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Policy Statement

The Washington State Board of Health (Board) follows the State Government General
Records Retention Schedule and the Department of Health’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 6 years, then destroy. Based on this schedule, HIR reports would be
eligible for destruction after 6 years. While it is not possible to update the DAN for HIRs,
this policy is intended to clarify records retention policy and procedure for HIR reports
and underlying source material (e.g., EndNote library, journal articles, strength-of-
evidence ratings).

To meet the unique functions of HIRs, the Board will retain HIRs and underlying
source material for 6 years and then convert these documents to reference
material to retain as convenience/reference copies.

Procedure
1) Maintain HIRs and underlying source material in Board files. For 6 years,

HIRs and underlying source material will be maintained in Board files (e.g., on the
Board’s shared drive or other platform, as appropriate).

2) Convert HIRs and underlying source material to reference materials. After 6
years, HIRs and underlying source material will be converted to reference
materials and retained in Board files as convenience/reference copies. The
Board’s file structure will clearly label these documents as reference materials.

3) Maintain all final HIR reports, beginning with reports completed in 2014, on
the Board’s website. The HIR webpage on the Board’s website will serve as an
archive for completed HIRs reports. HIR reports completed in the past 6 years will
be maintained on the HIR landing page. Reports older than 6 years will be
available on the “full archive” page of the HIR webpage.
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