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Training Objectives: Manuals

¢ History of operations manuals at WSU.
* Why we have operations manuals.

* How to use online manuals.

* How the manuals are updated.

History Lesson

1954 BPPM 1960s Manual
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History Lesson

* 1972 State Audit Report

* Hard Copy BPPM, SPPM

* 1997 Online Manuals

* 2000 Executive Policy Manual

* 2016 Board of Regents Policy Manual
¢ 2018 WordPress CMS website

Why have manuals?

¢ Serves as a quasi-supervisor. Always in.
No trips or leave. Fewer phone calls.
Fewer errors.

¢ Primary communications device. Provides
knowledge of laws, regulations, and
institutional practices.

Why have manuals?

¢ Institutional memory.
¢ Levels playing field.

* Standardizes practices. Promotes
efficiency.

* Consolidates location.
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Where to Find Manuals

* Uniform Resource Locator (URL):
https://policies.wsu.edu/prf/index/manuals/

* WSU Home Page
* A-Z Index
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Manuals

. Records, and Forms. See the [3 Summary of
secions on. .

anges madeto

Business Policies and Procedures (BPPM)

Introduction | Table of Contents

The Business Poicies and Procedures Manual (BPPA) s
oSt of day-to-day amimStrative funcions af the Unversty.

Topicsin the BPPM have a general nterest 1o many or
. i

pac oo Urversity unis.

« s an ;
Universicyunis and externai organizations.

Pracedures are based upan approved Unvers!
. Sections may

dministrave palicies

an applcabie state and/or feceral statutes ang
1d€ botn policy and pracedural = s,

WAC Rules

e~ Safety Policies and Procedures (SPPM)
Introduction | Table of Contents

The WU Satety Policies and Procedures Manua (SPPM) s the

imary pUBIEatN USEd by The Unversiy adsnistration 1o

\ directves, paicies, ang Unversity communiy.
The manusl nciuses SUBJACE Sreas that roughy iversiy satety ané ..
. . o y,fire safety, enviconmental hesth,

sccdent folowup,
accupationsl Neskh, and radiation safety.

Executive Policy Manual (EP)

Introduction and Table of Contents

How to Find Information

¢ Search engine
¢ Contents pages

* Forms Index

* Cross references
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Manuals

The following manuals are managed by the Office of Prozedures, Records, and Forms. See the (3 Summary of Changes madeto
o

the format and user experience of manual SEcTIons & oUr NEW WEBSITE.

Business Policies and Procedures (BPPM)

Introduction | Table of Contents

- - The Business Policies and Procedures s and administrators in the
T €onduct of day-to-tay administrative functions of the Universiy.
ty Policy and
Topics in the B7PM have a many orall ¥ The BPPM does not indi h
Internal central adm ks
The 8PM contains Insiructions for d f from

University units and extemal arganizations.

Procedures are based " and/or federal statutes and
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Manuals

the formar and user experience of manual secions on Gur new website.

Business Policies and Procedures (BPPM)
Introduction | Table of Contents

Manual [BPPM) s

& following manuals are managed by the Office of Procedures, Records, and Forms, See the (3 Summary of Changes made (o

CONGUKE Of day-to-Giy administrative furtions of the Universiy.
4021 Cash Advances

Topics woral

y depar The BPPM does ot
cencral adm procedures 4

30,59 Cash Regsters.

Cash Overage:

The BPPM contains instructions for completing forms and provides detailed procedures for requesting services from
University units and external organizations.

3053 Gash Har:

Cash Funcs

thas
w0 University unis.

ces af
P regulations. Sections may Incisie Bath policy and procedural statements.

30,50 Patty Cash F

uren

R
Equivaients P
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50 anc Use Safety Policies and Procedures (SPPM)

55,56 Gash Awarcs
sy

wsu Introduction | Table of Contents.
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‘ OFFICE OF PROCEDURES, RECORDS, AND FORMS
& Business Policies and Procedures Manual
STATE
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BPPM - TABLE OF CONTENTS
Revised 518
Procedures, Records, and Forms

5093352005

s NUMBER SECTION TITLE e

0001 iraduction o8

a0 Formsingex o118

1000 Organization-Table of Contents o318

1001 WSl Organiation 0

1004 intemnai Conto w97

Relaced Liks 1005 Organizationsl Directory naz
~ Form: [3 Acd or Change WSUORG information naz

