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Jefferson Transit Authority Board 

Meeting Minutes 
Tuesday, December 18, 2012, 1:30 p.m. 

701 Harrison Street. Port Townsend, WA 
 

CALL TO ORDER/WELCOME 
The meeting was called to order by Jefferson Transit Authority (JTA) Chair Phil Johnson at 1:35 
p.m.  Other members present were Catharine Robinson, David Sullivan, John Austin, Robert Gray 
and Alice Lane.  
 
STAFF PRESENT  
Tammi Rubert, Sara Crouch, Natalie Patten, Cara Swanson, Ben Arnold, Leesa Monroe 
 
OTHERS PRESENT 
Darrell Conder, Burt Langsea, M. Thuy Langsea, Margaret Lee, Brenda McMillan, Charlie 
Biermant (Peninsula Daily News), Tristan Hiegler (PT Leader), Samantha Trone (City of PT), G. 
Aten, Tim Caldwell, Steve Oakford 
 
PUBLIC COMMENT- The following are a summary of comments made by citizens in attendance 
at the meeting and reflects their personal opinions: 
 
Thuy Langsea asked what is the purpose of Jefferson Transit. 
 
Steve Oakford stated that he is disappointed about radio music no longer being allowed on the 
buses. He also stated that fares are too low and that there should be a review of the fare structure. 
 
Brenda McMillan stated that service is cut whenever there is a crisis but she does not believe it 
makes any difference. She suggested that 10% should be cut from the administrative staff because 
she sees the cancellation of Sunday service as cutting 10% from the drivers. 
 
Rubert responded that Jefferson Transit’s purpose is to provide safe and reliable service to the 
community of Jefferson County. In response to Mr. Oakford’s comment, she stated that many 
complaints were received about music on the buses and so drivers were asked to turn off their 
radios. She stated that she will address the fare structure and reduction in work force during her 
statement before the public hearing. 
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NEW AGENDA ITEM 
None 
 
FINANCE REPORT 
Crouch presented the November 2012 Financials.  The budget tracking figure is at 91.63%.  
Operational Expenses for November were $300,760.29 and operational income was $17,211.91. 
Non-operational income was at $308,360.74.  Sales tax revenues received in November for 
September were $314,369.17, a 4.74% increase from the same time last year.  Cash on hand: 
$1,167,117.47 in the Operating Account, $13,592.44 in the Capital Account, $322,196.21 in the 
Treasury Pool, $49,547.80 in the Fuel Fund Account, $104,183.17 in the EFT Fund Account, 
$1,386.01 in the Travel Fund Account and $10.64 in the Kitsap Bank account.  
 
Crouch stated that the budget is a tool and is used to control costs. Line items that were over budget 
in 2012 are the road map for 2013-14. The Amended 2012 Budget brought most percentages in line 
with the current tracking figure. The 2013-2015 consolidated operating and capital grant has been 
submitted to WSDOT. 
 
Robinson stated that she appreciates the efforts of all the staff to keep JTA within the tracking 
figure on the budget. 
 
CONSENT AGENDA 
 

a. Approval of Minutes, November 20, 2012.  
 

Corrections to the minutes: 
 

• Under Walt Windblad’s statement on Page 2, “hate to have to;”Page 3, Rose 
Harris, “be considered other than cutting;” Maintenance Report, Page 9, 1st bullet, 
delete extra “is.” 

 
b. Approval of Expenses, November 2012 

• Operating Checks 90900-91043 
• EFT Checks: 5323-5336 
• Voided Checks: 90900, 90907, 90912, 90943, 90997 
• Advance Travel Check 289 

 
c. Resolution 12-20: 2013 Authority Board Meeting Schedule 

 
Motion by Robinson, seconded by Austin to approve the consent agenda with changes to the 
Minutes as noted. The motion passed unanimously.   
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OLD BUSINESS 
 

a. General Manager Comments 
 
Rubert discussed what the difference in cost savings would be if cuts other than Sunday service 
were made; what raising fares would mean to both revenue and ridership; and what reduction in 
work force would mean to JTA. She discussed the 3 public outreach meetings that were held. 
 
Monroe addressed bridging the gap for Sunday service. She has met with Ken Dane of ECCO and 
area clergy, and they are very responsive to receiving a donated vehicle, have checked into 
insurance, and working together to provide limited Sunday service. 
 
