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* RM - Embers Still Smoldering

 Digitizing Paper Records (“Scan and Toss")

* Introducing “Enterprise Content
Management” (ECM)

« Steps up the ladder to implement records
management and/or ECM



Definition and classification of public records

“Public records shall include any paper,
correspondence, completed form, bound record
book, photograph, film, sound recording, map,
drawing, machine-readable material....
regardless of physical form or characteristics,
and including such copies thereof, that have
been made by or received by any agency of the
state of Washington in connection with the
transaction of public business” RCW 40.14.010




You know the rules, but do
you know WHAT to do
and HOW 1o do it¢




So do | have to keep all my papere

NO!!
(It's a qualified NO though...)




 Still have a lot of paper!

 Want to fransition from hytrid
to completely digital processes

A

B &




There’s still a lot of paper




Paper-based source records must be
eligible for destruction

* There must be an appropriate records
series approved for agency use

* The records must be designated as

NON-ARCHIVAL

Any Non-Archival record series is eligible
for “scanning and tossing”



The archivists will do an appraisal to determine if they
want either one or the other or both to be included as
part of the Archives collections for preservation.

For certain records, there is an intrinsic
archival value to the paper it is on

with a signature or seals affixed.

For other archival records the value

is in the information itself,

not piece of paper it is captured on
what it is contained within (i.e. database)




« Ensure complete capture of the source
record.

« Resolution — depends on nature of record.
300 DPI meets or exceeds all requirements.

» Records with retention periods of é years or
fewer can be scanned into lossy or lossless
formats including .TIF, .PDF, .PDF/A, .JPEG.

« Records with retention periods that are
longer than 6 years must be scanned into
lossless formats such as .TIF or .PNG



Good metadata is crifical as part of o
digital strategy to organize and search
agency records in a consistent way that will
stand up to time and furnover

 Metadata is descriptive information used

to identity digital information
(documents, photos, audio files and used to build databases)

« Call it what you want:
— Indexing (for scanning and more)
— Naming conventions
— Vocabularies

< 5? (AN

. B



Starts with gathering of accurate and
complete inftelligence, analyzing and
establishing the most common sets of
fields and data to build consistent and
cohesive metadato

« Ask “20 questions”

 Can use excel spreadsheet™ as a
gathering tool

(*’rhink of it as a “flat file” version of a do’rabose)



e Ask business users

— How do they ID their records?e
* Ad hoc, left to own devices and personal

3?
oreferences? N

« ANY kind of common words/terms consistently
usede

 What is their processe Walk through “a day in the
ife” of what they do and the records created,
received and used

« Any crossover with another business unite
« Agency speake Acronymse

« How do they find their stuff afterwardse How would
other people ¢ (include records requesters)

« Key words/terms used to searche




Develop appropriate business and
recordkeeping metadata in order to identify,
access and manage in the future

Recommend at least 5 — 7 fields
(Humans all think differently!)

Commonly used metadata:

Date (Wwhen?)

Agency/Entity (who it is¢)

Document type (what is this¢ )

AND other identifiers so that you can locate it again
(and again and again and again years from now!)



State Records Committee “SRC” Audio Recordings Index

ﬂ Date ﬂTimeﬂ MNotes -
SRCAUD20071205 2:52:19 State Records Committee | 2007/12/05
SRCAUD20080108 1:58:23 State Records Committee | 2008/01/08
SRCAUD20080206 2:27:49 State Records Committee | 2008/02/06
SRCAUD20080507 1:04:34 State Records Committee | 2008/05/07
SRCAUD200802806 2:57:15 State Records Committee | 2008/08/06
SRCAUD20080903 2:02:49 State Records Committee | 2008/09/03
SRCAUD20081001 1:25:36 State Records Committee | 2008/10/01
SRCAUD20081203 3:28:16 State Records Committee | 2008/12/03

Metadata used:
File Name:

WHO (State Records Committee - SRC)

WHAT (Audio — AUD)
DATE (YYYYMonthDay)

Duration of recording:

TIME in hours, minutes, seconds

Source:

WHERE (State Records Committee Meeting)

DATE (Date of Meeting)

Other fields are OPTIONS to use if so desired



Minutes, Ordinances and Resolutions — Scanned Images

Unigue Reference Image File Name

Identifier ﬂ
12345678 SpokaneCoCommMinl19590126 Spokane County  Board of Commissioners 19590126 Minutes

Metadata used:
Unique Reference Identifier:
Number assigned to scanned image

Image File Name:

NAME of document (WHAT is this?)
(Spokane County Commissioner
Minutes from Jan 26 1959)

Department/Division/Com |Document |Document |Party Type

Agency:
WHO is the agency/entity?
(Spokane County)

Department/Division/Committee
WHICH Committee?

