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MAKING HISTORY: 
TRANSFERRING YOUR AGENCY RECORDS TO THE STATE ARCHIVES
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mailto:frank.oesterheld@sos.wa.gov
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• Division of the Secretary of 
State’s Office

• The Archives preserves & 
provides access to state and 
local government records of 
enduring historical & legal value

• Five facilities across the state

• Staff provides records 
management consultation & 
training, records preservation & 
storage, and imaging services

https://www.sos.wa.gov/archives 2

ABOUT THE ARCHIVES

https://www.sos.wa.gov/archives
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WHY TRANSFER YOUR RECORDS?

Benefits:

• Helps protect the records

• Saves your agency money

• Reduces staff time spent on public records requests

• Promotes government transparency & access to 
Washington’s and your agency’s history

• You still have access afterward



• Determination of archival value 
starts with official records 
retention schedules
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HOW ARE ARCHIVAL RECORDS CHOSEN?

Sector  Schedule + Local Government Common Records Retention Schedule (CORE)

Or

 State Agency Schedule + State Government General Records Retention Schedule 

Your type of local agency or your state agency

Local Governments or State Agencies

www.sos.wa.gov/archives 

http://www.sos.wa.gov/archives


    Contact the Archives for appraisal.

    Contact the Archives for transfer.

    Once retention has been met, no need
    to contact the Archives before destroying.
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ARCHIVAL DESIGNATIONS



https://www.sos.wa.gov/archives 6

WHERE DO YOUR RECORDS GO?
     

Local agency records from Clallam, Island, 
Jefferson, San Juan, Skagit, Snohomish & 
Whatcom counties 

State & local agency digital records + local 
agency records from Adams, Asotin, Columbia, 
Ferry, Garfield, Lincoln, Pend Oreille, Spokane, 
Stevens, Walla Walla & Whitman counties

Local agency records from 
Benton, Chelan, Douglas, 
Franklin, Grant, Kittitas, 
Klickitat, Okanogan & 
Yakima Counties 

State agency records + 
local agency records from 
Clark, Cowlitz, Grays 
Harbor, Lewis, Mason, 
Pacific, Skamania, 
Thurston, and Wahkiakum 
Counties

Local agency 
records from 
King, Kitsap & 
Pierce counties 

https://www.sos.wa.gov/archives


Records management 
consultation & training

Appraisal

Archival 

boxes

Records

pick-up

Local Records Grant Program
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HOW DOES THE ARCHIVES HELP YOU PREPARE FOR TRANSFER?



• Records Management Office:

  recordsmanagement@sos.wa.gov  

  360-586-4901

• Training Calendar:

• Online Training:

recordsmanagement@sos.wa.gov 

(360) 586-4901
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BEFORE TRANSFER: RECORDS MANAGEMENT & TRAINING

mailto:recordsmanagement@sos.wa.gov
https://www.sos.wa.gov/archives/RecordsManagement/trainingsignup.aspx
https://www.sos.wa.gov/archives/RecordsManagement/Online-Training.aspx


• Annual competitive grants:

     Organizing the File Room

           Up to $20,000

      Technology Tools

          Up to $30,000

       Digital Imaging

              Up to $50,000

   

Local Records Grant Program 9

BEFORE TRANSFER: LOCAL RECORDS GRANT PROGRAM

https://www.sos.wa.gov/archives/recordsmanagement/local-records-organizing-the-file-room-grants.aspx
https://www.sos.wa.gov/archives/recordsmanagement/local-records-technology-tools-grants.aspx
https://www.sos.wa.gov/archives/recordsmanagement/local-records-digital-imaging-grants.aspx
https://www.sos.wa.gov/archives/RecordsManagement/Local-Records-Grant-Program.aspx


https://www.sos.wa.gov/archives/recordsmanagement/publications-
and-advice-sheets-for-government-agencies.aspx 10

BEFORE TRANSFER: ADVICE SHEETS & OTHER PUBLICATIONS

https://www.sos.wa.gov/archives/recordsmanagement/publications-and-advice-sheets-for-government-agencies.aspx
https://www.sos.wa.gov/archives/recordsmanagement/publications-and-advice-sheets-for-government-agencies.aspx


https://www.sos.wa.gov/archives/recordsmanagement/

how-to-transfer-archival-records.aspx 
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HOW TO TRANSFER ARCHIVAL RECORDS WEBPAGES

https://www.sos.wa.gov/archives/recordsmanagement/how-to-transfer-archival-records.aspx
https://www.sos.wa.gov/archives/recordsmanagement/how-to-transfer-archival-records.aspx
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TRANSFERRING TO THE DIGITAL ARCHIVES

