATION CARRIED 10. MARITAL STATUS 

11. OCCUPATION 12. HOURS OF EMPLOY. 13. BUS. ADDRESS OR SCHOOL 14. BUS PHONE 

18. A DD RE SS 115. PERSON REPORTING 

18. RELATIONSHIp. SEX· RACE· AGE 19. BUS. PHONE 

121. LAST SEEN BY~ 22. ADDRESS 

125. DESTINATION 24. MISSING FROM 

126. REASON FOR LEAVING (FAMILY FIGHT, ETC.) 

I 27. VEHICLE USED: 

STATE LICENSE NO. YEAR MAKE 

28. MISSING BEFORE (GIVE DATES AND WHERE LOCATED) 

I CODE 
C-COMPANIONS (IF ALSO RUNAWAY, MAKE A SEPARATE REPORT) 

F-FRIENDS P-PARENT OR GUARDIAN W-WITNESS 

30. NAME co ADDRESS 

;1 
31. 

17. PH 0 tj E 

20. DATE TIME AND DAY MISS PER. LAST EEN 

23. PHONE 

BODY MODEL COLOR(S) IDENTIFYING CHARACTERISTICS 

29. 0 RADIO NOTIFIED DATE/TIME SERIAL NO. 

PH NE BUS. PHONE 

I 32. 

-rr-e-M~~~.~I~~~R~U~C~T~IO~N~S-:~m~S~U~M~M-A~~~Z~E~T~H~E-C~IR~C~U~~~lS~T~A~~~E~S~~~RT~A~IN~IN~G~T~O~T~H~E-D~I~~~P~P~E-AA~AA~c~e~~~~~M~IN~m~~~~o~~~~ro 
LeAVE HOME OR COMMIT SUiCIDE. (2)INOICATE THE NAMES OF AAY OTHER PERSONS WHOM REPORTING OFFIC::R CONTACTED RE:GAROING .1 NO. MISSING PERSON'S DISAPPEARANCE ,FRIENDS, KNOWN ASSOCIATES, OR OTHER ~EflSO)lS POSSI8!.'f ON FILE IN JUVENILE DIVISION). 

I 
1 
I 
I 
I 34. INVESTIGATING OFFICER SERIAL lINIT INVESTIGATING OF ICER SERIAL UNIT 35. APPROVINr:i OFFICER 

--------------------------------------------------------------------~----------------------------~ 
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I 
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I 
I 
I 
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I 
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I 
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II 
I 
I 
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I 

PORT OF SEATTLE POLICE DEPARTMENT 

PERSONEL PROPERTY FORM 

SECURED BY OFFICER(S) _____________ _ CASE NO " ______ _ 

DATE ______ _ 

MARKED, TAGGED & SEALED BY ____________ _ TIME '-------

PROPERTY OF __ . _______________ _ 

- - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - -
PROPERTY IN DETAIL: 

.;. _ .. -

Owner's Signature of above-listed property __________________ _ 

Above-listed property received and transported by: _________ . _____ _ 

Above-sealed property received by KCDPS/SPD Jail by: --
Date: _____________ :..... Time: __________ , ___ . __ 

Final Disposition: ACTION DESTROY RELEASED TO OWNER DATE: ____ _ 



, 
, :.! ...... .1 t. 

IVIE" U ACCrolENT 

I fSTIOIAH o VIOLATION 

I'A"IEHOIL" o OTHE" 
DAU -. 

ALCOHOLIC' INFLUENCE REPORT ACClollHT NO. 

_________ -:-___ --'TIMIE __________ (HOU"., ._-
NAM. 

____________________________________ ADOIIIE •• ____________ , _______________________________________________ _ 

I aIEl( " ... CC WIEIGHT Ol'IE"ATO"'S LICEN.& NO. .T ... TIE 

A.M. AI .... 
WITHOUT LOOKING. WH ... T TIMIE II:: IT NOW' ....... ., .. ~ 

~ rwawc YOU Ol'IE"ATINO THI. MOTOR YIlWICLIl? 

(ACTU ... L TIMC) 

WNOI WIl"E YOU 00lN07 

A .... 

J 
WHDI DID YOU .TAItT '"0''' WHIEN DID YOU .TAItT? ..... 
H ... V. YOU SUN D,,'NK'NG? WH ... T? HOW .. UCHT 

....... ....... 

t STAIfnD? ..... '1'OI'I'CDt ...... WHIE"E' 

H ... VC YOU SECN D,,'NKING 
",",elE THIE ACelDIlNT/INelDIlHT oa:U"".D' WM ... T? HOW MUCH' 

i AllIE YOU UNDER TH. IN'LU.N" 0,. AN ALCOHOLIC 'CVtnt ... O. NOW' 

H ... V. "I:OU .1t.N TO ... DOCTO" 0" DIlHTI.T JIIIEC.NTLY? II" 110, WH.N' 

I 
WHO? (NA". 0,. DOCTO" 01'1 OIENT11Tl 1"0"WH ... Tt 

.... M. 
AIlE YOU TAKINO M.DICINC' 1"'0, WHAT? I A.TOO.C' ,. .... 

N 

S 
DO YOU HAYIt DI .... ..,U' DO YOU T ... KII IN.ULlNt -H"'VIt YOU UII.O ... MOUT1f W .... H "IECCHTL.Yf 

, I 
WIl_C YOU INVOLVED IN AN ... eCIDIIHT IN TH .. LAST 14 HOU"" 'lIl YOU INJU"mt 

., 
I 

DID YOU 01tT A 'UMI' ON THC Hl:AO? DO YOU LIM .. ' A"I YOU .LIND IN oNIE .... !!, 

AIIC YOU ILL.t I 11'110, WHAT'. WfIIONG? 

HOW MUCH 'LIE&I' H ... vr. YOU HAD II TH."C ANYTHING 
IN THC LA.T 24 HOU"., IN YOU" MOUTH' WHAT' .- r. 
CLOTHES o O"DPL.Y _ 0 MU .. CO o 1101&...;0 o /:1I'0"D!!"LY o DIIIAII""'NOIED (Due""IE) 

, 
WO"K CLOTHC.? 0 0 

n. -NO -- . -
0 

BREATH (000" 0,. ALC'OHOUC IItYPAOE) IJ .TRONO o MODER ... TE o 'AINT o NONI: 

B 

S ATTITUDE IJ IXCITED o HILARIOU. o TALKAT1VI( o CA"V'lIlt& o .LU,.y o OTHItIt 

IJ COM .... TIVI o IND'",UCNT 0 IN.ULTING o COCKY o C:OOl'Il"ATIYC o POI.ITE 

E .. -
R UNUSUAL ACTIONS o NICCU .... ,NG o _nCHING o YOMiTINO o rIGHT.N" o I'''O'AHITY o OTHO 

-,~". .. 
V SPEECH o IHCOHDtCHT o .. UM.LtD o .LU""ED o CONI'U'ED o FAIII j 
A o THICK TONOUED o .YUTTlERILD o ACCCHTIED o GOOD o OTHU 

j 
T 

.t· 

oj COLOR Oil' II'ACE o NOJrMAL. o ","U'HIID o "ALII o OTHIlII: 

, , j 

I . j 
EYES o NOII:MAL o WATIEIIY a _LOOD.HOT 

j 0 -
, 

N PUPILS o NOII:MAL IJ DILATED D CQNTll:ACT&D a .LOW "t:ACTION TO LIOHT j 
("UI'.L1 0' evD-I"I.AIIH A ."IOHT LIGHT IN THE ItYU 0,. THI: 'U'I'CCT AHD C:OMI"AllII -ritc "IIACTION 0' HI. I'U .. ,LI WITH REACTION O.T"'NED j S WHIEN ... LIOHT I. I'l.ASN£I) IN THE CYE. 0,. A .0alE" I'1EII:.ON.1 

j 
O",CO WA. 'I".T LED TO .ual'ECT ALCOHOL.C IN'LUENCI: IY UNuaUAL, o DflIVINO D'I'IIECH o ... CTION. o A,."IEA" ... NCE 

j 
DUCII:I_IE, j 

, , 
DID CITIZEN. WITHa ... U .. IL REACTION TO LIOHT, !ETC. ".OYE? 0 VIES o NO 

ION TIIA''''C INC.CIlHT II:IU'O!trI, 1tTC., IDlEHl'l'Y WITHIE ..... AND WHAT THIEY O.SEIWEO) 

j 

j 
< j 

j 

j 

j 

j 

j 

j 

~ j 

j 

j 

j 

j 

j 

j 

j 

j 

j 

j 

j 



I "l'ERFORMANCE ~ANO CHEMICAL TESTS 

IDENTI" ON TltA .... IC INCIDENT r.IlI"OJtT., ETC .. ANY CITIZEN. WHO WITNU. THE PPI"OitMANCE TnT •• 

IIAIJ.NCE a ~A1.LINO a N"oeD IUI"I'OIn' a IWAVING a UNIUIIE a IIUII. 