(Board of Commissioners)

DATE (Date of Meeting)

Document Type:
MINTUES (Meeting Minutes)



Planning for future access requires
making choices based on stability
and longevity

Remember whene

Cassette tapes
8 track tapes
CD’s



The reality is when technology is used some
kind of migration is bound to happen:

e Obsolete media (remember 8 track players?)
» Upgrades/moving data

* Implementation of systems



* To ensure appropriate capture of the data
plan, plan, plan and map, map, map
* Make sure everything lines up, and that

everything is accounted for
=}

* Check, check, and check again!



Images are subject to the same rules for
records management, public records
requests and litigation holds

Do not destroy images if an open records
request or litigation hold is in place

Make sure images are destroyed at the end
of their required retention periods in
accordance with approved records

retention schedules (WAC 434-663-615)




State Archives » Records Management

Scanning and Tossing

Agencies wishing to "scan and toss" paper based records after they have been imaged or scanned may do so only if done in accordance to the re-
quirements and standards set forth by Washington State Archives and WAC Chapter 434-663 Electronic Imaging Systems - Standards for Accuracy

and Durability

Scanning paper based records can be a very useful process to help bridge the gap between paper based processes and creating a digital image to
link and work together with other electronic records in a hybrid environment.

* What are the requirements for destroying paper based records after scanning?
* Are there any webinars or other online training available?

* Do I need permission before | can scan and toss paper based records?

* What about imaging Archival paper based records?

* What about certifying my imaging system?

http://www.sos.wa.gov/archives/RecordsManagement/scanning-and-tossing-records.aspx



“Scanning and tossing” is just one part of
an overdll strategy for managing
electronic records
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Records Management




Agency records were
organized and stored
in a central physical
location.

It was a controlled
environment and
sometimes even
locked!

* File cabinets

* File rooms

Employees KNEW:
 Where to file

« How to retrieve files
« Who to ask



E" , -

We've been using “systems” 1o organize
paper for hundreds of years because it
works!



« Everyone followed the same
Process

« Things were identified in a way that
was logical and appropriate to the
business process

- Key individuals were stewards of the
information, were the “enforcers” of
standards and resolved filing issues
as they arose

* Managing records were part of the
act of doing business




« Tend to buy tools o address symptoms, not the

underlying problem m m m “

» Staff must learn many different tools or access
many systems o do their job m m

. TQ%S c;rEren di.s$onnecT’red and not compatible
with other existing systems m m

* Multiple tools 1o search multiple places m “
 Silos confinue to proliferate
« “Decentralization” —lots of small fires! m “



Gartner

“Enterprise Content Management (ECM) is used to create, store,
distribute, discover, archive and manage unstructured content
(such as scanned documents, email, reports, medical images and
office documents) and ultimately analyze usage to enable
organizations to deliver relevant content to users where and when
they need it.”

AlIM (Association of Information and Image Management)
“Enterprise Content Management (ECM) is the strategies, methods
and tools used to capture, manage, store, preserve and deliver
content and documents related to organizational processes.”



An ECM Tool addresses these issues:

« Tagging/application of metadata that is logical and
appropriate to the business

» Users do not have to become records experts to do
their work

» The tool and the agency become the stewards of
the information

« Emulates the structure of the paper process “behind
the scenes”

« Manages records throughout their entire lifecycle
(cradle to grave)- also “behind the scenes”



ECM tools make things:

* Easy to use },

« Easy to store 4}'
* Easy to find

« Access from anywhere, anytime

» Process improvements through
workflow and automation tools




Integration with other existing systems

Manage over
400 + formats

Including emails, -

Audio/video files




« The "dragon lady” becomes an invisible
and automated function and process

« Supports management and compliance
— System watches the retention clock
— Automarted notifications of “time’s up!”
— Manages litigations holds
— A human determines final disposition action

— Defensible destruction

« As appropriate and ON TIME
« Audit frails
» Proof provided and maintained




Audit logs prove and defend business
actions, due diligence & the destruction
of records done appropriately

Aszignee
Revision Mumber
Document Details

still heeds a Response?

