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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?

e 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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UNIVERSITY RULES AND POLICIES

04 (Washington Adinistative Codé for Washiagton State
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OTHER UNIVERSITY POLICIES

Tne following policies are isted in aiphabetical order by nams of deparument/un
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Procedures, Records, and Forms

Manuals

Tha faoing manusis are mansged by the Ofce of Procedures, Recorts, and Forms, Sea the (B Summary of
and user exparience of manual sactans on cur how webste:

anges made to the format

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

m i rocedures guide and assise ofday.
to-cay administrative funcions of the Unwersiry.
5 notinch
central adein cesor o0t or two Universay unis,

The BPPM contains instructians for completing forms and provides detalled procedures for requesting services from Unkersity unts and

external organizations.

Procedures are based Upon approved Univ anaior and regulations.
Sections may include both policy and p

Safety Policies and Procedures (SPPM)

Introductian | Table of Contents

imary publicat By the Universiy. to distribute

‘ i directives, polices,

hat roughly correspond to and health funciions, Le. accident prevention, accident
reporting accident follow.up. protective equipment, mator vehicle safety, fire salety, environmental health, sccupational health, and
radiation safecy.

Executive Policy Manual (EP)

Introductian and Table of Contents

How to Find Information

¢ Search engine
¢ Contents pages

* Forms Index

* Cross references

'OFFICE OF
Procedures, Records, and Forms

Manuals

= < The following manusis are managed by the Office of Procedures, Racords, and Forms, See the [ Summary of Changes made ta the farmat
and user experience of manusl sections on our e

L Business Policies and Procedures (BPPM)
S Introductian | Table of Contents

The Business Pal res gulde and o
t0-day administrative functions af the Unersity.
central adrin 0 oy one o two Linkversky
Thie BPA containg instructions for comph for . " sy units and
exterral crganizations,
Procedures are based upon appreved andior d regulations.

Sections may inchute Bath poliy and peocedural stater

Safety Policies and Procedures (SPPM)
Introductian | Table of Contents

- E by o distribute
y directives, policies, i

The manual Incudes sublect areas thak roushiv correspond 1 Universiosafety and hiealth funciians, Le.. accident orevention. accident
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Manuals

Business Policies and Procedures (BPPM)

The following manuals are managed by the Offce of Procedures, Records, and Forms. See

B Summary of Changes made ta the farmat

od ach day-

Introduction | Table of Contents
‘The Business Policies and Procedures Isintended to guide an
- to-day administrative functions of the Unwversity.
h al
e

or two University units.

s instructions for
e STt

for from University units and

Procedures sy acminisirative pol
Sections may Inchude both policy and procedural statemens.

Safety Policies and Pracedures (SPPM)
= Introduction | Table of Contents

andor feceral siatutes

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

BOPM - TABLE OF CONTENTS
Procesures, Records, and Forms.

5003352005

Srom (T55—7) errs

NuwetR stcion e
wan oducton
wn Formrs e
000 organ

0 proge
0w abieof Contencs

P Intslecauat Progerty Tae of Contant
woo Spansored Agreaments Tate of Contants
50 Research Table of Convencs

0o Satery.and Secury Taie of Cantents
50 Puynel Table of Contents

s Fositon GansrelTatle o Con

oo Purchasing Toble o Contents

) Services Tobiaof Contants

) ingand Teicomn

0o s Tt of Contents

s5.00 Toovel Ttie of Gocterns

BUSINESS POLICIES AND PROCEDURES MANUAL

s Tabe of Cantenss.