Robinson stated her concern for people who work on Sunday. Although no customer comments 
about working on Sunday have been received, perhaps those people haven’t yet contacted JTA. 
Monroe stated that the majority of people [who use Dial-A-Ride on Sunday] go to church; some to 
grocery store, some to Laundromat. ECCO may be able to help people get other places. Rubert 
stated she has spoken with Main Street Board members regarding any assistance they can give.  
 
Gray asked if JTA would keep Dial-A-Ride on Sundays if the churches could not do it. Rubert 
stated that no, D-A-R would not be kept. 
 
Robinson what was the benefit of having maintenance and paratransit in-house. Rubert stated that it 
was very beneficial for maintenance to be able to respond to issues immediately, including buses 
being broken down on the road. The benefit for in-house D-A-R is that JTA is available to 
customers immediately; callers speak to a live person immediately and are dealing with the same 
few people from start to finish. 
 
Lane stated that she did not believe maintenance was ever contracted out to Chimacum School 
District, and that there are many maintenance positions that did not used to exist. Rubert stated that 
she remembers not being able to turn her bus off because it would not restart; and that JTA now has 
operating, safe buses which do not have those endemic maintenance issues. 
 
Discussion about fueling and washing buses. 
 
Clarification that no connecting counties have Sunday service and discussion of same. 
 
Discussion about sales tax revenues over the past five years. Gray stated that when the sales tax 
proposition went before the voters, it was said that the increase in revenue would allow JTA to 
sustain service and fund reserves. Crouch stated that while that was true, JTA cannot do both with 
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the current level of sales tax revenue.  
 
Robinson asked what it would look like if JTA canceled only fixed-route Sunday service and kept 
D-A-R. Rubert stated that the number of D-A-R users on Sunday would go up if only fixed-route 
was canceled, and that D-A-R is the more expensive of the two. She stated that offering one and not 
the other is not equitable, and JTA is obligated to offer equal service. She stated that many people 
would ask for general purpose D-A-R if they no longer had fixed-route service. Monroe stated that 
offering one and not the other could potentially open JTA to a discrimination lawsuit. 
 

b. Public Hearing – 2013 Proposed Budget & Cancellation of Sunday Service 
 
Robert Eash stated that he represents ATU587 which is both Clallam and Jefferson Transit. He 
believes the Board should place less emphasis on funding reserves and consider lowering the 
mandated reserve funding amount. He stated that Jefferson Transit should strive to be more like 
Clallam Transit which is running in the red. 
 
Burt Langsea stated that previous potential financial savings were negated by 5 new positions that 
costs $313K a year. Sunday service cuts will not stabilize Jefferson Transit. He feels the 
administrative and maintenance staff is too large [refers to graph in handout]. 
 
Lane stated that she is tired of hearing the word "premium" and that cutting Sunday service will 
create a skeleton service.  
 
Robinson stated that although 25% reserves sounds like a lot, it is not; it is not just for emergencies 
but also for cash flow, and 3 months is not very long; and that JTA currently has no reserves. She 
stated that reserves help JTA go from one month to the next, and her goal as a board member is to 
ensure that JTA continues service in the long-term and they need reserves to do that.  
 
Austin stated that as a public organization, JTA must have a reserve and cannot be risky with its 
money. In regards to Mr. Langsea's chart, he asked Crouch if her numbers coincide with the 
numbers on the chart. She stated there are 8 in administration which includes the four managers; 2 
part-time customer service, 2 field supervisors, and Maintenance staff are not administration. 
Crouch asked Mr. Langsea for the source of the information. He stated that some of it was from his 
memory and some from 2007 financial documents. 
 
Austin asked about the project manager. Crouch stated that it was a short-term service contracted 
through the City of Port Townsend; the project manager is not a JTA employee. 
 
Sullivan stated that cutting Sunday service has been a subject of consideration for many years 
because it was known that it would affect the least amount of ridership and not cost anyone their 
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job, and that striving to maintain that service is one reason the reserves had been spent down over 
the years. 
 
Johnson asked if cutting Sunday service was going to be enough. Crouch stated she projected a 3% 
increase in expenses over the next 5 years and a 2% increase in revenue, which is based on sales tax 
revenues improving and are not very conservative estimates. She stated that it may not be enough if 
the economy does not improve over time. She stated that she feels it is a reasonable cut, and that 
they will continue to monitor expenses and pursue all possible grant funding. Johnson stated that he 
does not feel cutting Sunday service will create a skeleton service, and will bring JTA in line with 
the surrounding counties.  
 