¥4 In Container "W5A13/465 (Russell Woed)' since Monday, June 10, 2013 at 8:30 AM
53

In HP TRIM Store, Microsoft Word Docurnent, 504 KB (517,047 bytes)

Mo

Audit Events

A13/9026 New Document Revision Added - \\archivesstoragehstaff\lkoziara\Offline Records (WA)\Schedule (Development Review] - State - State Government ~ Version 6.0'5tate
Government General Records Retention Schedule Version 6.0.00CX - done by 'leslie.koziara’ on 2/14/2015 at 11:06 AM ]
£13/9026 Document Checked Out - Offline Records on 'TT0234 secstate.wa.pr’ - done by 'leslie.koziara’ on 2/14/2015 at 10:57 AM

£13/9026 New Document Revision Added - \\archivesstorage!staff\rwood\Offline Records (WAJ\Schedule (Development Review) - State - State Government ~ Version 6.0\5tate
Government General Records Retention Schedule Version 6.0.00CX - done by 'russell.wood' on 1/12/2015 at 3:55 PM

A13/9026 Document Checked Out - Offline Records on TT0250 secstate.wa.pri' - done by 'russellweed' on 1/12/2015 at 12:33 PM

£13/9026 New Document Revision Added - \\archivesstorage\staff\rwood\Offline Records (WA)\5chedule (Development Review) - State - State Government ~ Version 6.0'5tate | &
Government General Records Retention Schedule Version 6.0.00CX - done by 'russellwood' on 1/9/2015 at 4:27 PM

A13/9026 Document Checked Out - Offline Records on TT0250 secstatewa.pri' - done by ‘russellwoed' on 1/9/2015 at12:36 PM
A13/9026 Document Checked Out - Offline Records on TT0234 secstate.wa.pri' - done by 'leslie.koziara' on 1/2/2015 at 10:14 AM [

13

BT Contacts
Access Control

= s R )

View Document: Based on Container W5A13/465: People in (Washington State Archives)

View Metadata: Based on Container W5A13/465: People in (Washington State Archives)

Update Document: Based on Container WSA13/465: People in (Washington State Archives)
Update Record Metadata: Based on Container WSAL3/465: People in (Washington State Archives)
Modify Record Access: Access denied

Destroy Record: Access denied




« Four (4) vendors with statewide master
confracts

« ECM Boot Camps, Vendor Fairs and

ongoing training offered

OPEN TEXT

29, (08

perceptivesoitware

from Lexmar k



Records Management is all
about having a system!
RM is all about standardized processes
(ISO 15489)

— You can have a manual “system’ - hiring
more humans (minions) to do the job
manually using traditional methods

OR

— You can invest in an
Enterprise Content Management
(ECM) System and tools




 Records management as "[the] field of
management responsible for the
efficient and systematic conirol of the
creation, recelpt, maintenance, use
and disposition of records, including
the processes for capturing and
maintaining evidence of and
InNformation about business activities
and fransactions in the form of
records".l2!



https://en.wikipedia.org/wiki/Evidence
https://en.wikipedia.org/wiki/Information
https://en.wikipedia.org/wiki/Business
https://en.wikipedia.org/wiki/Records_management#cite_note-ISO15489-5

There are 8 broadly defined steps to
Implementing records management

(and preparing for a system)

It's another version of “20 questions”,
and there's a workbook for youl!

http://www.sos.wa.gov/_assets/archives/RecordsManagement/ECM%20B0o0t%20C
amp%20Workbook%2010.2.2015.xlsx



Initial preliminary investigation and
problem statements/business case

« What is the current situatione

 |dentify records-related challenges
(disclosure/discovery a problem?)

« How badisit?

Do you need fo fix ite

« Can it be fixede

« The risk of NOT fixing it?

« What are your BUSINESS needs (not just one person)
across the agencye



Preliminary Investigations, Problem Statements and Business Case ]
Depts/Groups iBusiness Activity :Manager :Busy Time iProblem Statements {business
EPavsinmices and does ' ENeedsawavtn guickly look up past invoices and '
Accountspayable  payroll  fTomsmith uy trackactionstaken o YES
|| ERecleves payments from ; ' ENeeds a way to track receipts given and proof of '
|Accounts Recievable ipublicforpermits  ohmrown i LS Maybe
‘i : s tracking permit process in paper, wants an '
|Permits oo Issuespermits i '_<_ athyJones  iMay electronicsolution Yes .
i 1 ' ECDmpIalnts are done in an old system, wants to '
, Ehave online compliant forms and an electronic
ERecieves and investigates Emlution for the complaint investigation process,
||Complaints _icomplaintsfrompublic documents and photos and prove actionstaken. Yes
HumanResources MR o iMike White oo {Wants 3 way to track new hire inprocessing M. ayoe .
|Information Services T . JodiTownsend i Needs common location for support documents  ives




 Start iIdentifying the resources you
have and what knowledge gaps you
need to fill

