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Date: October 8, 2025 
 
To: Washington State Board of Health Members 
 
From: Michelle Davis, Executive Director 
 
Subject: Health Impact Review Records Retention Policy 
 
Background and Summary: 
The Washington State Secretary of State publishes the State Government General 
Records Retention Schedule. All state agencies are required to follow the State 
Government General Records Retention Schedule for the destruction/transfer of public 
records under Chapter 40.14 RCW. The State Government General Records Retention 
Schedule is intended to be used with other approved schedules that relate to unique 
functions of a state agency.  
 
The Washington State Board of Health (Board) follows the State Government General 
Records Retention Schedule and the Department of Health’s (Department’s) approved 
schedule. The Board also maintains a Records Retention Guide for records that are 
unique to the Board. 
 
The Board’s Health Impact Review (HIR) reports fall under the State Government 
General Records Retention Schedule Disposition Authority Number (DAN) GS 19004 
(page 46), which is related to reporting to external agencies. The schedule for DAN GS 
19004 is: retain for six years, then destroy. Based on this schedule, HIR reports would 
be eligible for destruction after six years. 
 
Board staff identified the need to retain HIR reports and underlying source material 
(e.g., EndNote library, journal articles, strength-of-evidence ratings) beyond six years.  

• The Board’s website serves as the only archive for completed HIRs. Legislators, 
the Governor’s Office, and other interested parties access previously completed 
HIRs on the Board’s HIR webpage.  

• Decision-makers reference previous HIRs when working on related proposals or 
policy topics. 

• HIR staff refer to previously completed HIRs for reference and templates. 
• Decision-makers request HIRs on proposals or policy topics related to previously 

completed HIRs. 
• Legislative proposals may span multiple Legislative Sessions. Decision-makers 

request HIRs, or updates to previous HIRs, on proposals or topics that span 
multiple Legislative Sessions or biennia. 

 
Based on conversations with the Department’s Records and Information Officer, no 
other State Government General Records Retention Schedule would apply to or be 
appropriate for HIR reports, so it is not possible to update the DAN for HIRs. However, 
based on the need to retain HIR reports and underlying source material beyond 6 years, 
the Department’s Records and Information Officer suggested the Board write a specific 
HIR Records Retention Policy.  

https://view.officeapps.live.com/op/view.aspx?src=https%3A%2F%2Fwww.sos.wa.gov%2Fsites%2Fdefault%2Ffiles%2F2025-06%2Fstate-government-general-records-retention-schedule.docx&wdOrigin=BROWSELINK
https://view.officeapps.live.com/op/view.aspx?src=https%3A%2F%2Fwww.sos.wa.gov%2Fsites%2Fdefault%2Ffiles%2F2025-06%2Fstate-government-general-records-retention-schedule.docx&wdOrigin=BROWSELINK
https://app.leg.wa.gov/rcw/default.aspx?cite=40.14
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Board staff are recommending the Board adopt a policy to retain HIRs and underlying 
source material for six years and then convert these documents to reference material to 
retain as convenience/reference copies. 
 
In your materials, staff have drafted the Health Impact Review Records Retention 
policy (Draft Policy 2025-001) for your consideration.  
 
Recommended Board Action:  
The Board may wish to consider and amend, if necessary, the following motion: 
 
The Board adopts Draft Policy 2025-001 specific to Health Impact Review Records 
Retention (including any changes discussed today) and directs staff to formalize the 
policy and incorporate the policy into the Board’s Records Retention Guide.  
 
Staff 
Lindsay Herendeen, Policy Analyst 

 
To request this document in an alternate format or a different language, please contact 

the Washington State Board of Health at 360-236-4110 or by email at 
wsboh@sboh.wa.gov. TTY users can dial 711. 
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