Gray stated he feels cutting Sunday service is too drastic and that it is counter to what was promised 
to the voters when the sales tax levy passed.  
 
Sullivan stated that the county might be able to give more to Transit, but it is something that would 
have to be decided at a later time.  
 
Austin stated that he was skeptical about cutting Sunday service but believes the Board has to make 
the hard decision of going forward with Sunday cuts. 
 
Robinson stated that it was not an easy decision and that the Board and JTA staff want to provide 
transportation service to the community. She stated that if the two road supervisors were cut, per the 
Union contract they would be moved back into Operator (driving) positions and two drivers would 
be cut. It would save money but would cut two jobs. She stated there has been a lot of concern 
about driver's jobs from the public. The board does not want to cut jobs or service, but does want to 
have a viable agency proving transportation services into the future.  
 
Sullivan stated they have been strong advocates for stable long-term transit and that is why they put 
out the sales tax levy when they did, and the community responded.  
 
Robinson stated that it was said in good faith that the sales tax levy would allow service to be 
maintained, but that the financial situation of the economy has not allowed that to happen. The 
agency has to be kept intact for service going forward. 
 
Johnson stated that he finds it uncomfortable to be on the board of an organization as big as JTA 
that has no reserves. They have watched the reserves diminish over the last several years and he has 
been concerned. 
 
NEW BUSINESS 
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a.  Resolution 12-21: Cancellation of Sunday Service 
 
 
Motion by Austin, seconded by Robinson to approve Resolution 12-21: Cancellation of Sunday 
Service . The motion passed 4-1, with Gray voting no. 
 
Chair Phil Johnson left the meeting at 2:45pm. 
 
 

b.  Resolution 12-22: 2013 Proposed Budget 
 
Gray reminded the audience that there had been extensive discussion about the 2013 Budget at 
prior meetings. 
 
Crouch stated that $10,400 had been added to tires for the 2013 budget.  
 
Sullivan stated that getting on top of the finances has been a struggle for several years and he 
appreciates the current management team and their ability to get on top of the budget. 
 
 
Motion by Austin, seconded by Sullivan to approve Resolution 12-22: 2013 Proposed Budget . 
The motion passed unanimously. 
 
 

c.  Resolution 12-23: Intergovernmental Agreement between JTA and City of   
      Port Townsend 

 
Rubert introduced Samantha Trone from the City of Port Townsend who will be the Project 
Manager for the new facility at Four Corners. 
 
Robinson discussed that neither she nor Gray would be recusing themselves from the vote, 
because the ground for recusal were based on a person directly benefiting and neither of them 
would directly benefit. However, the partnership was beneficial to both Jefferson Transit and the 
City of Port Townsend, and the contract allowed the City to maintain personnel in reserves who 
might otherwise have to be laid off. 
 
Rubert stated the contract had been reviewed by JTA’s attorney as well as the WSDOT and City 
of Port Townsend attorneys. 
 
Sullivan stated this was the kind of partnership between entities that people are asking for more 
of. 
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Motion by Sullivan, seconded by Austin to approve Resolution 12-23: Intergovernmental 
Agreement between JTA and City of Port Townsend. The motion passed unanimously. 
 
 
 
STAFF REPORT 

A. Manager’s Report 
• Attended Peninsula RTPO ranking meeting. The results are used by WSDOT in 

conjunction with their criteria to determine grant funding recipients. JTA received 
top ranking scores. 

• Cameras have been purchased and installation has begun. 
• Promotion in the utility bills has been well received. 
• Rubert will be attending the WSTA 1st Quarter Board meeting and Legislative 

Conference in Olympia in January 2013. 
B. Operations Report 

• All-Staff Training Day was held on Veteran’s Day. Subject included: payroll and 
benefits updates; mandatory drug & alcohol training; defensive driving / accident 
avoidance training; fire extinguisher training; incident & accident report writing 
refresher; and a presentation on the 2013 Budget and potential service reductions. 

• Field Supervisors Pam Thompson and Lloyd Eisenman attended the Guest Rider 
meeting in Olympia on Nov. 14, where 2012 results were tabulated and plans for 
2013 were developed. 