- Project Manager

- ECM Expert

- Records Officer

- Legal & Public Disclosure
- Business Analysis

- IT/IS

- Communications and

Change Management

- Training
- Social Media

- Department Subject Matter

Experts and User Groups on
a temporary basis



Core Team for ECM Rollout

Specialty . Resource Name Department Manager Availability
ProjectManager ... .TE*.'??.TT‘.!‘.T'.".'E ..................... '?. 'El‘.’-.‘?ﬁ.'?’.‘?!.’!?‘.&‘?['l‘?.’.‘!... TomBlack . e
Legal & PublicDisclosure acksprat G legal ... JmWhite . ——
Records Officer .. BOPEED b Decutive | MaryBlue . —_—
F‘E!‘.".fﬁﬁ!!’!..sﬂ?}?!?’.'.'.?F........... JommyTucker . . Application Support _:CoreyTeal A
BusinessAnalyst BoyBlue ... [BusinessAnalysis SteveBrown ——
L .J.’E‘.‘?!‘..'.*.Ft!.’!?.’ ....................... ITNetwork Support :Pamreen —_—
Communications . MissMuffit i Communications _ iPeterGrey A
Training :Peter Piper Training :Russ Silver :




Analysis of business structures,
functions, processes and activities

Keep it at a high level and define for each line of
business: Emergency Response (fire, medical), Alarm
Inspections, Permits, efc

 What is the agency missione

 What does each business unit do¢

« How many people do ite

 What types of records are created/received/usede



7=

BusmesAnaIyms High Level Assessment Appxpercentageo[total Where s the nformation stored?
.................................................................................................. : Whatypeolremrds r—— :

| | receivedor | (Netwaork, Emall, | | , :  Paper : :ERMIE{JM: Share
Business Unit What they do Hnwmanypeopleé generated | Fax, Word, Excel) Datahase Paper | Network: Datahase Folders Fmail Sys Pomt
Accounts :Pmcessandpav ' élmmicesand :
e !.'!?f?'.‘??ﬁ ....................................... - :.Pﬁ.‘l.fﬂ?.'! .................................. oM B X XX




 Here's where you can create o
parking lot for “improvement
opportunities”

Improvement Opportunities
Parking lot for ideas and suggestions

Department iType iImprovement Title ‘Description iStatus :Notes

Permits  iAutomation  iAutomaterequestprocess iWouldlikean online form forsuomitting ¢ i
f Users want to take photos from the field i

Complaints  iMobility iUpload photosfromthefield  iandupload themwhileatthesite & &
; ; ELDDk up data from the office EStaf‘f want to be able to look up previous :
\|Complaints  iMobility ‘wheninthefield ~lviolationsfromthe field, notintheoffice \ i

.....................................................................................................................................................................................................................................................

.....................................................................................................................................................................................................................................................

.....................................................................................................................................................................................................................................................

.....................................................................................................................................................................................................................................................

.....................................................................................................................................................................................................................................................

.....................................................................................................................................................................................................................................................




ldentify agency business records and
legal requirements
(laws, regulations or standards
and not just the ones for records)

 What records do you create, receive and use?¢

 What rules/requirements apply — HIPPA for example,
anything confidential or requirements from other
sources (federal, local, state)?




Records Requirements - Laws, Regulations and Standards
......................... I Eﬂectwe e o
SubjectArea | CategoryorType | BusinessEffected | Citation | Description | Period | Trigger | Date | Schedulef Comply?
HR ‘Recordstobekeptby | HRandPayroll | 29CFR5165- iFachemployershall preserve for at least 3 years: C dyears ilastDatel7/UNB 185 es
Eemployers Departments Recards o be (a) Payroll recards. From the last date of entry, all payroll or ofEntw
preserved 3 years:other records contaning the employee information and data 5 |
i Erequiredunderanyoftheapplicablesectionsofthispart,and
W éRecf}-r-d-ic)bekeptb\,‘"‘; ------ HRandPa\,r-r-t;I-Im 29 CFR516.5 - éEachemi:-riéi,fErshallpres-é-r-i;é"f-t;ratleast3;,;é-é-r-;: -------- ----- éyears last ----- ?/1]2013 -------- ! ------- »
| ‘employers | Departments | Recordstobe | (o) Certificates, agreements, plans, notices, etc. From their Eeﬁectiveé '
| | Epresewed3years§|asteﬁectivedate,allwritten: EDate |
(1) Collective hargaining agreements relied upon for the !
/ Eexclusion of certain costs under section 3(m) of the Act,
' ' (2) Collective bargaining agreements, under section 7(b)(1)
1 Eor 7(0)(2) of the Act, and any amendments or additionstheretu,é
q A :
N




Assessing existing systems/tools and make lists
(Both formal and informal)

What kind of system®@

Are tools meeting needse (For more than one persone)
How many userse

What are the support needse

Which version?