(."LANC_nAND P.CT WITH HUL. TOGnHU, .VU CLOI.D, AND HUD .ACK, TO OIl •• IIV •• ALANC •• , 

I .. leiin' a C:O",.i.ETl:LV .. I •• IUI a HI:IITANT a .UIIE 
o OTHU~ ________________________ _ 

FINGER-TC>-NOSE 
I.E" 0 eOM,.LETltLV MII •• D o HUITAHT o .UAE o OTH~IP~: ____ ........ ______ .... __ ............ ____ __ 

I 

'\I'MEN, ONE AIIM AT A TI .. E, TOUCH THIt TI,. 0' NOI. WITH OH. TI,. O~ THE IHDttX ~INGI!II., I:' 1 _________ .... __ .... __ ... __ .... __ .... (.'.�.N.o.p __ .TO ...... N.O ••••• ,.. ..... ~.~ .... T.A.N_D .... EII.E.CT ...... E.V ........ C.LO ..... IUI __ ,.H __ EA.D __ •• A.C.K.,.KX .... TEN __ .D.A." ..... __ H.O.~.!I.O __ ~T_A.L.L.Y.T.O __ •• I_D.E .................. __ ........ __ .... ____ .... __ 

:1 
WALKING 

TURNING 

a 'ALLING 

[J ~A1.LING 

o ITAGGllJUNG 

a .TAGOI:IIING 

a .TU ... LING 

o .WAVING 

o .WAVINO 

a HUITANT 

o HUITAHT 

O,.AIII 

o 'UII. 

o lUll. 

(W"LKINO AND TUIININ_ WALK A 'TR~IOIIT LIP' •• '!'Oil: 0,. ONE ~OOT AOAINIT TH. HItEL O~ TH. OTHU. THEN TUII" AND WALK ,ACK AO"IN. 
WA-n:H CLOIlILV FOil I:Vlcmcu 0' INCOOIIDINATION. ES,..CIALLV WHEN TUIININCI A"OUND.I 

ii, COIN-II'ICK-UP 

I . 

[1 "'M.LING a.LOW o .UIIE 
[] OTH.~~ ______________________________________ .... ____ .... ____ _ 

.ALANa DUIUNCII COIN T&r.\''!'WA .. -'--____________________ • _______________________ _ 

(COIN.,.ICK.U,. TUT-HAVIt IU.JECT "ICK V .. COIN. ,."0 .. P"LOOII "LACING COINII ON TA.LE AND A,,"ANO. nu:'>4 IN ;;:IIDI!l' 

I WITH THE LAIIODT .llm COIN. ON TH. RIOHT, IOCNTI'VING HIEADI Oil TAILS. O.II.IIV. UIUTY.I 

, ---------------

11---------------------------------------------------------
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 

! ·arFItCT. 01" ALCOHOL [] KXn ... r: 0 OIiVIOU. [] .LIGHT [] /oIONE 

OFFICER'S OPINIONI i- .............. -_ .... -_ .. -_ ... _ .. -.. -.. _- ...... -.. _ ................... --_ .... -................. _ .. -.......... _ .... o6 .... - .............................. _- ............ oo .... oo.oo ................. - ................. - .............. oo ......................... . 

i AIIILrrY TO DRIVE [] GllEATLY IM,.AIII.D 0 UILITY 1""AI~ 0 ....... "" ... NTLV I"IT 

",,'OII"'ANC. TE'T .V' __________________________________________________ ..... WnftEla. __________________________________ __ 
_ _______ .... ___ IHOU"S) 

·DATlt/TIIoI. CO ... "L.TI:D 

VIDD)'I'APIE MAnit? (J. a 
YEI .NO IVIDItOTAP. IDI:HTII"ICATION, 

.• I.,..·O .... ILLNEI •• INJUIIV CII .. HV.ICAl. A'NOft .. A1.IT'U. 

----

NOI'IE: c;.ltEICK 0 .... IrAQI .~ Of' THII CHEMICAl. TEST A •• IT II "&II~!'It"IIInl. 

[] I. WARM UP MACHIN. UNTIL THI!IIMOIolIlTU INDIC:ATES •• ·.10· C. 

[] a. CUfTUt NULL METU IIV AD.IUITI .. O .LACK K .. O-•• 0 .. TO .. 0' .. l:TItll. 

o •.• U TH~T CO .... AIII.O .. ~!"oUL. IS IN "LACE IN ~.H,,"D HOLDE". 

o •. MU •• TUT AM!"OULlt. 

[] •• INUltT AND CO~NI:CT nn "M!"OULE. 

[] •• TUIIN ..... KTOfI TO "VAKL" ~LU'H OUT. TU"N .EL.CTOII TO """A. 
Ln .. .. 

[] 7. WHI:H "t=MI'TY'.' LIGHT CO"U OH. ct:NTEII "'.TU UIINO WHIT'll KNOll, 
WITH LIGHT ON, AND ..... ICTOiI I .. """ALVIE" !"O.ITlO". 

CHI .. ICAL TUT, 

o •. ALION KALIl !"OI""" WITH !IT.AIIT LI .. E .. 

[] •• TUIIN .ItLECTOft TCI "TAKE." TAKE .A""LE. TUftN .IELIICTOR TO "ANA. 
Lnlt.' , 

o 10. WHI:H "~"'I'TY" LI"~T COM~ <!N. WAIT 1'1: .11"'".JT~II. CIFIfTE" MIITE" 
U.I .. O WHITE KNO •• WITH LIOHT ON. AND .ItLII:CTOJI IN .. ANIILYZ .... 
!"O'ITION. 

o II. II.:AD AN.Wot ON SCALI: AND IIIICCI':". 

o la. CII"O'. TE.T AM"OULlt A .. O 'U"LER. 

o II. TUft ... 1tL.CTO" TO "O~~" "OIlTlON. 

.V ______ ~------------------____ ---------WITHEI. __ --------------------------------------- ~O-A~nIT=~I-... -.-C-O-.. -,.-L-.-n-D-- I HOU"S) 

• 

A .. !"oULIt .. U ... ER _____________ ~ ___ 'CHEMICALT.ITII.:AOINO, _____________________ CHAIIO~E ________________________________________________ _ 

.tWPM _m _emS"" 



I REPORT OF REFUSAL TO SUBMIT TO BREATH TEST INITIATIVE 242 

1 STATE OF WASHINGTON ) 
') SSe 

I COUNTY OF ) 

On at (p.m.) (a.m. ) 

I 
(date) 

I 
at a Eublic highwal 

(location) 

I I arrested 
(NAME) Last First Middle 

I Addt'~ss __ =-:_--:-_________ ---:. __ ""--___ -;--:---:-______ --:-__ -::--__ _ 

(Street) (city) (state) 

I 
I 
I 
I 
I 
I 
I 
I 
'I 
I 
I 
I" 

Birthdate Driver License ------------------------------- -----------------------------
Vehicle description -LisenseNumber' 

~------~----~~---- ----------------------------(year, make, model) 

At that time I had reasonable grounds to believe that the aforementioned person had been 

driving or was in actual physical control of a motor vehicle while under the influence 

of intoxicating liquor. I requested the aforenamed individual to submit toa chemical 

breath to!;t anu informed him of tho consequence!; of hl~ rofusnl und h1$ riHht!i unucr 

Initiative '242. The aforementioned person then refused to submit to a chemical test of 

his breath. 

Arresting Officer'S Signature 

(Pr~nt Last Name) 

Dept. Badge /I 

SUBSCRIBED AND Sr';ORN TO befo:re me this ______ --.;day 01 _______ -', 19 __ _ 

Notary Public, PORT of Seattle, 
King County, Washington 

When completed, mail one copy to: 

DEPARTMENT OF MOTOR VEHICLES 
Division of Financial Rcsponsibi'lity 
plympia, Wa~hin9ton 98501 

" 



AI RPORT POll CE DEPARTMENT 

pATE. TIME PLACE 

i ISTATEMENT OF: 

EXPLANATION OF MY CONSTI'rUTTONAL RIGHTS 

I Before questioning and the making of any statement, 1, __________ , have been a.dvised 

by-'--------------- of the (ollowing rights: 

I 
I 
I 

(1) I have tha right to remain silent: 

(2) Any statement that I do make. can and will be used as evidence against me in a court of law; 

(3) I have the right at this time to an attorney or my own choosing and to have him present before and 
during questioning and the makiIig of any statement; 

(4) If I cannot afford an attorney, I am entitled to have an attorney appointed for me by no court without 
cost to me and to have him present before and during questioning Slid tho making of My statement; 

I 
I further understand that I have tho right to exercise ~y of the above rights at any time before or duri:lg 

any questioning and the making of any'statement. 