• The Route Design Committee and Run Cut Committee had several meetings in 
November. They found efficiencies by adjusting current routes and shifts. Weekly 
operator hours were reduced by a little over 2 hours and several more evening 
Shuttles were added. 

• The 2013 Emergency Operations Plan was completed. 
• The homeless shelter opened on Nov. 25 and so far there have been no incidents of 

unruly behavior. 
C. Mobility Coordinator Report 

• Had 2, 237 clients in system, some more than 10 years old. 1,093 have been deleted 
out of system. 696 inactive and 448 active clients remain. Working on revamping 
schedules so they are easier to see for visually impaired people and don't fade so 
much in the sun. 

• Ferry report; of 3,271 surveys returned, only 101 (3%) came from Jefferson County. 
Edmunds-Kingston is the most used ferry in WSDOT system but also has highest 
traffic for vehicles because of where the ferry passengers are going. Census says 
most people in Jefferson County are not long-distance commuters. 

• Recommendation that a partnership be made with Clallam so that there are not 
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separate buses going to the same ferry. 
• 4 new 7-passenger vanpool vehicles were purchased and picked up (100% grant 

funded). With the recent changes in how the military refunds the Vanpool users, 
people are more interested in having smaller vehicles. 

 
Patten stated that overall ridership has shown an increase of 1.6% from 2011, which was reflected 
in all routes except the #11 Shuttle. All the routes had a slight decrease in November from October 
except JTOC, which had a slight increase.  
 
MISCELLANEOUS 
 
EXECUTIVE SESSION per RCW 42.30.110 (1) (g) for General Manager Annual Evaluation for 
25 minutes with no possibility of action being taken. 
 
Executive Session started at 3:30pm 
Executive Session ended at 3:55pm 
 
ADJOURNMENT 
The meeting was adjourned at 3:27 p.m. The next regular meeting will be held at 1:30pm, January 
15th, 2013. 
 
 
_______________________ _________________    
Cara Swanson, Clerk of the Board      Date 
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DRAFT 
Jefferson Transit Authority 1 

Resolution No. 13-01 2 
A RESOLUTION of the Board of Directors of the Jefferson County Public Transportation 3 
Benefit Area, hereinafter called the “Authority”, to adopt an updated Records Management 4 

Policy; and  5 
 6 
 WHEREAS, as per the original Resolution 07-01 signed into policy on February 20, 7 
2007, substantial or substantive change requires amendment by this Board; and 8 

WHEREAS changes in technology, practices, and State requirements necessitate changes and 9 
additions to the Jefferson Transit Records Management Policy to ensure continued compliance;  10 

NOW, THEREFORE BE IT RESOLVED by the Jefferson Transit Authority Board does hereby 11 
adopt the attached updated Records Management Policy to provide for a comprehensive, uniform 12 
system for management of agency records.   13 
 14 
 15 

CERTIFICATION  16 
 17 
The undersigned duly qualified Clerk of the Board, acting on behalf of the Jefferson 18 

County Public Transportation Benefit Area, certifies that the foregoing is a true and correct copy 19 
of a resolution adopted at a legally convened meeting of the Jefferson Transit Authority Board 20 
held on January 15, 2013. 21 
 
 
         
 
___________________________________  ____________________________________ 
Chair       Vice-Chair      
 
___________________________________  ____________________________________ 
Member      Member 
 
___________________________________  Attest: 
Member      ____________________________________ 
       Clerk of the Authority    
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Title:  
Jefferson Transit Records Management 
Policy 

Resolution: 
13-01: Updating Records Management 
Policy 

Author: 
Cara Swanson 

Effective Date: 
January 15, 2013 

 
 
CONTENTS 
1. Records management program: Purpose 
2. Benefits of a Records Management Program 
3. Authority for this policy 
4. Scope of this policy 
5. Definitions 
6. Roles and responsibilities 
7. Records as Public Property 
8. Electronic Documents 
9. Electronic Mail 
10. Destruction of Records 
11. Procedures 

 

1. RECORDS MANAGEMENT PROGRAM: PURPOSE 
 
The records management program is a planned, coordinated set of policies, procedures and 
systems to manage the records of the Jefferson Transit Authority and to achieve compliance 
with the Public Records Act (RCW 40.14) and all other state and federal statutes and 
regulations which govern records keeping practices,  and to make public access to records 
efficient and manageable.  The program keeps our agency in compliance with RCW 40.14 
for existing records, as well as provide ongoing methods to insure future compliance.   As all 
staff are involved in creating, maintaining and using departmental records, it is important that 
there be a clear framework of roles and responsibilities for records management which is 
understood by all employees. 
 