(OFFICE OF PROCEDUS
£ Business Polici

'BPPM - COMPREHENSIVE TABLE OF CONTENTS
Procedures, Records, and Forms
509.335:2005

Pt

8PPM Tabie of Contents

sncw(322_3)arres

S, RECORDS, AND FORMS
es and Procedures Manual

BUSINESS POLICIES AND PROCEDURES MANUAL
— e

NUMBER SECTION TITLE o=

0001 Introdustion oM BPOF
0401 Formsindex o818 BeoF
1000 Organization Table of Contents ) POF
1001 WsUOrganaation 0B B
1006 internal Control @97 Do

1005 Dwectory nar  @eor

Farm: (3 Add or Change WSUORG Information 147

1007 Emplopee Directories 101 B PoF
1008 Cougartard ne  peoe
1010 Delegation of Contractual Autharisy 010 Do

1011 cessing Universiy Contracts 1017 BPOF

Template-WSU Hrz 201.ppt

10/30/20
20




WASHINGTON STATE
UNIVERSITY

OFFICE OF PROCEDURES, RECORDS, AND FORM

BPPM - COMPREHENSIVE TABLE OF CONTENTS
Procedures, Records, and Forms.

509-335-2005

B pRINT

BPPM

of Contents

s
Business Policies and Procedures Manual

BUSINESS POLICIES AND PROCEDURES MANUAL

10/30/20
20

Snow[(330_1) emres

NUMBER SECTION TITLE
3095 Special Course Faes
Form: () Special Course Fee Aequest
Form: (3 Key Roster

9501 Travel Management

Form: (B Travel Authorty | i

9503 unw

y Travel Charge Card

Form: )

ard AP

9504 Managing Central Travel Accounts
Form: (3 CTA Log Sheet

9505 Travel Advance

o219

0219

0500

B ror

G ror

OFFICE OF PROCEDURES, RECORDS, AND FORMS

Business Policies and Procedures Manual

Procedures, Records, and Ferms

Il = < 509-335-2005
tome B priNT
o CONTENTS OF CHAPTER 95

show (52 ) enies

NUMBER © SECTIONTITLE

95.01 Travel Management

Form: [ Travel Authorty | FileMaker

9503 University Travel Charge Card

Ades

Form: B Travel Charge Card Application

Form: [} CTA Log Sheet

%05 Travel Advance
95.06 Meals and Lodging
9507 Transporiation

@ PoF

3 PoF

@ PoF
D POF

@ PoF

Revised 2-19

For more information contact: —
Travel Services
5093352034

TRAVEL MANAGEMENT

B PRINT SECTION

Forms:

B Travel Authority form (also available in FileMaker format)

Policy Creation and Compliance

University policies; state laws, policies and procedures; and plicies of individual funding sources and sponsoring agencies regulate all WSU

travel.

This section (BPPM 95.01) provides requirements, procedures, and information regarding:

Policy creation and compliance

- Respansiviliies

- Travel approval

Travel Authoriy or department substitute form

s applicable to University travel

UNIVERSITY POLICIES

Chapter 95 of the Business Policies and Procedures Manual (8PPM) includes
business travel.

1o official WSU
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s
Business Policies and Procedures Manual

FORMS INDEX
0451
Revised 0719

For mors informaticn cantact:
Pracedures, Recards, and Forms

n ~
10.05 Add or Change WSUORG Information (WSUI1270) Rev. 111
10.11 Agreement Template Rev, 407 -]
Template used to prepare 3 contract if no model agreement is available from the central Text (HTML) version

To request authorization to establish a commercial bank account.

Announcing Revisions

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

* To subscribe refer to:
https ider.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 [100__7) entries
Search
Revision 8 Revision Memo
e Section Ttle =
0A0M Travel Aanes s
ORZEENS  Tution Waver Requestforn s
mrzg =
on Changes and Name Cading Convenions

MSA0M9 Employee Departure Procedures; s

Vehice Acquision and Disposak

Eukdence Preservadior:

Trovel Achance
e wests and Ladging s
06112019 Daa Warshouse Access 53
osmrzons nationsl Memorandums of ndeeszaning and Agreements s

Faculy Lea Stucy Abroad progroms

Cost haring and Natening:

»

cioe Recommendations

Use ofRegsterea pestcioes

Experimental Use of pestcdes:

Aetention ofclectronic Communcations:

Meais and Lodging
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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

Executive Policy Manual

B PRINT
Executive Policy #5.
Revision Approved November 5, 2018
POLICY ON POLICIES
Summary

This policy establishes the development, approval, and publication process for systemwide University policies and procedures, as defined
below,

Policy Statement

By following a uniform process for policy approval and distribution, the University enhances operational efficiency, reduces institutional risk,
and facilitates compliance with applicable laws, rules, and regulations.