OFFICE OF PROCEDURES, RECORDS, AND FORMS
Business Policies and Procedures Manual

BPPM - TABLE OF CONTENTS
Revised 5-18
Procedures, Records, and Forms
509-335-2005

*1ssUE
NUMBER SECTION TITLE ATE
095 Special Course Fees w817 @
Form: 3 Special Course Fee Request o817
ol
iy Form: 3 Key Rasier 0595
R 9500 Travel Table of Contents o218 1
i) 9501 General Travel Poucies o @
WAC Rules
5 Jnkversiy Traved Chacge Card 4 A
e 9503 Universky Travel Charge o016
Form: [ Travel Charge Card A o714
Contact Us
Where are we Locared 9504 e B
0500
9505 Travel Autnenity e B
Form 1018

POF
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Business Policies and Procedures Manual

HINGTON STATE
Ty

TVERSF TRAV

95.00

Revsed 218

Procedures, Records, and Forms
5093352005

Contents of Chapter 95

Qverview
s Poliies and
Procedures Manu: Search:
afery Poll
Procedur
N SISSUE *
NUMBER & SECTION TITLE (Vi) °
9501 General Travel Polices or12 N POF
9503 Universicy Travel Charge Card 0113 3 POF
~Form: [3 Travel Charge Card Apy 0718
€ Rules
Related Links 9508 Managing Central Travel Accouns 3 POF
Contact Us fome O .
9505 avel Authoriy 1014 3 PoF
~Form: [} Travel Authority | FleMaker 1018

TRAVEL

9505

Revised 1014
Travel Services
5033352034

Travel Authority
PRIOR APPROVAL

wvel requires prior appraval by an aprogriate University admini
[Chair/Approving Official below.)

Written Prior Approval

Written pricr approval ona )
the Th as indicated.

rm s required in the rautes or retins

- When a travel advance Is requested. Route the approved TA to Travel Services.

- When conference regist

s to be paid in advance by Accounts Payable. Rou

the spproved T

Accounts Payable.

RETAINING APPROVED TA IN DEPARTMENT

Inveach of the following six circumstances, the deparmens muss rewin the approved TA in the depariment
does not route the apprved TA to Travel Services or Accounts Payabie.

fes. The department

- Winen the traveler will be going out of state or out of the country. (SAAM 10.10.50) See aiso 87PM 95.15 for Information about
foreign travel,

- When a privately-owned, renced, or chartered aircratt willbe used (see BPPM 95.301

- When officlal WSL travel is partially or entirely 3
a third party lanother educ

e, eg. from
jonal institution, u personalfur P 95,16,

Rentea Alrcrart
Submit the original TA or substitute TA to Purchasing atleastten days before.

pated departure (see alsa BPPM 95.30)

Conference Registration
Submit th oiginaland a copy of the TA & Accosns Payabie ¢ ieast the fee s due.

Foreign Travel
See 577!
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£

7
INGTON STATE
¥ FORMS INDEX
0401
Revsed 118
Procedures, Records, ana Forms
5033352005
print ingex
searen:
Manual
seetion & Title/ Primary Purpase # Farmats Available
Reference
566 Ehemical Collection Request (WSU1280) Rev. 10:04 o US rem 447860
Far proper isposal or recycing of chenical substances otal Heahh and
100 Add or Change WSUORG Infarmation (WSU1270) Rev, 1117
T30 or change organizational information in the WSU computer fie.
o1 Agrecment Template A 407
Template used (0 prepare.a conra if o madel agreementis available from Text
ontract acminsuravan offc.
on Contract Review Sheet (WSU1409) Rev. 10-17 3 PoF
Ta summarize a proposed contract and Inaicate potentia ot
Untvers rees. Used o all Cantracts except purcha
sponsarea project agreements, ans personal saneces con
070 Auetion Bid Gt Transmittal PO
Accompanies multiple
everts.and routed to WSl Fo
nes Bank Aceount Request
To request autharization ta e & commercial bank account

Announcing Revisions

* Procedures, Records, and Forms sends out an
e-mail message on WSU Insider
Announcements.

* To subscribe refer to:
https://insider.wsu.edu

NOTE: Be sure to select the Daily Announcements link at the
end of each day’s WSU Insider news e-mail message to view all
of the day’s announcements.

* Revision announcements are linked to the
Manuals web page.