Records keeping practices include the systematic identification and disposal of obsolete 
records; transfer of historically valuable records to the State Archives system; removal of 
non-current records from active office storage; protection and security backup of records 
essential to agency authority and operations; disaster preparedness; insurance of records 
systems integrity and accessibility, and effective compliance with public disclosure 
requirements.  
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2. BENEFITS OF A RECORDS MANAGEMENT PROGRAM 
 
Records enable and support an agency's mission. Every government organization must create 
well-defined objectives that are directly related to achieving the organization’s goals. 
“Records management” encompasses a number of activities and techniques that contribute to 
the common goal of making record keeping easier, more efficient and more cost effective. 
Since records contain information – without which an organization cannot run - it is essential 
to take a systematic approach to the management of records. Records management:  

 
a. Contributes to the smooth operation of Jefferson Transit’s programs by making 

the information needed for decision making and operations readily available; 
b. Helps deliver services in a consistent and equitable manner; 
c. Facilitates effective performance of activities throughout an agency; 
d. Protects the rights of the agency, its employees, and its customers; 
e. Protects essential records and provides continuity in the event of a disaster; 
f. Protects records from inappropriate and unauthorized access; 
g. Meets statutory and regulatory requirements including archival, audit and 

oversight activities; 
h. Provides protection and support in litigation;  
i. Allows quicker retrieval of documents and information from files; 
j. Improves office efficiency and productivity; 
k. Frees up office space for other purposes by moving inactive records to storage 

facilities;  
l. Avoids unnecessary purchases of office equipment; and 
m. Preserves the integrity and accessibility of public records for the duration of their 

approved retention periods.  
 

3. AUTHORITY FOR THIS POLICY 
 
This policy is issued under the authority of the Jefferson Transit Authority Board and will 
be reviewed and amended as required in consultation with the General Manager, the 
Records Officer and staff, and, as needed, the Washington State Division of Archives and 
Records Management. 

 

4. SCOPE OF THIS POLICY 
 
All documents, papers, letters, books, reports, manuals, maps, drawings, photographs, 
sound or video recordings, microfilm, magnetic tape, electronic media, or other 
information recording media, regardless of physical form or characteristic and regardless 
of whether public access to it is open or restricted under the laws of the state, created or 
received by the agency or any of its officers or employees pursuant to law or in the 
transaction of public business are hereby declared to be the records of the agency. These 
records shall be created, maintained, and disposed of in accordance with the provisions of 
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this policy or procedures authorized by it and in no other manner. This records 
management policy applies to all Jefferson Transit staff.  
 

5. DEFINITIONS 
 
a. Content Control – the ability to appraise, classify, index, and retrieve data based 

on business-defined criteria.  
b. Disposition Authority Number – The Local Records Committee assigns a 

“Disposition Authority Number” (DAN) to each records destruction request, 
records retention schedule, and general records retention schedule it approves. It 
is up to the person doing the archiving to look up the item, locate the DAN and 
place it on the archive label. An agency should be able to cite a “Disposition 
Authority Number” for each record it disposes of. If a “Disposition Authority 
Number” cannot be cited for a particular record series, there is no legal authority 
to dispose records in that series. 

c. Essential Record – Any record necessary to the resumption of continuation of 
operations of the Agency in an emergency or disaster, to the recreation of the 
legal and financial status of the Agency, or to the protection and fulfillment of 
obligations to the people of the state.  

d. Permanent Record – any record of the agency for which the retention period on a 
record control schedule is given as permanent. 

e. Public Records – applies to any paper, correspondence, form, bound volume, film, 
magnetic record, drawing, or other document (regardless of media), that has been 
created or received by any state or local government agency during the course of 
public business. 

f. Record – any piece of data, in any form, created or received in connection with 
the transaction of an organization’s business. 

g. Records Coordinator – the individual designated in each department to serve as 
the coordinator for the implementation of the policy in his/her department. 

h. Records Management – the discipline of managing records to meet operational 
business needs and accountability. 

i. Records Officer – the individual designated by the Jefferson Transit Board of 
Directors to serve as Records Officer. 