I SIGNATURE 

WAIVER OF CONSTITUTIONAL RIGHTS 

I I have read the above explanation o'r my constitutional rights and' I understand them. I bs.ve decided not t!; 

exercise these rights at this time. The following statement is made by me freely and voluntarily and without threats o~ I promis,es of any kind. 

I Witnesses: 

SIGNATURE 

I. 
I 
'I 
I 
I 
I 
I 
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I 
I 
I 
I 
I 
I 
I 

I 
I 
I 
I 
I 
I 
I 
I 

SEA- TAC INTERNATIONAL AIRPORT 

AIRPORT POLICE DEPARTMENT 

Arrest and Interview Log 

Person arrested 
----------------------------~-----------------------------

Place and Date of arrest Time 
--~--------------------------------- ---~-----

Arrested by~ __________________________________________________________ __ 

Interviewed by~ __________________________________________________________ __ 

Place of interview and Date of interview ----------------------------------
Time person arrested was advised ofhl~ .. right to remain silent, that anything 
he might say could and would be used'&gainst him in a court of law, that he had 
a right to an attorney and to talk to th~. ~#orney before a.nswering questions and 
could have his attorney present when he:'was interviewed, that if he could not 
afford an attorney one would be provided for him before any questioni'ng if he 
so desired, that if he desired to answer any questions without any attorney 
present he still had the right to stop answering at any time and that he had the 
right to stop answering at any time untn he had talked to an attorney. -----

and by whom advised of the above rights ___________________ _ 

....... 

Time interview commenced '----------------------------------------------
Time oral interview concluded 

-----------------------~---------------------

. Time preparation of statement commenc'e'd in longhand or time dictation began 
to stenographer _______ ~ ________________________________________________ _ 

By whom written in longhand or dictated. _____ .... ______________ _ 

Time statement (!ompleted in longhand or time dictation concluded ______ _ 

Time turned over to person interviewed for reading and signature -------
.Person completed reading statement at ____________ (Timel 

Person signed statement at, ________________ (Time) 

Officer Preparing Log, ________ ~_.___ __ _ 
(signature) 

Accompanying Officer ___________ _ 

(signature) 



I A1RPORT POLICE DEPARTMENT 

DATE OF REPORT 
PER SON I N V EST I GAT E 0 .oR E P 0 R T 

CASE NUMBER 

NAME (LAST-FIRST-MIDDLE) ALSO KNOWN AS UNIT FILE NUMBER 

AIJDRES. AND An. PHONE LIVmG WITH CENSUS LOCAL NUMBER 

SUILD COM PL. EYES BIA NUM"ER 

I_USINIE8S ADDRESS OR SCHOOL (COMPANY NAME~ADDRESS-DEPARTMENT OR !lHOP NO. AND PHONE) HOW LONG? OCCUPATION 

UNION AND LOCAL NUMElER OTHER OCCUPATIONS BRANCH OF SERVICE TYPE OF DISCHARGE 

LAliT SCHOOL ATTENDED 
SINGLE o MARRIED o SEPARATED 0 DIVORCED o 
DRIVER'S LIC. NUMBER 

le'tlMIHAL RECORD 

LIC. STATE 1 SOCIAL SECURITY NUMS;;:R I SERVICE SERIAL HUMBER GELECTIVE fll'tRVICE NUMBER 

-
.1I~.~U~S==P=E~C=T~~~N~C~A~8~E~N~0~.---------------=0~r~F~E~N~S~E~--------------~-D~A~T=E=---------------~L~0~C~A~~~10~N~---------------------C~E~N~SU~' 

ADDITIONAL CASE (8) eUSPECTED OF OR CLEARED 

M.O. OF SUSPECT (HOW CRIME PI-ANNED-HOW CA.RRIED OUT- DISPOSITION OF LOO, ACCOMPLICE!)-5"C.) 

1-' -------------------------

,I,--------~-------------------
1 

--------------------------------------~-----------------------------------... -=--

I CODE I '-'POU'. ---~~.--------~--------------------------------~-----
P-·l'ARENT C-CHJLD B-BROTJlER T-SISTER R-OTJlER RELATIVE F-FRIEND G-COMMON LAW SPOUSE 

NAME Of' RELATIVE OR FRIEND ADDRESS (INCLUDE cln ST ... TE} RES. PHONE 

I 
GENERAL., INFO:' INCLUDE HANGOUTS ILLNESSES-HOBBIES RECREATION PREFERENCES-ORINKIN1l' HABITS-ETC. 

1-------·------------------------
CHARGEIS) COURT "'NO NUMBER BAIl.. 

UNIT 

I~D~.~S~T~R~I~B~:~~~B~IR~~~~I-.D~.~~~~U-N-IT~F~I~I..~E~~P~R~O~S~E~C~'~~~~~O~T~H~E~R----~~~~--~~~--~~~~~~~~~~------------___ 

INVESTIG'ATiNG OFFICER SERIAL UNIT INVESTIGATING OFFICER SERI ... L IJ!NIT APPROVING OFFICER 



I PORT OF SEATTLE POLICE DEPARTMENT leASE NUMBER ] 
(ATE J1ME PLACE 

T ATEMENT OF: 

I 
I 
I 
I 
I 
I 
I 
I 

I 
I 

II 
II 

I 
.&-:'"- . 

I 
I 
I 
I 
I STATEMENT TAKEN BY: SIGNED: 

I WITNESS: .WITNESS: 

PAGE OF -



I 

I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I ~ENT· TAKEN BV: 

I ,WITNESS, 

PORT OF SEATTLE POLICE DEPARTMENT 

TIME PLACE 

SIGNEO: 

WITNESS: 

PAGE OF 



I 
I 

PORT OF SEATTLE POLICE DEPJ\RTMENT 

I cm NUMBER 

I·~----~---------·~-----------------~-----------._- ~--.---.-".--.-----.-.-.-.---

'ACCI~H~ :UMB~ I UNIT filE NO. ITEM CONTlNUATtON SHEET 
OR (UOFFENSE 

I ENTRY 
(2) fOllOW - UP 

I . 

I 
I .. 

I 
I 
I -

I ,-

I . , 

I - .. 

I -
--. 

I 
I 
I 
I 
I Iveshgating officer serial 

(~~TRAFF1C INCIDENT 
CAse SUMMARY 

--

. 

-
'- -

'. 
_ . 

, 

"';'5 

.-

. 

unit investigating officer 

~';"~ 

CORRE5. ~N~MeE~_ _ 8/A NU:~ER 

-

.. -
,. 

.. ~ 

-
~-. 

T. .~-

~ 

, ............. 

--
,. 