https://www.sos.wa.gov/archives/RecordsManagement/Local-Records-Grant-Program.aspx


recordsmanagement@sos.wa.gov 

(360) 586-4901
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TRANSFERRING TO THE DIGITAL ARCHIVES



recordsmanagement@sos.wa.gov 

(360) 586-4901
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TRANSFERRING TO THE DIGITAL ARCHIVES



recordsmanagement@sos.wa.gov 

(360) 586-4901
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TRANSFERRING TO THE DIGITAL ARCHIVES



recordsmanagement@sos.wa.gov 

(360) 586-4901
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TRANSFERRING TO THE DIGITAL ARCHIVES



https://digitalarchives.wa.gov/Collections#RSID:25 17

TRANSFERRING TO THE DIGITAL ARCHIVES

https://digitalarchives.wa.gov/Collections#RSID:25


• Public Site v. HERT

  (Holding Electronic Records Tank)

• File formats

• ArchiveThis! v. Hard drive

• Partner Portal

• Restricted records

• Posting a link to your records 
on the Digital Archives

https://digitalarchives.wa.gov 18

DIGITAL ARCHIVES TRANSFERS: THINGS TO KNOW

https://digitalarchives.wa.gov/


https://www2.sos.wa.gov/_assets/archives/recordsmanagement/advice-sheet-

overview-of-archival-transfer-process-for-paper-records-(may-2021).pdf 
19

TRANSFERRING LOCAL AGENCY HARDCOPY RECORDS

https://www2.sos.wa.gov/_assets/archives/recordsmanagement/advice-sheet-overview-of-archival-transfer-process-for-paper-records-(may-2021).pdf
https://www2.sos.wa.gov/_assets/archives/recordsmanagement/advice-sheet-overview-of-archival-transfer-process-for-paper-records-(may-2021).pdf


• Obtaining boxes

     Contact your regional archivist

     Boxes will be shipped or delivered to you

     Boxes for archival records are free of charge

     (Boxes for non-archival purposes can be purchased)
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TRANSFERRING LOCAL AGENCY HARDCOPY RECORDS



Please let us know about any physical problems 
with the records before transfer so we can 
discuss possible solutions
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TRANSFERRING LOCAL AGENCY HARDCOPY RECORDS



• Packing boxes
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TRANSFERRING LOCAL AGENCY HARDCOPY RECORDS



Contact your regional archivist 
for appraisal options

     Digital samples 

     Phone conversations

     Visits to your agency
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TRANSFERRING LOCAL AGENCY HARDCOPY RECORDS



Make sure you note and flag any records with statutory restrictions 
or exemptions:

https://www.sos.wa.gov/archives/recordsmanagement/

forms-and-templates-for-government.aspx 
24

TRANSFERRING LOCAL AGENCY HARDCOPY RECORDS

https://www.sos.wa.gov/archives/recordsmanagement/forms-and-templates-for-government.aspx
https://www.sos.wa.gov/archives/recordsmanagement/forms-and-templates-for-government.aspx
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TRANSFERRING LOCAL AGENCY HARDCOPY RECORDS

Arrange for records pick-up 
by Archives staff



Using the State Records Center

   RCMS

   Boxes

   Records Storage

   Disposition

https://www2.sos.wa.gov/archives/recordsmanagement/

records_center.aspx 26

TRANSFERRING STATE AGENCY HARDCOPY RECORDS

State agencies are charged an annual box charge 

based on the number of boxes they have stored 

with the Records Center. 

https://www2.sos.wa.gov/archives/recordsmanagement/records_center.aspx
https://www2.sos.wa.gov/archives/recordsmanagement/records_center.aspx


• Transfers from the Records 
Center to the Archives

• Direct transfers
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TRANSFERRING STATE AGENCY HARDCOPY RECORDS



• Continuing access
• For your agency

• For the public
• Archives webpages

• Archivists

• Reference Desk

https://www.sos.wa.gov/archives 28

WHAT HAPPENS AFTER TRANSFER?



29

QUESTIONS?



CONSULTATION, APPRAISAL, ADVICE

Dave Beals

dave.beals@sos.wa.gov 

Janette Gomes

janette.gomes@sos.wa.gov 

Frank Oesterheld
frank.oesterheld@sos.wa.gov 

Records Management

recordsmanagement@sos.wa.gov

Thank you!

www.sos.wa.gov/archives 30

PLEASE FEEL FREE TO CONTACT US:

mailto:dave.beals@sos.wa.gov
mailto:janette.gomes@sos.wa.gov
mailto:frank.oesterheld@sos.wa.gov
mailto:recordsmanagement@sos.wa.gov
http://www.sos.wa.gov/archives
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