j. Retention Period – the minimum time that must pass after the creation, recording, 
or receipt of a record, or the fulfillment of certain actions associated with a record, 
before it is eligible for destruction. Each records series listed on a records 
retention schedule is assigned a retention period. 

k. Retention Schedule – the schedule developed by the Washington State Local 
Records Committee that regulates the retention and disposition of public records. 

l. Records Series – Any group of records that is used as a unit, filed as a unit, and 
can be disposed of as a unit. 
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6. ROLES AND RESPONSIBILITIES 
 

6.1 Jefferson Transit Authority Board 
The Jefferson Transit Authority Board sets policy in accordance with state law pertaining 
to the management of all agency records. 
 
6.2 Records Officer: 
The role of Records Officer has been designated to the Clerk of the Authority by the 
Authority Board. The Records Officer oversees the Records Management Program as a 
whole, including planning, leading and managing the records management program, 
developing and communicating records management procedures, coordinating the 
transfer and disposal of records, ensuring that Records Coordinators are aware of their 
records management responsibilities, conducting periodic evaluations of the records 
management program as part of the Department’s responsibility to review and monitor it, 
and assisting in determining what records are needed to provide adequate and proper 
documentation of departmental activities. The Records Officer will work with Records 
Coordinators to create and maintain an ongoing records series inventory and records 
retention schedule. The Records Officer will create, implement and maintain and Disaster 
Plan for the maintenance and recovery of Essential Public Records. The Records Officer 
will assume the responsibilities of the Records Coordinator for the Administration 
Department. 
 
6.3 Records Coordinators: 
Records Coordinators will be designated for each department or office space. They will 
work with staff on the initial inventory of records, and, once the inventory is complete, 
will work with the Records Officer or designee on, and be responsible for the 
organization or records and the collection of obsolete records for disposal or, if they have 
archival value, to the State Archivist’s Record Center. Records Coordinators are 
responsible for tracking the creation, maintenance, storage and disposition of records in 
their department or office. They are also responsible for the security of confidential 
records. 
 
 

7. RECORDS AS PUBLIC PROPERTY 
 
Public records must remain in the custody of the agency in which they were originally 
created or received. They shall not be placed in the custody of any other person or 
agency, public or private, or released to individuals except pursuant to law or as provided 
by law (see WAC 434615-020). 
 
Outgoing officials and employees must pass such records on to their successors. 
Furthermore, public records shall be preserved, stored, transferred, destroyed, and 
otherwise managed according to the provisions of RCW 40.14 unless otherwise provided 
by law (see WAC 434-615-010). No agency official or employee of the agency has any 
personal property right to such records even though he or she may have developed or 
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compiled them. The unauthorized destruction, removal of files, or use of such records is 
prohibited. 
 
Access must be provided for public inspection and copying of agency records according 
to the provisions of the Public Disclosure Act. 
 
 

8. ELECTRONIC RECORDS 
 
Documents are now typically created electronically and then printed, and it can be 
difficult to ascertain whether the original of the document is the electronic form or the 
paper form. The general rule of thumb is determined by the final version of the 
documents. For instance, any document which contains a signature (such as a Resolution) 
would be considered the “final and original” document. In that case, the electronic 
versions of that document would be the “working copies” and would be retained or 
destroyed as such. If the electronic and printed versions of the document are the same, the 
electronic would then be considered the original source per WAC 434-62-04: 
 
 “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 unless 
approved by the appropriate records committee.”  
 
Likewise, scanning hard copies into electronic format does not replace the “final and 
original” document unless authorization to do so has been granted by the State Archives. 
Records officers, program managers, and staff must take special precautions to manage, 
maintain, and protect automated records by assigning responsibilities and best practice 
procedural methods for managing and protecting electronic records. 
 

9. ELECTRONIC MAIL (E-Mail) 
 
Electronic mail or e-mail is an information transfer system and the content, not the 
medium, determines the treatment of the message. Like other agency records, records 
created or received through e-mail must be retained and disposed of according to an 
approved record retention schedule. For instance, all e-mail may be considered 
correspondence, but may include retainable information or attachments such as reports, 
contracts, accounting records and so on. All e-mail users are responsible for appropriate 
use of e-mail and for certain aspects of the management of records in the e-mail systems.  
 