.. -

Mlrial unit approving officer 

- I ~..---- -
---

I 

I 

I 

j 

I 
I 

! 
I 
I 



AIRPORT POLICE [)EPARTMENT 
LABORATORY ANALYSIS REQUEST 

CASE NUMBER 

EVIDENCE NUMBER 
~~~~~-------------------------

I VICTIM 

SUSPECT(SI 

I 

UNIT FILE NUMBER 

CITATION NUMBER 

B/A NUMBER(SI 

INDICATE FINAL DISPOSITION OF EVID~NCE • IF NEGATIVE RESULTS DESTROY 0 RETURN TO OWNER 0 

I 
I 
I 
I 
I 
I 
I 

I 
I 
I 
I 
I 
I 
I 
I 

EVIDENCE NEED FOR PROSECUTION REGARDLESS OF RESlJLTS 0 
TYPE OF OFfENSE TYPE OF PREMISE TIME AND DATE OF OfFENSE 

TYPEOF EXAMINATION DESIRED REQUESTED BY, (NAME/SERIAL NO.lUNIT NO./DATEI 

o ALCOHOLIC CONTENT 

o BLOOD ANALYSIS APPROVED BY, (NAME (SIGNATUREI/SERIAL NO.lDATEI 

o FRACTURE COMPARISON 

o BALLISTIC EXAMINATION LIST OF ITEMS TO BE EXAMINED, liN ORDER OF PRIORITY) 

o NUMBER RESTORA liON 

o NARCOTICS OR DRUGS 

o NITRATES EXAMINATION 

o LATENT FINGERPRINTS 

o HAl R OR FI BEK EXAMINA nON 

o SPERM ANALYSIS 

o PAINT EXAMINATION 

o TOOL MARKS 

o OTHER 
LABORATORV RepORT: - -

, 

; •. -

... ~-

. 

DROUGHTTO V.BORATOHY BY, INAM<l/SERIAL. NO.1 DATE TIME 

19 

t ItVIDENCe RECEIVED BY, INAME/SERIIIL.NO.) DATE 'TIME 

19 
1l1srOSr.'"ION OF &VIOENC~; DATe TIMe 

19 
EXAMINER; INAME{1"ITL.I!) I EXAMINATION TIME ICOURTTIMI' 

19 

-

.,. 

~ 
01 
0 
~ 

~ 
0 

" -< 
'Z 
C 
lI: 
III 

'" " 



I 

I 
I 
I 
I. 
I 
I 
I 
I 
I 
I 

i I 
II 
II 

I 
I 
I 
I 
I 
I 

lin tbe ~upetiot <ttoutt of tfJe ~tat~ of Wr{sfJingtott 
jfor tbe <!tount!' of 1iting 

JUVENILE DEPARTMENT 
l'211 East Alde, Street, Seattle, '\'Iashihgtoli 98122 323-9500 

) 
RE: ) AGREn1ENT 

) TO 
) PRODUCE CHILD ____________________________ . ______ B.D. __________ ~) 

Your child is being re1eased to you, in-lieu-of detention pursuant to: 

R. C. W. 13.04.120 - Arrest of Juvenile - Hearing 
- c _ . 

"When in any county where· a Juvenile court is held, a chiid under the age 
of eighteen years is taken into custody by a parole, peace, police or 
probation officer, such child shall be tak.en directly before such court, 
o:t' placed' in the de.tention home, or into custody of the court pr·obation 
office:t': Provided that is parent, guardian, custodian or a responsibZe 
relative of chiZd furni8h~s the officer a signed statement agreeing to 
produce the chiZd at the next juvenile court session, the child may be 
:t'eleased to the signer Of the statement. Any such s1:gner' who fails, with­
out just aause shown to the aourb, to produce such chiZd as agreed, shalZ 
be guilty of contempt of court all1d may be punished accordingZy. 11 

hereby agree that the above captioned child be released to me, and I accept 
the o~llgatlons as outlined under R,C,W, 13.04.120 (above) to produce the child 
at such tlme(s) as requested. ~ 

NAME 

ADDRESS 

miCER'S NAME (Person making release) 

cc: Original to Legal File 
Person Released to. 

form No. 6544 1\ 10/73 

RELATIONSHIP TO CHILD 

TELEPHONE NUMBER 

NUMBER O~ DIVISION 

DATE: __________ _ 



I 
I PORT OF SEATTLE PROPERTY DAMAGE REPORT 

Articlell or property ........................................................................................................................................................................................... .. 

IThe 
hoperty 

Extent of damage, $ .............................. .. 

COSt to repair or replace? S .......................... How. soon required? ............................................................................................................. .. 

I Ownership 

Did the property belong to Port Commission? ................................................................................................................................................ . 

Owner's name ................................................................................. Address ......................................... , ........................................................... . 

I 
Time 

Time of accident .......................................................... 19 ............ Hour ................ ~ ......... M. 

Place where accident occurred ............................................................................................................................................................. : ......... .. 
(At pier, wharf, ferry, warehouse.) 

I and Place Describe place, machinery, tool or operation connected with accident? .................................................................................................. . 

If vehicle: Owner .................................................................................... Address ......................................................................................... . 

Driver ................................................................ Phone .................................. Driver's License .................................................................. .. 

I Year, ~;ol;ke, Model a.ld Licellse No .............................................................................................................................................................. .. 

........................................................................................ Is owner tenant of Port of Seattle ....................................................................... .. 

I Was apparatus sound and in good working order? .......................................................................................................................................... .. 

Who can prove this? ......................................................................................................................................................................... : ................. .. 

I Was accident due to want of ordinary care of any person? ............. : .... Who? ............................................................................................... . 

Was any contractor or other third person wholly or partia1ly resp'onsible for the accident.? .................................................................. .. 

I 
How could the loss or damage have been prevented? .................................................................................................................................... .. 

.~ •• I ••• .... t •••••••••••••• t ................. to •••••••••••••••••••••••••••••••• It •••• to •••••••••••••••••••• to ••••••••••••••••••••••••• t ...................................... '" .................. t. t •••••••••••••••••• t ....... . 

................................................................................................................ .............................................. ~ ••••• tt .... • u .................................................. . 

I State in this space how loss or damage occurred,"etc., causes, etc. (Illustrate by any rough sketch.) . 

I 
Cause 

I 
I 
I Name Address 

I Witnesses 

1 .......................................................................................................................................................................................................................... .. 

21 ......................................................................................................................................................................................................................... .. 
3 ........................................................................................................................................................................................................................... . 

I ,'4 ........................................................................................................................................................................................................................... . 

This report made OUt by .................................................................................................................................................................................... , 