OFFICE OF PROCEDURES, RECORDS, AND FORMS
BPPM Revisions

Business Policies and Procedures Manual
Revisions

show 10| amiren

Search:
Revision Revision
2 SectionTitle 8 ¢
Date Meme ¢
0501118 513
Lost and Found
040918 Tell Call Autherizatiort siz2
S Oniine Customer Statements
040418 Employment Eiigihilty s
Telephone Dialing Procedu
03/12/2018  WSU Organization s10
Moving Services at WSU Pullman
0211372018 Prining Services: s

iscesaneous Travel Expenses
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Revising Manuals: Sources

¢ Auditors
¢ Statutes/regulations

* Administrators

e Users

Revising Manuals: Process

¢ Input
¢ Prepare draft

¢ Review and approval

OFFICE OF PROCEDURES, RECORDS, AND FORMS
G Executive Policy Manual

Executive Policy #5
Revision Approved September 25, 2014

Policy Approval and Distribution

Brrint

SUMMARY

University P . published, and d and authorized
publications and web focations. This policy he drafting, review, approval, processes for adminisi
business, and safety policies and procedures.

u 10 obtain appropriat i d y policies and proced

u areto e and the Revised Code of
Washingson.

Universicy policies and procedures are ta be published and distrbuted ted

locatians.

Advisory guidelines which supp y policies and pr

websies.

APPLICABILITY

This policy appies y procedures, and y business, and safery
functions that affect many or most University units.
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Distribution

¢ Convert to HTML and PDF
¢ Upload to UNIX
¢ Notify University

e Save old section in archive media

You should now know:

¢ How to locate manuals online.
* How to find information in manuals.

* How manuals are updated and how to find
out when manuals are updated.

Records Retention

Deb Bartlett
dbartl@wsu.edu

Joy Faerber
faerber@wsu.edu

Office of Procedures, Records, and Forms
509-335-2005
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Training Objectives: Records

e State definition of records.
* How to find out how long to keep records.

* Which records are confidential.

* How to dispose of records.

Records Retention:
What are we talking about?

Management of records for
the period of time between
record creation and record disposition.

What we do with it and
how long we keep it.

Why do we keep records at WSU?

¢ We need to document our business.

* We need to meet requirements of
laws/regulations.

* We need to be able to recreate the history of
WSU.
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State of Washington Records

Any paper, photograph, film, sound
recording, map drawing, machine-readable
material or other document, regardless of
physical form, made or received by the state
in connection with the transaction of
public business.

(From RCW 40.14.010)

Legal Requirement:
RCW 40.14
(Preservation and Destruction of Public
Records)
University records are public records. Public
records may not be destroyed, microfilmed,

or transferred to archives without
authorization.

Records Officer

* Coordinates University's records retention
program.

¢ Prepares retention schedules.

¢ Liaison with State Records Committee.




WASHINGTON STATE
UNIVERSITY

Responsibility for Records

e Primary responsibility resides with each
individual University office.

¢ The unit director/manager/chair designates a
departmental records coordinator.

Records Coordinator

¢ Liaison with Records Officer

* Notifies Records Officer changes in office
records.

* Files and refers to records retention schedules.

¢ Applies retention standards to records.

¢ Ensures that department personnel apply
retention standards to records held in their
files and computers.

Why not just keep everything?

¢ Must look through it.
* Must track it.

¢ Takes up expensive
space.

¢ Causes additional
processing in litigation,
audit, or public records
requests.

12
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Some records are
essential records.

Records you would need to restart
your operation after a catastrophe.
See 90.15.

Back up and store offsite.

1997 Kincaid Fire - UW

All-University Records Retention Schedule

BPPM 90.01

13
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HAT WE DO

Vi, 0, 348 UbiENthe Bsiness oiies s Procecires Manual
rocedures Manua,
4 Board of Regeres arwa,
& Admiister 300itns, amancments, and seletons ta the Wasington
Adminisiracve Code.
+ Dstroute awomised and ecroni orms.
+ Manags Urversay recercs recenon program.
« Posichtacheicl $upport 1ot e WSU E-ferms Syt

[ BusinessPolicies  ” SafetyPoliciesand © ExecutivePolicy | Board of Regents
and Procedures ~ Procedures (SPPM) Manual (EP) Policy Manual
(8PPM) E (BORM)

Introduction | Table of Introduction | Table of Introduction and Table of Introductian and Table of
Contents Contents Contents Contents