 
9.1 E-Mail Records 
 

Any email message that contains information which falls under a retention 
schedule is considered to have retention value. Some examples are: 
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Policies and directives;  
Correspondence or memoranda related to official business;  
Work schedules and assignments;  
Agendas and minutes of meetings;  
Drafts of documents that are circulated for comment or approval; 
Any document that initiates, authorizes, or completes a business transaction; and,  
Final reports or recommendations. 
 
 For purposes of satisfying public record laws, e-mail is defined as not only the 
messages sent and received by email systems, but all transmission and receipt 
data as well (also referred to as metadata). Courts have accepted e-mail as a 
legitimate source of evidence and it is therefore subject to legal discovery. Emails 
must be retained in their electronic form so that the metadata is also retained. 
 

9.2 E-Mails with No Retention Value 
 

Are all email messages public records? The following e-mail messages typically 
do not have any retention value:  
 
Personal messages and announcements not related to official business; 
Information only copies or extracts of documents distributed for convenience of 
reference;  
Published reference materials;  
Copies of information and inter- or intra-agency memoranda or bulletins; and 
Announcements of social events, such as retirement parties or celebrations. 

 
9.3 User’s/IT Staff Responsibility 
 

a. Limit the use of e-mail resources to official business. 
b. Respond promptly to messages as appropriate. 
c. Protect e-mail messages, files, and records from unauthorized release to 

third parties. 
d. Remove personal and transitory messages from personal in-boxes on a 

regular basis and regularly transfer public records to an organized, secure, 
and accessible filing system. 

e. Protect e-mail messages from inadvertent loss or destruction by complying 
with data backup requirements and procedures. 

f. Coordinate disposition of public records with the agency Records 
Management Officer to ensure retention requirements are met. 
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9.4 Employer’s Right to Access 
 

According to the Federal Electronic Communications Privacy Act (ECPA) of 
1986, e-mail users have a reasonable expectation of privacy protection for their 
mail. An important exception to ECPA grants employers the right to intercept, 
monitor, and read employee communications as long as those are done in the 
ordinary course of business and for a legitimate purpose. Therefore e-mails may 
be accessed and monitored in the normal course of business by system 
administrators, supervisors, and support staff; may be releasable to the public, 
may require special measures for privacy protection; and are subject to discovery 
proceedings in legal actions. 
 

9.5 Retention and Scheduling Requirements 
 

E-mail by itself is not considered a record series or category.  It is a medium 
through which the public record may be transmitted, received, and processed. 
Retention or disposition of e-mail messages must be related to the information 
they contain or the purpose they serve. The content, transactional information, and 
any attachments associated with the message are considered a record. The content 
of emails may vary considerably, and therefore, this content must be evaluated to 
determine the records series it falls under and the length of time it must be 
retained. However, if the email is the original source (copy) of the retainable 
information, the email itself must be retained in its electronic format. 

 
 

9.6 Retaining / Archiving E-Mails 
 

Emails must be retained in their electronic format so that the metadata is also 
retained. Emails which are still needed for quick or regular reference should be 
retained in the Inbox, or in a designated folder therein, of the employee. Once the 
email is no longer needed for quick or regular reference, it should be archived or 
deleted as appropriate. Emails that have retention value should be archived by 
transferring into an appropriately labeled electronic folder designated by the 
Records Management Officer. The email should be retained in a .msg (Microsoft 
Outlook) format. It is only necessary to retain the original “sent” or “received” 
message, unless there is retainable information in later messages as well. In that 
case, all messages which contain unique and retainable information which falls 
under a retention schedule and/or is of potential legal value should be archived. 
 

9.7.  Determine Who Holds the Primary Record Copy 
 
E-mail users should be aware that e-mail messages are often widely distributed to 
a number of various recipients. Determining which individual maintains the 
primary record copy of the message, i.e., the original message that must be 
retained per the retention schedule, is vital to e-mail management. For example, 
where copies of agency policy documents are transmitted to multiple recipients, 
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each recipient need not retain the document beyond his or her immediate need for 
the information it contains. The responsibility of retaining and disposing of these 
documents as public records logically rests with the office from which it was 
issued. Prompt deletion of duplicate copies of e-mail messages from an e-mail 
system makes the system much easier to manage and reduces diskspace consumed 
by redundant information. 
 
Generally, the individual who sends an e-mail message should be considered to 
have the source (original) copy. However, the varied use and wide distribution of 
e-mail may result in exceptions to this rule.  
 