I Whose ppsition is ............................................................................................................................................................................................. .. 

D.!lte ........... , ............................................................... 19 .................................................................................................................................... . 

...... · .......... · ...... · .. · ............ ·(·s'i~~·F~il·N·~~~)· .. · .. · ........ ··· ........................ . 
I 'NSTRUCT'ONS-Employe~s of the Port Commission to write names of witnesses to any accident immediately, This Nportto be transmitted to the 

Port Manager's office at once, 
_.-.E.QS 110 _ 4 REV !lINE 1$6 
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I 3.' 

4. 

I 5. 

1"'6. 
-

.1. ~. 
8. 

I" 

Tl·c:'.n~action Code 
, 

n ... ' C t ,"ou I~ 1 ng OLe " .. .. 

Vehicle license Number . . . 

V~~irlp License St~te •. 0 0 0 • ,(.1 ... _ 

,Vehicle License Exoiration Year . 
Vehicle license T \1;"'\ 0 

J 1-"."- • " •• .. .. 
.. 0" - '. 

- - ... 9. Vehicle l:iake .. . . .. . e'.... • 

110. 
".111 _ 

112
_. 

13. 

: Ill!.: 
1". 

. . • 0 

Vehicle Hodel -. .. • . . .. . " . . . 

Vehicle Style . .. .. . . 
.. . 

Veh icl e Colbi~ , - . .. . . .- . 
Da te of Theft -.. .. .. .. .. . .. 

o Statu~ Flag ~ •... :' . -. .. .. .. ...... . . . .. 
.' 0 -. .. .. Caution Flag • .. . .. •. .. . .. .. 

. . 
116.: ~1-igi.niJ.l Jl,g~n~y C.ase 

.' 
, 7 I" , 'I~_ -:-__ '11S.D .• 
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bate -------
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I: 
TI~'1E ______ _ 
DATE _____ _ 

I OFFICER ____ _ 
• '~G 

I) 
11 

) 

HEADLIGHTS LOW BEAM LJ HI GH BEAH 0 

TAILLIGHTS/STOPLIGHTS 

I) TURN SIGNAL INDICATORS YES NO EMERGENCY EQUIPMENT 
I 

I] 
FOUR WAY FLASHER 0 0 BLUE LIGHTS 

TIRES YELLOW LIGHTS I 
0 0 " 

I, ENGINE CHECK LIST IJ 0 SIREN 

WATER 0 0 RADIO TRANSMIT & RECEIVE} 

I i 

I 

PA SYSTEM 
OIL 

#~ - - - '- - .... IRUNK CHECK LISI D 0 SHOTGUN & RACK SER. 

0 0 PRISONER CAGE 
BUMPER JACK AND ACCESSORIES - -

0, 0 CLEAR REAR SEAT· 

I· SPARE TIRE 
0 0 CLEAN ASHTRAY 

FIRE EXTINGUISHER 

I C1 0 SAFETY BELTS 
FIRST AID KIT 

0 0 CONSOLE CLEAN 

I 
ROAD FLARES 

REFLECTIVE ROAD CONES (S) 
fJ 0 CONSOLE LIGHT 

'I CAMERA W/CASE} FILM} 
0 0 LITTER BAG CLEAN 

FLASH BULBS 

TRUNK CLEAN 

I TRANSMISSION FLUID SERVICE DUE 

I E DAMAGE} REPAIRS} SERVICE} COMMENTS} ETC.: 

, I 
,'1 
'I 
, . 

I 
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I· 
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- -
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OFF"ICER 

REVIEWING SUPERVISOR'S SIGN"TI)RE . 

VEHICLE OAM,,',ED 7 YES 1.1 NO 1..1 
DESCRIBE: 

T!ME 
ACTIVIT'!' 

OUT IN 

-

, 

. 

- - - - - -. 
__ r\,r-._ •• "". ~ ... ~ ... '"' ... ~ ",' l.,.c,,,,uc,. ,,-

SERIAL. NO. SHOTGUN SERIAL t: MIL.E"GE OUT 

SERIAL. NO. KIT NC;). TOT"L MIL.ES 

LOCATION 

I 

, 
, 

'I~ 

. 
. 

-
., 

-

. 

- - - - - - - - - - -' ... - "iitOURS I.,~. ' . 
EL.EM E"NT 

~" , • ~ 
I" HOM: CO"l::.' 

.~. " cr ~ TO: IDAT~) (HOURS) 

I ." I 10 I 
, I • : 

-" VEHICL.E NO. PARKED AT 

I VEHICL.E - CL.EAN DIRty 

~·l 1-' OUTSIDE 1'\ 
I 

• CONDITION: 
IN510£ 

DETAIL.S AND ACTION TAKEN M.I.R. 

-

-
.- ~-. 

. 

I 

I 

. 
, 

.. 

I 
I 

, 

. 
--- -- ..... -
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POK r OF SEATTLE POLl CE DEPARTI¥ltNT 
I 

MASTER JOURNAL 
G::-"'PLA I NT : NO: 

_. 

LOCATION: DATE. 

CQt-iPLA I NANn PHONe: : YlME:, 

AI:'!JRESS: 51'IIFTS 

DETAILS: , , 

. 
- --

.~l\ 
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• I forwarded to the Washington state Identification Section without final disposition noted thereon. If (Ch k b If 11 bl) :;',~j.: 
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on this form, complete left side and forward the form when ca.!ie rcterre::! to prosecutor and/or. courts. Agency On noUc.: as to 
final disposition should complete this form and submit to: DIrector, Washington State Id.mtificatlon Section, P.O. Box 2527, Olym~ 
pia 9850~. 

~ instruct~s on reverse sid:,;;C,;,) _______ , ___ "". _ .. _ ....... ..,, _______ .-__ -_______ .... ____ ....... ."r __ 

I Disposition & Date , FBI No. (FBI) 
, (If convicted or subject pleaded guilty to lesser charge, include 

this modification with disposition.) 

Name on Fingel'P..rint Card Submitted to Identification $ection. 
Last Fl.r:;t Middle 

" .... 

-----------------------------------------'-If FBI No. Unknown, Furnish: " 

Date of Birth ........... _ ............. ,......................... Sex ... _ ........... .. 
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l!'ingnrpt'int , 
Classificaiion ........................................ , ........................ __ .. _ .. _ .. __ 0 ApjS<laled To ________ Court Date _____ _ 
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Contributr- .... 1 'll'iDl!P.l'D:1'l1lt;; (ORI) 
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Anest No, (DcA) 

Offenses Charged at Arrest (AOL) 
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(DOA) 
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(Name, Title, Agency, City & State) 
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.. ............ ·· .... · .... · .......... · ...... · ...... · .... ·Titii; .... ·--.......... · .. · .... · .... · ........... -

o COURT ORDERED EXPT;NGEMENT: 

CerWled or Authenticated COpy of Court Order Attached. 
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Signature of ______________ ~ _______ _ 
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.; INSTRUCTIONS 
" . 

'DISPOSITION REPORTS-WHEN REQUIRED. WAC 446-16-060 In'every case where a fingerprint record or other reo 
port of the arrest of an individual on criminal charges has been submitted to the Se,ction, the agency which makes the 
final determination of such criminal charges or in whose jurisdiction the final determination is made shall report the 
disp\...>ition of such charges to the Section, '{ . 

REPORTS CONTENTS-GENERAL. WAC 446-141-070 The-- report ofdisp-bsition shall be ~~ , on forms provided by the 
Section. The name of the subject about which the report is made, the designoted fingerprints of the subject, the name of 
the 'original contributor of the fingerprint or arrest record, and the original arrest number shall be entored on the dis­
position report exactly the same as they appear on the fingerprint card or arrest record previously forwarded to the 
Section. The Section number should be indicated on the disposition report if known. . 

•. REPORT TiME LIMiTATIONS. WAC 446-16-080 All of the information requested on the disposition leport shall 
be completed and the report mailed to the Washington Stale Identification Section, P. O. Box 2527, Olympia, Wash. 
ingto'h, 98504, within 10 days o~ the date that a disposition beccrnes effective: 

LAW ENt'ORCEMENT AGENCIES-REPORTING RESPONSIBILITIES WAC 446-16-09t) ('I) If the disposition of criminal 
charges is made by the arresting agency, as where the individual is releosed without c.harge, tl'o arresting agency 
shall fill in and complete the disposition report and mail same to the Section. If the disp,osition i~ known oJ the time. the 
arrest record or fingerprint card is submitted to the Section, this information shc"~'ld be noted thereon. In tr.i" case, it sllall 
be unnecessary to forward a disposition ~eport. ,/ 

(2) In all cases where the arresting agency does not make the final disposition, it shall initiate the preparation of a dispo. 
sition report by recording the namj'l of the individual arrested, tile designated fingerprints of the individual, the charges 
on which he was arrested, ihe name of the contributor of the arrest or fingerprint record, the arrest number and any other 