OFFICE OF PROCEDURES, RECORDS, AND FORMS
Business Policies and Procedures Manual

Recomos
00
Procedures, Records, aedlForms

University Records-Retention and Disposition

RECORDS MANAGEMENT

Dpartmane g rgor pp—
Commatee (ROW 40,14

Procedures, Records, and Forms

and assists e 4 rerennanand dapas

Retords, and Forms coonirates therecends
Duractr o Prockcores, Records, mnd Forns i e WS Records Offce

Archives

The Universty Archistserves 8 esource t erty records tha may be sukablefor the WSU archives colection see BPPM30.02)

State Records Committee

Incudesa representti

aragemen.

g

Records Retention

WAC Rules

Related Links

Contact Us
Where are we Located
Give Feedback

Home Page 7

SURPLUS COMPUTERS

See BPPM 20.76 for procedures for removing data from hard drives of computers o be sent to Surplus St

ALL-UNIVERSITY RECORDS RETENTION SCHEDULES

- Executive Level Records (Dean and above)
e-General Office Operations

3l Records

- Accountingi
- Information Services Records
- Legal Files

- Library Services Records

- Mall Services Records
- Payroll and Personnel Records

- Property Management Records

- Public Affairs and Public Disclosure Records
- Purchasing Records

- Records Management Files

- Research and Sponsored Projects Records
- Safety Records

- Security Records

- Student Records

- Travel Records

14
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RECORDS
001
Revised 7-17

Procedures, Records, and Forms

509.335-3005

ALL-UNIVERSITY RECORDS RETENTION SCHEDULES

Purchasing Records

[ rin secion 4u
Show [:l.nm.._ — soarch:

Loation SO pisposition
Record Saries Title—Function/Purpase # (romcial & 5 & Authority & Remarks
ispositian
Copyl P No.
BANQUET PERMIT AUTHORZATION Accounts  Rewinfor2 111263404
a 0 spply for» Payabler  years aher
end offisca
year,
then destroy.
BANQUET PERMIT AUTHORIZATION Purchasing  Retainfor2  Secondary copy
(Purchasiog; Departmen secondary copy) Depantmens  years aher  under
(secondary  engoffiscal  11-12:63404
copies) .
then destroy.
BANQUET PERMIT AUTHORZATION Compon  Resainundl  Secondary copy
(CUB Agmin seconsary copy) Union Agmin. end of fiscal  under
(secondary  yea, 11126320
<o thendestroy.
BIDS AND PROPOSALS - SUCCESSFUL AP Finance® Rewinfor  GS06004
parties or arsafter Rew.1
services, revenus or ocher benefis, which are accepted by the Universiy. Inclodes, butis not Departmentt _completion of

RECORDS
Revised 7-17

Procedures, Records, and Forms
5093352005

ALL-UNIVERSITY RECORDS RETENTION SCHEDULES

Administrative-General Office Operations

[ Print section

entries

Search:

Location Disposition
Record Series Title—Function/Purpose (officiat  Retentionand Mll::my Remarks

Disposition Action

Copy) 0.
ADVISORY BODY RECORDS Department® Retain for 6 years after  GS10015  Archival
Records documenting the actions, meetings ang membersnip end of calendar year, (appraisal
of baards, commissions, committees, counclls, task forces, hen required)
eic. that are created to act sirictly in an advisory capacity (o Transfer to Archives for
tne o g powers, Also appratsal and selective

for retention.

Y
which the University acts as secretary/keeper of the official
records. Includes, but is not limited to
- Agendas, meeting/agenda packets (briefs, reference
makerials, etc);
- Speaker sigo-up, wricten testimony;

- AudioNisual recordings and transcripts of proceedings:

_Minutes;

WASIIINGTCN STATE R
iy

U

hinghin St Univarity
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ALL-UNIVERSITY RECORDS RETENTION SCHEDULES

Administrative-General Office Operations

CONTACT INFORMATION Deparment*  Retain undl 6550007
o longer neeced for
he University business,
maintenance of such lists/collections. Includes, but s not then destroy.
imited to
- Business cards:

- Contact detai's stored in Microsoft Outiook and other
contact databases;

- Maling lists, email distribistion lists, listserviRss
subscriber detals, etc.