University policies and procedures must be:

- WIFIEEN 10 Understandable anguage and in  common format:
Approved by the appropriace Universiy bodses and officials; and
Waintained o0 appeved Universiy posey publication webses

Advisory guidelines that supplement University policies and procedures and distributed on

b

Applicability
This policy applies to systemwide University policies and procedures related to administrative, business, and safety functions that affect many
or most University units.

This policy does not apply io:

Template-WSU Hrz 201.ppt 8
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Distribution

¢ Convert to HTML and PDF
¢ Upload to WordPress CMS
¢ 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

¢ 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.

Template-WSU Hrz 201.ppt 10
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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.

Template-WSU Hrz 201.ppt
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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.

Template-WSU Hrz 201.ppt 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

Template-WSU Hrz 201.ppt 13
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RECORDS
%0.01

o
Revised 19

formation eontact:
rocedures, Records, and Forms
5033352005

[ PRINT SECTION

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

UNIVERSITY RECORDS-RETENTION AND DISPOSITION

Forms:

- Acceunting/Fscal Records

- Records Management Fies
Research and Sponsared Projacts Aecorc
Safery Rco
Securty Recore

- Student Records.

D Retention Schedule Review (also availabie In FileMaker format)

All-university Records Retention Schedule Tables:

D PRINT ALL TABLE
Adminirative- Exec.Aine Level Records (B4an and asove)
- Adminitrative-Ganersl ffica Oparations

RECORDS
9001

Revised 7-17

For more information contact:

Procedures, Records, and Forms
509-335-2005

ALL-UNIVERSITY RECORDS RETENTION SCHEDULES

Purchasing Records
B PRINT

show (73] eneres R
Record Series Title—Function/Purpose

BANQUET PERMIT AUTHORZATION
uests University approval to apply for  Banquet Permi.

BANQUET PERMIT AUTHORIZATION
(Purchasing: Diepartment secondary copy)

BANQUET PERMIT AUTHORIZATION
(CUB Admin. secondary copy)

'BIDS AND PROPOSALS ~ SUCCESSFUL
1o bids p y
Untversity with goods, services, fevenue or ther benafits, which are

§ Search:

Retents

Location A6 Oispostion
(*Official Authority Remarks
e W
Accourts  Reminforz 111243404 {3
Pajabict  yearsafier

end of fcal

year,
then destroy.
Purchasing:  Retainfor2  Secondary copy
under

(secondary  endof fiscal 111263404

coples} year,
then destroy:

Compton  Retainuntl  Secondary copy
endoffscal  under
year, 111243404

then destray.

AVPFinance Retainford  GS 06004 G
on yearsafier  ev.1
Gepartmert*. completion of

Template-WSU Hrz 201.ppt
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RECORDS
2001
Revised 7-17
For more Information contact:
Procedures, Records, and Forms
509335.2005
ALL-UNIVERSITY RECORDS RETENTION SCHEDULES
ini ive-Gi | Office O
habiait Search:
Location Disposition
Record Series Title—Function/Purpose (official  Resention and Authority  Remarks
Disposition Action
Copy) o.
ADVISORY BODY RECORDS Department* Retain for Gyears G5 10015 Archival
Records documenting the actions, meetings and membership of boards, after (appraisal
commissions, committees, counci, ask forces, etc that are created to act end of calendar year, required)
strictly in an advisory capacity to the University and have no final decision- then
making powers, Also includes | Transfer to Archives
for which the University acts 23 secretary/keeper of the officlal records. for appraisal and
Includes, but s not limited to selective recention.
Agendas, meeting/agenda packets (oriefs, reference macerials, esck
Ssesker sgnup. cen esimony;
Audiosual recordings and ranseripts of proceed ngs:
M