information that may identify the indiv'idual. At this-stage the disposition of cllcrges shall be left bkmk, but the agency 
shall note the action that it has Taken, e.g., referred to the prosecutor, etc. The partially 'completed disposition report shall 
then be included as part of the individual's case file and shall be forwarded with other information r':'r"lcerning the 
charges against thE: individual to the prosecutor or other agency to which the arresting agency forwards the case. 

PROSECUTORIAL AGENCIES-REPORTING RESPONSIBILlTJES. WAC44o-16-100 (1) The prosecutor or city attorne'! shall 
complete the disposition report if he determines not to press charges or the case is not otherwise acted upon by a 
judiciJI body. In such cases, the prosecutor or cl~ attorney shall mail the completed disposition ,eport to the Section within 
10 days from the date that it is determined no further judicial action will be taken on the charges. 

COURTS-REPORTING RESPONSIBII"ITlES. WAC 446-16·110 Where the disposition of criminal charges occurs as a 
result of action taken by or within the i'Jrisdiction of any court in the State of Washington, the disposition of such cheroes 
shall be reported to the Section pursuant to Rulles of ~he Supreme Court of the State of Washington on forms approved by 

-the Supreme Court and supplied by the Section. .- - -- "-... 

Courts are required to forward criminal charge dispositions to the State Patrol's Identification SecTion pursuant to rules 
of the Supreme Court of Washington adopted by that court in response to RCW 43.43.745(3). Court derks shail, by com· 
pleting the appropriate section on the reverse side of this fO[lTl, report the required dispositions to the Section within the 
time specified by court rule. If the dispostion is the result of a finding of guilty, after trial, the disposition report shall be 
forwarded to the Section only after the time for appeal as set forth by Supreme Court rules has expired. If an upreal is 
taken to a court of higher jurisdiction, the 'Court clerk shall report the appeal by completing tf'~(> appropriate ser:fir'ln on the 
reverse side of this form, making a copy of the form and submitting the copy to the Section. ihe original of th~ -:lisp.:;. ::00 
report shall be forwarded to the court to which the appeal is taken for a report of that court's :Hsposition. 

When an arrested person is convicted or enter$ a guilty plea to a lesser or different offense than that originally charged, 
such information shall be clearly indicated on the reverse side of this form. 

If subsequent action is taken to seal or expunge the record, the clerk shall forward a cert'ified coo,;, of the c:ourt's order 
s'3alil'lg or expunging the record to the Section. For identification purposes such court order shall include the person's 
State Identification Number. 
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CR TIlE C,',.PSU L E SU P? LEJ.!E.tJT 

SEn. 
J.97':;' 

110. O'F 
A~KESTS 

SEPT. 
1975 

no. OF 
ARRESTS 

MONTH Sept:~mber 

YEAR TO V.\ TE 
J. ':J ,<; --r:""':l~' :-:> --
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--------------------~I-----+----~!~I-----+I----~r--------T----------
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o 
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10 
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fU .. - j Cock - Thlt. e.c.t 

Actua.i:: 

Menta.l. Pltob.e.em 

Recovelte.d 

Se.x. CIt..i.me6 

Va.nda..e...i.6m 

We.a.pon.... - CCW 

Rec.ovelted· -

Sta.temen.t6 

OtheJr. CIt..i.me6 

juvenile - A6oL6t 

CIt...i.me 

TIt.a.66~c - OW! 5 Phy~. Cant. 

C..i.ta.t..i.o n.& 
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o 
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o 
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2a 
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3 
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28 
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8 

o 

6 
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69 
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77 
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October 8, 1975 

N. W. Moloney, Chief, Port of SeatUe Police Department 

R. G. Nelson, Captain, Marine Tern1inal Division 

NARRATIVE &: STATISTICAL RECAP OF 
ACTIVITIES FOR SEPTEMBER 1975 

A chain saw was taken from a Port of SeatUe truck parked inside the fenced 
area at the Horton Stre,et Maintenance Shop. 

A United Stated Navy enlisted man had a 30-30 rifle taken from h is unlocked 
vehicle parked on Pie r 91. 

Several arrests were made at the graul terminal (Cargill, Inc.), Pier 86, 
of persons taking grain from the "empty" railroad cars. Although. not Port 
of Seattle Police responsibility, this division was requested to respond. 
Recommend this area be properly posted with appropriate signs to prevent 
this type of infraction. 

, , 
A bomb threat incident was reported on Fisherman's 'Terminal. After a 
thorough search of the piers, no divice was found and 32 man hours spent, 
including 18 man hours for'SeatUe Police Department. 
f' , ., , .' 

An assa~lt/auto theft incident on Pier 90/1 resulted from a quarrel between 
. a female' and boyfriend. This mcident, one of the most serious for the month, 
is pl'esently being investigated. 

Larcenies are up some 50%. The construction companies located on Pier 90/1, 
are presently repairing the Magnolia Street bridge. Their equupment is left 
under the bridge on Pie'r 90/1 complex ove:r_night. Several b l'eak-ins of the 
tool shed have occurred. Preventive measures have been recommended. , ,. 

A 22 cal. Ruger revolver was taken 'from a fishing vessel at Fishermen's 
Terminal. The time and date of this theft was established, but we have not, 
at this time, ,~roduced a suspect. The incident was reported to us some 32 
days after t.he victim learned of his lo~so Investigation pending. 

Respectfully submitted, , ) . 

(~J111 
~/~m 
cc: 

, 

M. O. Benett ~ 

I .~Y .. ,. 
I ' _....._--__ . . .... ~ .. N,'.:....., ________ .. __ ,,_t ___ -·--.. I .. --·-.. -t' ,l-'" 
~--.------.-- ............... - ... -.... _._~_. 
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I" Port Of Seattle 
Police Department 

Earine Terminal Division 

I 
I 

Activity Summary For The Period o.&'· I. 1 Rep , 

I 
II 'Alarms (all types) 

Arrests (all types) 

I Arson (rncl. atte~Pts) 
Assaults (all types) 

I ft.sslsts (r.1Otorist. citizen) 

Auto theft (or recovery) 

II 8cr.~~ (Incl. threats) 

Burglary (all types) 

I 

1 ~~sualty ~non~traffic or cr~m,) 

Cr.llcrer. tneglec; or a~usecJ 

II 
~Qurt 4ttenQdnCe 

Df?turbance (all) 

II 
Drunkenness (and/or drinx1ng) 

,Escort (all) . 

Fires (tncl. investigation) 

II Firearms (carrying. discharge) 

fraud 

1 Harbor (debris. lIa~_ hazard) 

Harbor' ('n'ater emergency) 

II Har~or (all ~ther) 
Hazard (wire down. lights out) 

II Help the officer (emergency) 

. Homfcid~ , 

I,)U'/enile (all) 

I Larceny (all Ir.cl. attempts) 

II litter c~plaint 
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" . Port Of Seattle 
Police Department 

Narine Terminal Division PaSI'!! two of two. 

I .~: 

1 ~ 

1 Ji..ctivity SUii,;1ary For The Period Of; Sep 1 • Through Sep 30. 751 

1 
1 

I 

'2lal comp1aint 

,lschief and nuisance 

110t I cs (a 11 Incl. sus~:.) 
pen door (premises or gate) 

'~lat1cnal difficulty rptd. 

'~rsons (lost~ found. missing) 

'''I er-ty camdge (vanda 11 sm) 

roperty (lost. found, rec.) 

"lei" (all), ,_ 

2~uest to watcn or patrOl 

'rl~ry (all) , 

it flce cdlls (assist other P.O.) 

~I' ice calls (all other) 

:: offense (all typ~) 

)I~eouts 

; "ida (Incl. attempts) 

~UII~CiOU: (person, ca~. inc4d.) , 

.J.ric ace. (lncT. 1n~. or death. 

~raffic con~rol 

~lffiC: parking 

[raffle violations 

:IISP3SS (Incl. crim.) 
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OYERVIEYI 

illl:.KIUG. 
A 

REGIONAL LAW ENFORCEMENT 
SYSTEMS APPLICATION 

