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Most Important Points:

Agencies need to retain all public records for at
least the retention period specified by the
Records Retention Schedules

Archival records are not to be destroved and are
o be appraised for transfer to Washington State
Archives - regardless of format
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RCW 40.14 Preservation and
Destruction of Public Records

*To centrdlize the archives of the State of
Washington, 1o make them available
for reference and scholarship, and to
ensure their proper preservation...”

Chapter40.14.020 RCW

Working Together

YOUR AGENCY ARCHIVES
» Creates the records « Provides records
« Uses the records management services

and resources

= Collects and preserves
archivalrecords for
future generations

« Records meet retention
< Archival records are to
be transferred upon
reaching retention,
other non-archival
records destroyed
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What Are Archival Records?

Records determined by the State
Archivist of having permanent and
enduring historical and/or legal value -
the forever type of records

Archival designations are listed in the
records retention schedules

- State General Schedule has archival
records index
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Where do Regional Archives
collections come from?

Counties
| Cities and Towns
Schools
Ports
Public Utilities

What do Regional Archives collections document?

Businesses
Community Organizations
Economic Development
Education
Environment
Foreign Trade

Land Use
Law and Jusfice

4- Local Government
i People

Public Health
Social Condiiions

DERARTMENT
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How to |[dentify Archival Records

Records retention schedules identify Archival records

DO NOT SEND ANY RECORDS
IDENTIFIED AS NON-ARCHIVAL!

Just because it's old does not automatically make it
archival. If you have anything “old”, pre-1960's, or
are in doubt, please call us for an appraisall
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Archival Appraisal:

Tacoma Public Utilities
Board of Commissioners
Resolution U-1, 1953
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Archival Appraisal: Informational Value

Port of Seattle
Year Book, 1924
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Where do you start?
First identify your archival records:

Use Records Retention Schedules and work with State
Archives staff to identify archival records

Organize and label archival records for transfer and
usability for researchers
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Prepare for Transfer

Organize files in boxes and folders prior to
transfer

Organize files (regardiess of format} in a
manner that enables future users to locate
and access records for research

DO NOT:

Transfer artifacts like staplers, plagues, tape
dispensers, etc

Try fo fransfer non-archival records

Co-mingle different records series

Try to transfer without organizing and appropriate labeling/tagging

Send us confidential/sensitive records without
FIRST identifying them




DO:
THINK of the future:

Are the records organized and labeled
so that anyone in the future can figure
them out?

Are the records sent to the archives
done with their active life2
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What is a Transmittal 2

Documents who transferred what, how
much and when

Records series title, DAN numbers, description, list of
files in the box

So that future users can retrieve the records 10, 15,
20, 100 years from now

Archival Transmittal and
Box Content List
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Accession Information Block
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Archives Transfer - Paper
Call or email for pickup

Mike Saunders

Mike.Saunders@sos.wa.gov

425-564-3950
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Puget Sound

Branch Archives

Regional Archives Facility:
The Pritchard-Fleming Building

Joel Prilchard ~ George Fleming
Public Research Facilities

39,000 Cubic Feet of Storage Capacity
Temperature and Humidity Controlled
Conference and Education Facilities




State Archives Storage
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Digital Archives

The Digital
Archives IS:

The first archives in the nation electronic government records

Designed to preserve and ceniralize digital government
records for future research and scholarship

Constantly developing and working on the preservation of
ever changing formats and technologies - literally a work in
progress!




The Digital Archives is NOT

Offsi’re storage for non-archival records
A landfill for old emails

Google or Bing
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To Transfer Electronic Records:

Identify archival records
Organize and sort, no junk or spaml
Tag and label appropriately

Identify any special considerations
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To Transfer Electronic Records:

After you have prepared the records, contact:

Mike Saunders
Mike.Saunders@sos.wa.gov
425-564-3950




Most Important Poinfs:

Agencies need to retain all public records for at
least the retention period specified by the
Records Retention Schedules

Archival records are not to be destroyed and are
fo be appraised for fransfer to Washington State
Archives — regardless of format
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Access to Records:

The records in the Archives are available
for research by the general public

AND - Your agency. Scans can be sent
by email or by U.S. mail.
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You Are Not Alone

For advice and Assistance:

recordsmanagement@sos.wa.gov

Subscribe to listserv for the latest in updates:

hitp:/ /www.sos.wa.gov/archives/RecordsManagement/
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