- Requests to be added/removed fram the Uiniversity's
<contact lists (includes Mail/commUnications returned as
undeliverablel

DRAFTING AND EDITING Department® Retain unti 6550008
Records relating to the drafting/editing of correspondence, o langer needed for
documents, and publications. Includes, butis not limited to Universicy business.

Preliminary drafts not covered by & more specific thendes

records series, not needed as evidence of extemal
i p

due diligence in the drafting process;

- EdRsisuggestions/directions (such as handwritten
annotations/notes, track changes
Information/comements in Microsoft Word, etc.k

ALL-UNIVERSITY RECORDS RETENTION SCHEDULES

Administrative-General Office Operations

INFORMATIONAL NOTIFICATIONS/COMMUNICATIONS Department* Retain until 6550001
Records communicating basic/routine shortterm information nolonger needed for  Rev.2
(regardiess of format or media used) that: University business,

- Do nat document University decisions/actions; then destroy.

- Are not used as the basis of University
decisions/actions; and

- Are not covered by a more specific records series.

Includes, butis not imited to:
- Basic messages such as "Come and see me when you're
free,” “Call me back at (360) 555-5555," etc.

- Internal communications notifying of staff absences or
lateness (such as “Bob Is ot today,” “Mary Is running

INTERNET BROWSING Depantment* Retain untl 6550010
Records routinely generated as part of intermet browsing. nolonger needed for
Includes, butis not imited 1o: University business,

- Browsing history/saved passwords/web form then destroy.

information, ec.
« Cacheftemporary files

- Cookies

ALL-UNIVERSITY RECORDS RETENTION SCHEDULES

Administrative-General Office Operations

REFERENCE MATERIALS Department* Retain untl 6550013
Materials gathered from outside sources for reference/ nolonger needed for

reading use which are not evidence of the University's University business

business transactions. Includes, bt i not limited to: then destroy.

- Conferance materials (such as proceedings, handouts,
excl from conferences/seminars not organized by the
University;

- Coples of published articles, report, et

- Internat browser favorites/bookmarks

- Listserw/RSS feeds

SECONDARY (DUPLICATE) COPIES Department* Retain untl 6550005
Copies of records (created of received). provided that the no longer needed for  Rev. 1
University retains the primary copy of the record in University business,

aceordance with the current approved minimum retention then destroy.

period. includes, but is not limited 1o
- Data extracs and printouts from University information
systems;

- €5 of emails, provided the University is retaining its
primary copy of the emal;

- Convenience/reference copies of recor

Duplicate and near-duplicate images/photographs
provided the selected "best” Imagels) dacumenting the
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State Requirement

* WAC 434-662-040, effective January 1, 2009

» Electronic records must be retained in
electronic format and remain usable,
searchable, retrievable and authentic for the
length of the designated retention period.

» Printing and retaining a hard copy is not a
substitute for the electronic version.

State Imaging Standards

* Must be observed when agency wants to use
the image as the record copy and dispose of
paper original.

* Not required when agency uses the image as a
working copy and retains the paper original
for the approved retention period.

» To obtain a copy of or a link to the standards,
contact Office of Procedures, Records, and
Forms. See also BPPM 90.21.

E-Mail, Text, Voicemail, and Social
Media
* Most e-mail, text, voicemail, and social

media messages are transitory
communications.

* Some e-mail, text, voicemail, and social
media messages are public records requiring

retention. Evidence of officia
actions, decisions, or transa

e See BPPM 90.03.
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Saving Text, Voicemail, and
Social Media Messages

» To save text or social media messages,
manually:

» Send the messages to a University email account.
Save as email.

» Save the messages to a University-controlled
server or content management system.

» To save voicemail messages:
» Contact applicable telephone provider.

» Use Single Inbox Messaging to save message as
WAV file attachment to University email

Manage Your E-mail

* Don't let thousands of e-mail messages clutter
your e-mail account.

» Delete immediately if you don't need it.

» Have a timetable for reviewing e-mail.

 Store e-mails with longer-term retentions in
special folders in Outlook or elsewhere (e.g.,
your computer, a shared drive).

Important to Remember:

E-mail, text, social media, and voicemail messages
created to conduct University business
are public records
EVEN IF the messages are
sent from or received on personal devices,
e.g., cell phones, tablets, laptops.
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I::- Washington state acusrz7, 2015 -

Court: Texts on public
employee's cellphone public
records

BY MARTHA BELLISLE
Associated Press

SEATTLE — The Washington Supreme Court on
Thursday unanimously ruled that a public
employee's work-related text messages sent
and received on a private cellphone are public
records.