Sea-Xing -is a computerized Regional Law Enforcement Informatio~'1 
System. ~he primary purpose of Sea-King is to provide rapid 011-

line access to wanted persons, runaway juveniles, missing persons, 
wanted vehicles, furloughed felons, requests f01 field interview 

. infol"111at.ion, FBI numbers, fingerprint cltlssificCltions I etc. 

The files primarily break into two mCljor areas: (l) names and 
(2) vehicles, which provide automtited, investigative capabilities 
for the field officer and follow-up units. 

By participating in Sea-King, on-line users alse interface with 
W.S.P. l\CCESS, N.S.P. WACIC, DHV and NCIC. Sea-King '..lser.s have 
an additional Ncrc availability via a direct line int~rfaco from 
Sea~Ring to NeIe, bypassing the State system. 

'f :.;0 

l~l 1969 several 10.""' enforcement agencies in King county tor.nc.d a 
gl:'oup to look for ways to computerize: ~l1d share mutually oss('HI.tial 
l.aw. enforcement information. The search extend8d throur.rhcl1. .. 1i: the 
'United states, looking for existing applications in ID~-onforcere~nt 
·that \'lere similar to our .region.:ll needs. Sur.:h a system ~ .. 'as found 
in Ka.nsas City, Missouri and Judged to be the best availc~bl.e fo:!:' 
modeling to our specific regional needs. 'rhe KanSi~S C:i ty system 
was brought to Seattle ,,,here two Seattle Police D~partrn.::!nt natTol·" 
men/programmers and four programmers from Ki.ng County Sysi:emFi 
Servj.ces iinmedintcly began the modi f:L-<=atioIl t9 ::.ui t 10cnl ne,~c1s. 
Sea-King was born! I~ 

• Six regional l~w enfotcement agencies originally joined together 
to form Sea-King. That number has grot,·;n to 24 member police and 
criminal justice agencies serving approxim~tely 3,000 police of­
ficers, courts, correcti9ns, state and federal groups. The otgani­
zation has decisively demonstrated progress from little or no 
sharing of law enforcement information in 1969 to compreho~qive 
snaring by each member agency in 1975, via intelligellt· app.U.<~ation 

'of automated systems and advanced technological developmellt. 

OBE8N L7MJ.Qll 
The System is governed by the B:.cecutiv(~ CounGil., which is comprised 
of one voting member (the Chief of Police OJ:.' his desi~Jnilt~) from 
each In\'l enforcement agency. This group i~) responsible for the 
.entire sys·tem administration whi.ch includes policy, sE::curi ty, 

·1 

I 



I 
I 

I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 

, , 

direction and long range planning. 

The Executive Council is supported by the Sea-King Operations 
~dvisory Con~ittee composed of men~ers from each agency involved 
in daily and on-going operations of the system. This group not 
only is an agency advisor to each Chief of Police, but collectively 
is also the staff support for the Council, providing r~corr~endations 
for improvements, identification of problems, design and development, 
initial planning steps, etc., wl:ich~are submitted to the Executive 
Council for review. Once approved, all sfic}~matters then are passed 
to Ring cbunty Systems Services for implementation. 

(For total information on the above items, refer to the "Sea-King 
Policy and Procedure Manual ll

). 

The physical programming and operations of the computer installation 
is-done by the staff of.King County Systems Services. The system 
curreritly runs on an IBM 370/155 backed up by another 370/lSS in 
case of a system failure. 

King County Systems Services enters into a separate contractual 
agreement with each participating agency each year, with revenue 
supporting terminals, lines, system operation, programming for 
maintenance and new appl:i.cations.. ]!:ssentially 'costa are $172.50 
per terminal, plus line costs, plus 2.3¢ pdr'~&pita on the agancy's 
populution basec 

, , 

.. S£8.::Kl~r, VERSIONS I AND-Ll 
Fro~ the time the initial Kansas City system was brought to Seattle 
to'the time our first version ~~s on-line was anproximmtely 8ight 
months and inv:ol ved ove!: three man years of pr.ogramming. Th; s 
version \'las operational to users in November of 1970. 

The thrust from the initi~l planning in 1969 was to get a viab~e 
system on-line. Though a superior system, it was felt more tailoring 
was needed 'to suit our pal"ticular reg±-onal requirements, resulting 
in design and development of Versi-on 1:1 starting almost inunedia.tely 
afte~ implementation of Versi6n I. 'The Version II effort involved 
approximat~ly 10 man years and became operational on Fbbruary 26, 1973. 

To date Sea-King participants have invested over 13 man years dnd 
a half million dollars i~ our operational versions! The system is 
so successful that our. documentation and programs hnv8 been rcque~ted 
and provided to Pah:fax County, V;i,rginia; Clevelilncr, Ohio: NevI York 

'City, Ne,,,, York, Sacramento County, California; Fresno, California; 
Puerto Rico; Chicago, Illinois~ Philadelphia, Pennsylvania; and has 
been ~mplemented by the state of Mississippi and the U.S. postal 
Sel·vice. 

" 
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stslEM DEIAlLS. 
The system, in addition to on-line service, automatically providAs 
agency reports, aud! t documents, etc. V· .... rious system dotails hClve 
been provided by attachment. It is suggested that the attachments 
be carefully reviewed to insure full understanding of capabilities 
and interrelationships of the various other state and National 
systems. . 

"I 

Specifically, we must be B\'1are that Sea-I.'in,.g is totally a name 
base that is not disappearing. NACIC and NCIC are active warrant 
based files that do disappear upon cloarance. More informuti0n is 
available via this regional sharing concept thon ever imagined anG 
it provides a most essential officer safety factor through its use. 

The total flaxability, continuity, retention and dependability of 
Sea-King is unsurpassed, providing eac~ participant understands 
and'utilizes the system to its total c~pab~lity. 

ATTAC~Mf:NTS / 

Attachment 1 - Chron;logi~al Hi~tory of Participating Agencies 
Attachment 2 - Applications available .:i.n each· system 
Attachment 3 - Systems Diagram 
Attachment 4 - File Listing~ Sea-King and Department of Motor 

Vehicles 
Attachment 5 - File Listing l:lnd comparison; NCIC and t'lACIC 

I • 
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'AGENCY DATE ENTERING SYSTEM POPULATION 

Bellevue Police Dept. March, 1970 62,343 

Bothell Police Dept. March, 1970 5,423 

Kent Police Dept. March, 1970 16,940 
., 

King County Police Dept. March,_ 12.70 409,297 
- -, 

Renton Police Dept. Harch, 1970 25,200 

Seattle Police Dept. March, 1970 515,000 

Mercer Island Police Dept. April, 1970 20,300 

Issaquah Police Dept. * July, 1910 4,395 

Seattle Tacoma Airport Police July, 1970 n/a 
/ 

University of Washington Police August, 1970 n/a 

Kirkland Police Dept. February, 1972 15,000 

Tuk\'li1a Polj.cc Dept. April, 1972 • 3,317 

Redmond Police Dept. September, 1972 12,150 

SNOCOH- 'fti: November, 1972 62,222 
, , 

-Auburn Police Dept. February, 1973 23,000 
. 

Seattle Municipal Courts 

EnumclmV' Police Dept.. 

Druq Enforbement Administration. 
- . <' .. ~ 

seatt:le Municipal pro~ation -

. Aukeen District: Justice Court 

Lake Forrest Park Police~Dept. 

·'l.'OTAL POPULATION SERVED 

July, 1973 

August, 1973 

January, 1974 
.: .... -

'April, 1974 

May, 1974 

January, 1975 

" 

* l'li thdre\'l 
** Includes 

Brier 

1/1/73 - not included in popUlation total 
the following Police Departments: 

• Edmonds 
Lyn11\\'ood 

3,093 Mountlake Terrace 16,625 
24,125 Nood\·;ay (Hay, 1974) 879 
17,500 

n/a 

4,963 

n/a 

n/a 

'U/a 

2,550 

1,177,705 

Attachment 1 
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eERSON J.]1E. 

Parole 
Probation 
Furlough 
Intelligence 
Wanted Felon 
Wanted Misdemeanor 
Pickup Felon 
Pickup M~sdemeanor 
l!"rce Format 
Runaways 
Missing Persons 
Felon Criminal History 

'Misdemeanor Criminal History 
Address file (with search 

'capability) 