ALL-UNIVERSITY RECORDS RETENTION SCHEDULES

Administrative-General Office Operations

CONTACT INFORMATION Department*  Retain untl
nofonger needed for
the University business,
maintenance of such lists/collections. Includes, but is not then destroy.
imited to

- Business cards;

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

- Mailing lists, email distribution lists, listserv/RSS
subscriber detats, etc:

- Requests to be added/removed from the Unversity's
contactliss (includes mailfcommunications returned as
undeliverabler

DRAFTING AND EDITING Depariment*  Retain unti
Records relating to the drafting/editing of correspondence, nolonger needed for
documents, and publications. includes, butis not limited to Universicy business

- Preliminary drafts not covered by a mare specific then destroy.

records series, not needed as evidence of extemal

due diigence in the drafting process;

- Edits/suggestions/directions {such as handwrizten
annotationsinotes, track changes
Information/comments in Micresoft Word, etk

6550007

6550008

Template-WSU Hrz 201.ppt
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ALL-UNIVERSITY RECORDS RETENTION SCHEDULES

Administrative-General Office Operations

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

- Do not documnent 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 mited 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 &5 "Bob is out todsy,” Mary s running

INTERNET BROWSING Department* Retain untl G5 50010
Records routinely generated as part of internet browsing. nolonger needed for
Includes, butis not fimied to University business,

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

information, etc.
- Cachertemparary fles

- Cookies

10/30/20
20

ALL-UNIVERSITY RECORDS RETENTION SCHEDULES

G | Office Op.
REFERENCE MATERIALS Department®  Retain unti 6550013
Materials gathered from outside sources for reference/ o longer needed far
reading use which are nt evidence of the University's University business,
business transactions. Includes, but is ot kmited to: then destroy.

- Conference materials (such as proceedings, handouts,
exc} from conferences/seminars not organized by the
Universiy,

Copies of published articles, reperts, etc:

- Internet browser favorites/beokmars;

- Listsenw/RSS feeds.
SECONDARY {DUPLICATE) COPIES Department* Retain untl 6550005
Copies of records (created of received). provided that the no longer needed for  Rev, |
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 records;

Duplicate and near-duplicate images/photographs
provided the selected "best” imagels} documenting the

State Requirement

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

e 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.

Template-WSU Hrz 201.ppt
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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 transacus

¢ See BPPM 90.03.

T
?,,; 7,
e, Ve 7

A~
~

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

Template-WSU Hrz 201.ppt 17
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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.

- Washington state weusr 27,2015 -

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.

Template-WSU Hrz 201.ppt
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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.

Retention Schedule
Superseded

« Litigation holds

* Public records requests
* Audits

Template-WSU Hrz 201.ppt 19
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PRINTTHIS
@NMoneycom Pouered by (§ Clckability

& Click to Print SAVE THIS | EMAIL THIS | Close

Andersen guilty Once grand accounting firm now faces five years
probation, $500,000 fine and possibly its own end.
43 PM EDT

ran, Brett Gering and Alice Martin

NEW YORK (CNN/Money) - A jury Saturday found Arthur Andersen guilty
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 Corp. 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 jurcrs 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 [Securities and Exchange Commission].”

10/30/20
20

Storage of Inactive Records

¢ WSU Pullman: Facilities Services--Capital at
509-335-5571

¢ Other locations: Campus facilities
management

¢ Store records at State Records Center in
Olympia

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

ALOTL. Cial A Llaol e bad
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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.

Partial list of confidential records

* Personal information

¢ Lists for commercial purposes

¢ Application information

* Tests

¢ Library records

Template-WSU Hrz 201.ppt 21
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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

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.

Template-WSU Hrz 201.ppt
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You should now know:

* 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

WASHINGTON STATE E UNIVERSITY

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
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