The ruling came in a case filed by Pierce
County Sheriff's detective Glenda Nissen, who
had asked for Prosecutor Mark Lindquist's call
and text records. Nissen had sued the county

claiming Lindquist banned her from his office

after she criticized the prosecutor and backed
his opponent. The requests included texts that
he made and received on his private cellphone.

Determining Retention

* Legal requirements.
¢ Fiscal and audit requirements
* Functional needs of office

e Historical and archival
requirements.

To schedule a record:

¢ Check the All-University Schedule in BPPM
90.01.

* Check any unique departmental schedule.

* Complete a Retention Schedule Review form
(see 90.01.8). Route to PR&F.

* Procedures, Records, and Forms prepares a draft.

* Approvals by department, records officer, State
Records Committee.
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Retention Schedule
Superseded

« Litigation holds
* Public records requests
* Audits

PRINTTHIS
powersa vy (Clickability

(@ Mﬂﬂey.com

= Click to Print ‘BAVE THIS | EMA THIS | Close

Andersen guillyorwe grand accounting firm now faces five years
probation, $500,000 fine and possibly its own end.

June 15, 2 43 PM EDT

By Lui ‘Brett Garing and Alice Martin

NEW YORK (CNN/Money) - A jury Saturday found Arthur Andersen gullty
of obstructing justice, all but sealing the fate of the once mighty
accounting firm.

After a six-week trial and 10 days of deliberations, jurors convicted Andersen
for obstructing justice when it destroyed Enron Carp. documents while on
notice of a federal investigation. Andersen had claimed that the documents.
were destroyed as part of its housekeeping duties and not as a ruse to keep
Enron documents away from the regulators.

Andersen now faces up to 5 years probation plus a
$500,000 fine.

The 12-member jury reconvened at the Houston court house at 10 a.m. ET and
shortly thereafter declared that they had a verdict. Judge Melinda Harmon read
the decision at 10:25 a.m. ET. Later, when the jurors were polled, they all
individually said "guilty.”

Government lawyer Andrew Weissmann said the case sends a signal. "When
you expect the police, don't destroy evidence,” he said. "For Andersen, the
police was the and Exch ‘Commission].”

Storage of Inactive Records
¢ WSU Pullman: Facilities Services, Capital at
509-335-5571

¢ Other locations: Campus facilities
management

e Store records at State Records Center in
Olympia

¢ Store inactive electronic records offline,
e.g., tape, external hard drive, dedicated
storage server

AIATL. Ciad A lao 1l e bad

20



WASHINGTON STATE
UNIVERSITY

Records Disposal

¢ Send to Manuscripts, Archives, and Special
Collections (MASC).

> See BPPM 90.02 for more information regarding
archival records.

* Recycle.

* Make illegible if confidential.

Which records are confidential?

All records which are exempt from public
disclosure in accordance with state law.
(RCW 42.56)

Refer to BPPM 90.05, 90.06, 90.07.

21
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Partial list of confidential records

* Personal information
¢ Lists for commercial purposes
* Application information

* Tests

e Library records

Disposal of Confidential Records

Records must be reduced to an illegible condition.
(WAC 434-640-020)

Shredding

¢ University Recycling at WSU
Pullman

¢ Commercial shredder (Iron
Mountain)

¢ Departmental shredder

22
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Destruction of
Electronic Records

e Hard Drives

* CDs and DVDs

* Tapes

» See “Specific Item or Transaction
Requirements” in BPPM 20.76 for more
information regarding destruction of
digital media.

You should now know:

e State definition of records

* How to read a records retention schedule

¢ How to schedule a record

* What to do with old records

¢ How to determine if a record is confidential

* How to dispose of records

Questions???
Contact PR&F

e Telephone 509-335-2005

¢ E-mail dbartl@wsu.edu

* E-mail faerber@wsu.edu

* E-mail prf.forms@wsu.edu

23



WASHINGTON STATE
UNIVERSITY

WASHINGTON STATE EI_JNM RSITY

This has been a
WSU Training
Videoconference

If you attended this live training session
and wish to have your attendance
documented in your training history,
please notify Human Resource Services
within 24 hours of today's date:

hrstraining@wsu.edu

Template-WSU Hrz 201.ppt
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