 

9.8 Rules of Evidence 
 

For records maintained in electronic format, courts concentrate on assurances that 
records and the systems in which records are created and maintained are reliable. 
The federal rules of evidence place the burden for the identification of relevant 
records on the record creator, and often within a 90 day time period. Thus, agency 
personnel should ensure the following: e-mail systems used to create, receive, and 
maintain e-mail messages have full, complete, and up-to-date systems 
documentation; e-mail systems follow all recommendations for system security; 
complete systems backups are regularly and consistently performed; e-mail 
system retains all data and audit trails necessary to prove its reliability as part of 
the normal course of agency business; the record copy of a message is identified 
and maintained appropriately; and backup procedures should be coordinated with 
disposition actions so no copies of records are maintained after the retention 
period for the record has expired.  
 

10. DESTRUCTION OF RECORDS 
 

a. Records Coordinators will follow the approved and adopted policies and 
procedures of the Records Management Program. 

b. A record whose retention period has expired on a records control schedule shall 
be destroyed unless an open records request is pending on the record, the subject 
matter of the record is pertinent to a pending law suit, or the director in writing to 
the Records Officer requests the record be retained for an additional period. 

c. Prior to the destruction of a record under an approved records control schedule, 
the Records Officer must obtain authorization for the destruction from the 
General Manager. 

 

11. PROCEDURES 
 

Records management procedures will be carried out according to the Jefferson Transit 
Records Management Procedures below. 
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11.1 Filing Systems 

 
a. All employees who create and handle original records are expected to maintain an 

organized filing system that allows the employee to maintain and retrieve records 
with a minimum of effort. If the records are created and handled by more than 
that employee, than the work area or Department as a whole is expected to 
maintain a central, organized filing system. An electronic filing system is 
considered to be part of the overall system and should be maintained in equal 
manner. 

 
11.2 Records Coordinators 
  

a. Department Managers are designated as Records Coordinators and are expected to 
monitor the status of records, ensure filing systems are kept up to date and 
accurate, and ensure that records are secure and maintained according to the 
Retention Schedule. 

b. Department Managers may delegate to Supervisors as they feel is appropriate. 
However, Department Managers are ultimately responsible for the records in 
their Department. 

c. Department Managers are responsible for ensuring that employees within their 
Department have the necessary tools and equipment to maintain records securely 
and accurately. 

 
11.3 Retention Schedules 
 

a. It is the Records Officer’s responsibility to ensure that all employees have access 
to the most up-to-date Retention Schedules as disseminated by the Washington 
State Archives.  

 
11.4 Annual Record Reviews 

 
a.  It is the responsibility of each Department to conduct annual reviews of their own 

Records, and to determine which Records are eligible to be removed from active 
files and considered for archival or destruction. The Records Coordinator will use 
the Retention Schedules as provided by the Records Officer to determine record 
eligibility. 

b. Each Department’s Records Coordinator will coordinate with the Records Officer 
for archival or destruction, after the Records Officer has verified the eligibility 
for archival or destruction. 

 
11.5 Records Archival and Retrieval 

 
a. The Records Coordinator is responsible for the boxing of records to be archived. 

The Records Officer will do a final verification before any records are placed in 
storage. Only the Records Officer is to conduct the actual archiving of materials. 
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b. Only the Records Officer is to retrieve records from archival storage. Any person 
who has need of records which have already been archived is to coordinate with 
the Records Officer. 

 
11.6 Records Destruction 

 
a. The Records Coordinator is responsible for the separation of records from their 

Department files to be destroyed. The Records Officer will do a final verification 
before any records are destroyed and will arrange for the destruction of records. 
Only the Records Officer is to arrange for the destruction of records. If the 
Records Officer determines that records can be destroyed on site (i.e., shredded), 
only the Records Officer is to conduct the shredding. 

 
 

11.7 Electronic Record Archival and Destruction (Deletion) 
 

a. Electronic Records will be archived on the Records Management external hard 
drive and/or on a separate location on the Jefferson Transit servers, as 
determined by the Records Officer in collaboration with the General Manager 
and IT. The process will otherwise follow the steps in 11.5a and b. 

b. Electronic Records will be destroyed using the same process as described in 
11.6a, excepting that only the Records Officer will conduct the deletion of 
electronic records. 
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