Lost Child 
IDAS (Stolen Identification) 
Citation Index 
Weapons registration 
CCW Permits 
FIR File (197G) 
Caution Indica tor (Narne) 
Caution Indicator (Warrant) 

* 'It 

t'y 

'* 
* 
* '\ 
* 
-I< 

'It 

'I: 

* 
* 
* 
'* 
* 
* 
* 

YEH I CLLELLE 
Stolen 'I: 

Impounded * 
'Request to Locate 'It 

Stolen plate- (one of a set) * 
Stolen plates (full set) *. 
Stolen tabs * 
Lost tabs * 
Lost plates " * 
Repossessed .I .... * -...--

,Arme4 '1:' 

Prints 'I: 
" 

. Suspec~ Vehicle * 
,.' . 

-

/ 

'. • 'PROPERTY EI LE 
Stolen 
RecovereQ 
!?a\med 

. , 

,. .C I H. 

'I: 'if 

'It {1: 

* oft -
'" 'k 
'« * 
* * 

, .. 
;:; 

'It * 

* * 
* 

* 'It 

'" * 
* * 

* 

(serious 

'It 

'* 

misd. ) 
( 48 hours) 

'* 
* 
* 

" 

* * 

* 
* 
'* 

* (guns: only) 

Attachment 2 
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COMPUTER SERVICES AVAILABLE 

I . ,-.--------, Individual A~cncy 
Soa-King Tcn:d.nals I------f 

SEA-KI i,!G 
Soattlc-Kin~ County 

Rer,iotlDl SystC!:l 
IYndividu.:ll A[!cncy 

t------~a~K:inL; Tl!l:mitwls 

I 
·1 
I 
I 
II .1. 

I 
I 
I 
I' 
I 
I 
I 
I 
I 
I 
I 

, . 

. . 

I 
I 

./ 
I 
I 
I 
I 
I 
I 

I 

" f, - . 

~lCI C 

/ 
I 

I 

I 
I 
I 
I 

N/ll-lES ~ VElncu:s 

ACCESS 
Computernnd Teletype 

S,·,itch Faci lity 
Olympia, \'~ashington 

r--------.".J.,. -----.., 
~IJf\C I C 

(State Systc~, Ol)~pia) 
NAHP.S, \,£:111C1.:':S, 
ARTICLES. GU::S 

. Dr1V 
.' 

(Nntion~l System, Wash. D.C. (Olyr.:r>it1, V~Uf,l")J 
N/,~·mS, V;:'11C1.r.8, 
GUN m~G rS'l'RNr:Wr;S 

NANES, VlmICU:S, ilRTICLI:S, 
GUNS~BO~TS, SEcunITltS 

" 

• 
". .... 

-- .. ' 

One inquiry can au"tcr.latically gene!"ate inquiries to Sea-King) 
\olACIC, Dl-1V and NCIC simultaneously. 

Proposed in the future is comoutcrized access to Oregon LEDS 
(inc~uding DHV) and CII Sacr2.J;ento (including D~:V). 

, , 
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.. ,-~'" - ... _- "'--III:J ---- _ .• -.I -.J, - - _ •• ,. 

I 
Scnt:t),0., \'7ar.h~l)(lton -_ ........ _ ...... _ ... -._--_ ... _ ....... _--- .. -

VEHIer.,T:: FILE 
..-J:1 ()~i1cludcs l.ircraft {( SnowmobileG) 

tol.on 
Felony & Hisc1mnGanor "7antn 

LoHClzard Factor & Fingerprint Hold 
cate Information 

AbUl1dol1cd, Impounded, or both 

l epoGSeSSed 
equest to Locnte 

Vehicles nttached ,to ncune records 

(

st & Stolen License Plates 
(ALL issued) 
st & Stolen Tabs 

'Jl\NTE~ PI~HSONS Fr.r.lE 
Name Record only (iF Past Record) 

I hYSical Description 
'isual Marks & Missing Body Parts 

Numeric Identifiers (i.e., Soc ~) 

I r ~mil:lD.l Idem t.il: iers (i. e., FBI ~) 
. aot ~ncwn Address 
FXI~ Inf.ormation 

l iSSin9 P0l:'~1otH3 
uvenile RunawDYs & Lost Children 

Active hrrest Records 

I robation and P~role 
I t'I.rlouCJlw 
IDAS (Identification Alert System) 

f Chicle Inform~tion. 
'clony & Local Hisdemeanor Nants 

Hazard l?actors -
~cate Infor~ation 
l"\lias CI lo1onickcrs 

- -".I.:- .~- •• - •.• - -- - -

OlYI~'l)iil, Il::f.jhi'n(;~·,o\1 
__ ._ .............. ____ .•• _ ...... _ .. _ 0,,.. __ - ....... _, ...... _~ ----_ ... __ ... _. __ ....... - .. _--,----

REG I 81'm', TID>] :rN1~())~~':'I. '1' I O~1 
--r:1cc n ,;'c'c;r-v I it "L~~70vidc s : 

l-JJicensc Jlumber 
2-VIN Nl'l't,DCr 
3-Ycar of Vuhic1e 
11 -1·1ake of Vehic 10. 
5-Model of Vehicle 

... G-Body StyJ,e i'( Se:d.es 
7-Y.e2.r of }~cgist~~c:,tion 
8 -GrOS!) t'7o:i.ljht & ~.'()l'.age 
9-ncgistc:I'~cd O\·mcJ., tH.1circss 

lO··JJ8gal O',mcl.', l\c:clrc3s 
ll-Dntc of Title 
12-InactivQ Registration Status 

DRIVER LICSNSE INFO~:ATIO~ 
~~ame & jS0i3 or lJ::£\':cr LicenDG 

Provides: 
l-Driver License l~u,,\ber 
2-Year of r.;:pirt..t:ion 
3-Nmne f( J\.c1d.ress 
4-Physical Dascription 
5-St~tus (i.e., not a liconse) 
6-})rivl.l~q ~{~cord (:t. c. I m,'l;'lb~!i: of [.~: I 

cOl1victi,cms 'p1:uvio'uo five yeD.!:s a:-. 
ntunbcr" of RecJ~h~~'l~j D::-ivi:ig (;o!lv.~c-· 
tions crcvioun two vears) 

7-Currcn~ R8striction; (i.G., ~cdic~ 
certific~te required, d~ceasG~) 

8-Endorcc~cnts (i.e., motorcycle) 

GUN REGIS'rr\~·rJ.'J:ON :r~::'C~::'\T!ON 
Dl"iver j;G-Cl~~"Tt:~~)8r l?rovi.Ges: 

l-Pcrmit to carry a co~c~aled wcapo~ 
2-DOB C1nd Physicnl D(H>cripti.on 
3-ND.me as sho\'!S on ~':'3u?On i'l.pplica tic 

A4-hddrcss as shows on saNe 
5-city, Stntc, and County CcJP 
6-Serial nur.lbcr, ~1akc, und C.'\::'ibcr 

Name and Dob Provides: 
1 through ,6 PLUS 

7-Driver License Hwnber of P1.1rchase~ 

Serial Hut;1ber .and l'~ake Provic1e$: 
1 through '} PLOS 

O-J.1icrof il::1 nU!:1ber of orig in1:\1 docu.::·. 
9-Purchasc date 
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, , Iii \".". c. . 

,.~', Nni:.:i.ol1.rll Cr. ;tine:) ·-:li'lr.ormr\'i:ion Center 

I ,". __ .~:'~~9~.on/,' D'~C~ ___ ~ --- .' . 
'. _.-. -': , '. :. -" ,t ~ .,.' , ." ~'.t r, " 

I' , ~ If. -. .. ' 

",.\\....0 -,," \ .... 

t'lnshington cl:i.mc -In {Q:--j'jlcl, tion Ccn tel:' 
Olympia, \i'-1!:,;hirH)ton 

I, rmnCl,l~ FXr.,B ' ..,:: '<.' ' •••.• VEIIICLB FILE 
, '-:-(illciuclGs--,l\ircraft & S;lm'rrnobi~,es) ~nc.1.udesl\ircraft £( Snowmobiles) 
·:stolcn· ~., '; '.\ :'., ",.," ,,'" Stolen 

I~'\·~~~~;rcl r,1Ctor & Fi'i1\1~·rp~:int. ~ifO'ld' " '. F,e~~~~rd Factor' & Pingerprint Hold 
Locate J:nforlnCltiol1 , .' ,: I.: " i IDeate Info;rnation I" " . ',' ,', '\ Abnndoned, Impounded, or both , ., .. ; .. ,,", : ~,>~~ '::'<".~~,:,~', :R~po_ss~ssed ,,' 

.' ~. , .. , • "t.., . 

•
. "~~~~_~_.~:'T.!.::::!~~~ FIL12 ... . " .. ,\. ,: LICB!':SB PI,A'J.'E FIl'JE 

(hlJL X[j.t;~.lcct) "." :",,' ,,~, '~"',"':" (l-iLJ,J,Issl.H:d) " 
'S't:olcm, '. ··i···· ,',":Stolen' ., 

~ca to In fo ma Hem ,,'t.. . . ': .. ':~.::>. ~~.c.,,~e /nf orma ~ion 
... \"EnrCLr~ '[>i~R'N:: FILH . ":" : .. ,. "., .:: VEIII.cr..,'S PAnTS F:UJE , 

" 

_____ ,~_~ .. _ ... _, .. _, ~,-- .. -- ' , .rl " ---~r_, ----:':'C,...--
.. " (Engin8G I lJ..l r ':'llsmisnions, U' VlH; .P~at:es)· '. (Eng.l.l1(;l.S 1 'l'.rai1~inissions, & VIN Plat 
~tolcn ,.', . , .'" ' . " St.olen ' 
'~,~catc Info.:r.1:lat:i.0l1 ,'i :, ','t!'" .'.' . \ '\, Loca~0: 'I,nfol"mati0X: .... ~ , 

;1~.QlLf.l)'~!2 '" , . . . \ \ GUN FILE, 
, 3tQlc~n '. ,'::' .' :'1' ',." Sto;J..c~ ~ ',. '> 

, I!'o\UHl ' .' Found. ...... " 
l'ILOCal:O Info):wct tic1l1 ,'0:. ~·<Loca'tc,.infOx:m~, t,,~.ior: >.: '~', 
I ' •• • ~ ,. .. ,... t , .. 

\ l' ... RTJCr.:;; }":O,!~ ", . ,',' ARTJ:CLt1 }?ILE ; \ \' ) 

", 

j: ,' •• .''.~ , 

1 ',." 

·1 .. ··-CCj1(~ ll~::~'(,~';' l\n~'~o .l\c:cr:I.:rJoJ:ioB 1701' :-"lrnl~l\;."~i::!si\uto )\ccessorics:NO'.C 
tmt,(~):u,; in l:ho Vdd,clc P.G<~~~ts J:':i.lc) , ;: entc:i~Gr'l inthe,~ Vehicle Pnrt-.s ):':D.c) 

Stolen " Stolen ,.,..~ " ' 
'IJi'O\1J1d . '" F.ound,... .,":;: , . 
~ Loco. \~e :Cnf;'o~:'I~\U t~_()n . ',,?/.' 'Loca to I1I.forma tion 

: ,\' '.4 1 .~. .~ , . ~ .. t • " , , .,. I 

• • I ~,. • • ..' 

" . .'~ 'l·"tANT?D pT;'nso~,'1 PTT'r.' . 
" ~ ... _-:.~ ... _.J.I .. ,,\ ... 1: ..... J ...... 

" . \'lanted ~ :L'G:',~po:ccu:y' Felon:! Nilllt~ 
.,:' l~isdc~llcanOl: \·lnnt's. ' ,'. ,;, 

',,~ ..... '. llazcu:t1 Pactor, ,,: .:; .;. :.:- .:' 

• • 
. 

,'f' ..... 

. " ~ '. .. ;: ',-11issing Persons ' , : "'. . 
. ; ;.;: " (. JuvenilG Run~~·.'ay~{ &. Ilost . Children " 

: ';) " I~xtracl:i.tion Infor:~\ution " 

1110A'r F:rT.~ I' 

--(i:c:sr:L'Gto:cccl or documcnt:.ed & 
8c~:;i.i11':.~~nd over $500 in valued 

, 1:';~:Olfl~l 
S~'l.·;"I "'~. ',' "C'~'l'~' I'· ".'; l\r'f'~rl')r; llt lIo''''-(·l I;. .. ,' 'l-'. ....,1 '. ,J.. .' .- ....... 1·.... t.: +4. _ 

r 1"\."" {.f'\ "1·"1··~r''''''1''· •• '':''': _'''.' • Q~ >\", -"- ., .. J...,- ~ l\C .. ,_)O,J..ul"\, 

, ,,:' :' .Locate Information 
".. .. • ' "l., 

, -',,' . ~. ....:. \. . ~ .. :~ ... , ~ :. 
:' * ~'t ~"SECORXTIBS Fli;E : .. 

, .:'\:}" ',NO'l' .. i\ctfvr.!. 
,'" ... '~." 

. ' 

. : . BOAT 'FJ:LE, 

.;" "'NOT b.ctlve , 
.to. I • 

' .. . , 
, .' , . 

. . 
,'. . . ; 

.' I 
, '. 

.. 
:~ .. ~' . 
,.; .. 

.... 
" ' 

.... ",. ! •. ' 

\ ... 

, . '. 
. '. 

..' 

" . 

' . 
' .. 

.. 

~ . 
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