WAC 208-680-530 Records. What are the additional records re-
quirements? (1) In addition to trust account records, you are required
to keep additional records, including:

(a) Transaction files containing all agreements, contracts, docu-
ments, leases, escrow instructions, settlement statements and corre-
spondence for each transaction;

(b) Reconciled bank statements and canceled checks for all bank
accounts of the escrow agent including, but not limited to, the trust
accounts, individual trust accounts, and general business operating
accounts of the agent;

(c) All checks and receipts produced by any computer accounting
system. These checks and receipts must be sequentially numbered. You
must retain the original of any voided or incomplete sequentially num-
bered check or receipt which was not issued.

(2) All records other than the reconciled bank statements must
identify the transaction they relate to, either by escrow number or
some other clear identifying information.

(3) All of your records must be accurate, posted, and kept cur-
rent to the date of the most recent activity.

(4) How long must I retain my records? You must keep required re-
cords and make them available for inspection by the department for a
minimum of six years from completion of a transaction. Records must be
retained in their original format until the related transaction is
completed and the client's trust account balance is zero after which
time they may be converted to electronic format pursuant to subsection
(6) of this section.

(5) Where must I retain my records? You must at all times main-
tain your records in a location that is reasonably likely to preserve
them. For the first year after completion, records of a transaction
must be maintained at an address where you are licensed to maintain an
escrow office. Records of transactions that have been completed for
more than one year may be stored at another location within the state
of Washington. Records stored at a remote location must be available
during business hours upon demand of the department and must be main-
tained in a manner that is readily retrievable. You must not store re-
cords at a remote location if funds related to the transaction remain
in the trust account.

(6) When can I convert my records to an electronic format? Once a
transaction is completed and a client's trust account balance is zero,
you may convert that client's file into a permanent storage format and
destroy the originals. You must not store records electronically if
funds related to the transaction remain the trust account.

(7) How can I store my records electronically? Records stored
electronically must be electronically imaged and stored on permanent
storage media like optical disks or microfilm. The storage media must
meet the following requirements:

(a) The retrieval process must provide the ability to wview and
print the records on-site in their original form, including any signa-
tures or other writings placed on the records prior to imaging;

(b) The equipment must be made available on- and off-site to the
department for the purposes of an examination or investigation;

(c) The records must be stored exclusively in a nonrewritable and
nonerasable format;

(d) The hardware and software necessary to display and print the
records must be maintained by the escrow agent during the required re-
tention period under subsection (4) of this section.
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Permanent storage does not affect your duties under subsection
(5) of this section to maintain files in your licensed location for
the first year.

(8) I am closing my escrow agent business. What are my obliga-
tions regarding my records? You must ensure that all records retention
requirements are met and that records are properly destroyed when ap-
propriate. You also have an ongoing duty to ensure the department is
informed about who has your records and where they are being main-
tained.

(9) Records disposal. You must have written policies and proce-
dures for the destruction of records, including electronic records,
when the retention period ends. The destruction of records must be ac-
complished so that the information cannot be reconstructed or read.
The destruction of consumer credit report information must also comply
with the federal Disposal Rule at 16 C.F.R. 682.

[Statutory Authority: Chapter 43.320 RCW, RCW 18.44.410. WSR
16-08-028, § 208-680-530, filed 3/30/16, effective 4/30/16. Statutory
Authority: RCW 43.320.040 and 18.44.410. WSR 13-24-022, § 208-680-530,
filed 11/22/13, effective 1/1/14. Statutory Authority: RCW 43.320.040
and chapter 18.44 RCW (as amended by 2010 c¢ 34). WSR 10-20-124, S
208-680-530, filed 10/5/10, effective 11/5/10.]
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