The Washington State Bar Association (WSBA) provides this template for informative purposes only––The WSBA does not warrant the information provided with regard to accuracy or any other purpose. No endorsement is intended, nor does the information contained herein constitute legal advice or legal opinions. You are responsible for ensuring your own legal and ethical compliance. Any use of the materials herein is not a defense against discipline, a malpractice claim, or other legal proceeding. This template does not modify the rules, statutes, and regulations set by the federal government, state legislature, Washington Supreme Court, or the Bylaws and policies of the WSBA, or confer any additional rights.
[bookmark: _Ref954879][bookmark: _Toc34296253]Checklist for a Document Retention Policy 
Companion to WSBA’s Law Firm Guide to Document Retention
☐	Records regarding property that you safeguard for the client or a third party must be preserved for 7 years per RPC/LLLT RPC 1.15A. 
☐	Trust account records and related documents preserved for 7 years per RPC/LLLT RPC 1.15B.
☐	Each client matter assigned a unique identifier
For example, a new client matter might be assigned “Jones20190102,” where Jones is the client’s last name and “20190102” is the date the client retained you. 
☐	Physical file is indexed 
[bookmark: _GoBack]For practices that tend to include a lot of physical documents and records, you may want to use an index to keep track of how many notebooks, folders, and accordion files exist. If you practice in a group with others, you may want to devise a system to “check out” parts of the file so you always know where it is. 
☐	Physical files are always locked in a secure cabinet at the close of business day 
☐	Physical files that are received are scanned and filed within 1 business day 
☐	Email correspondence (ingoing and outgoing) is preserved and saved throughout the course of the client matter. Email accounts for departing employees are archived for future reference.
☐	Within 2 days of conclusion of client matter, responsible attorney reviews the contents of the client file and identifies intrinsically-valuable files and original documents
☐	Original documents and files are not retained by the firm and/or are only held for the duration of the client matter and then returned to the client.
☐	Within 7 days of conclusion of client matter, original documents and valuable files are returned/provided to the client along with a summary of the document retention policy
☐	Retention policy includes a file closing checklist
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If you have any questions about this resource, please contact us at pma@wsba.org or schedule a consultation at www.wsba.org/consult.