Needs an upgradee¢

s it redundant?

Do existing tools have some functionality to actually MANAGE
information and meet public records requirements or just store ite



Existing Systems - High Level Assessment

System Name Whatit does

Whlch Depts use |t

Meetingmlslness Number of
Needs? Users

§ ¥ W 5 ¥ ¥

b

b

leun Currenl
*[evelof | Syen Datahase 5up|mrt You're | Veuinn PIanlu
e | Type | T'fpe Needs

On AH-!IlBhIE Upgrade?

- Isthis
Iﬂﬁdﬂﬂdﬂﬂl?

/] Payments . !iP[u:eTs*.i P'aymenls

B ¥

Accounts Payahle P

Yes

b

: Custum

E HIEh SQL Medium

o

R

Il
!
b
b
b
b
!
b
b
b
b

Pussihly

4
|
1
|

!




Strategies to Prepare For RM and
Address Risk

(Projects, “To Do” Lists)

Do policies need to be developed or updated?
« Retfention requirements in place?

« What can you do to improve processese

* |s there a clean-up strategy being developed?
« Can you identify “first adopters” or a pilot areae¢
« Can you identify areas for automatione



Think of these as mini-projects to be tackled
individually as part of your “transformation”

Strategies to Satisfy Requirements

;PﬂliC'y' is reviewing
ithis request.

Strategy Type iArea Title

Policy Policy Update records management training policy
: ‘Revise Retention Schedule for Accounting

Parallel__[_{r_gjects ___j_[_v‘._ecords! __________ j_[_}epartmg_r}fc ____________________

Design j_l_}_usines_s_,_[?_{pcess ____jgutuma_’gg_l_ncident_ TrackingProcess

Technical Standards IT Security j_[_}evelop_ or Review Security Strategy

irbescrip-t-i-i-}-r-l -------- iStatus
ETraining only occurs when employees are hired. Propose |
Epolicvthat includes annual training in records handling .
‘processes by department. {In Process
ESeueraI records are no longer being generated, so their i
ire_t_gqt_ion schedules can be sunsetted. in Review
Elncident tracking is currently a manual process. Addin e-

ifo_r_lp_;._and automated workflow to improve processes. MNew
EOur current security strategy is 5 years old. We needto

Ecollect information on the current standards and see what |

‘we needtodoto align our own standards with them. iNew

;which groups are good potential pilots? What makes them a

;Will move to the
iDesign Requirements

Implementation ___j_l:}_usines_s_._[{{pcess Eldentiﬁ; Potential Pilot Departments igng_n_:andida_'gg_?: _____________________________ i Review
: We'd like to receive all license renewals from online forms
Future State Map  :Business Process  §Business process automation - license renewals fthat kick off an automated workflow. iIn Review




Mini - Projects we can work on today
To Do List
Area i Activity / Mini-Project Title iDescri ption iStatus Notes
ETraining only accurs when employees are hired.
'Propose policy that includes annual training in ,
Policy ... Update records management trainingpolicy T?_ cords handling processes by department. i I e PrOCess e _'?_‘?_'_'_C_V___'_S_ reviewingthisrequest.
iRevise Retention Schedule for Accounting :Several records are no longer being generated, so .
Records .. OPAMONt e theirretention schedules can be sunsetted. | IOREVIEW e
F i EITindicatesthisis3version5 out of date and is
! :causing problems for business users. Needto .
ssetTracking software upgrade upgrade before goingtoanew ECM system. New e
|Training iCreate standardized training program and materials
materials . forrecordsmanagment e oo e e S

Data migration planning for move to ECM
iSplit file share cleanup work into 3 pieces, make

;tracking log for defensible disposition and take on :

:the clean up in small bites. Report back to :Creatingtrackinglags
_______________________________________________________________________________________ managementonprogress, ... w'thcleanupml
:Sp|lt‘fl|e share cleanup work into 3 pieces, make

Etracking log for defensible disposition and take on

:the clean up in small bites. Report back to

management on progress.

an and build new connectors between existing
stems and new ECM system




Design of System &
Requirements That Define System/tools
and Program
(Whether you buy it or not)

What should the system(s) be able to do?
What metadata needs capturee

What types of records will it manage?
Need infegration?

Where does it live?

Forms and femplatese

(This section has lots of questions!)



Rolling Out The “System”
(Implementation)
RM or otherwise

First things first: This is best done
Incrementally — please pick a small business
unit or department

It lets you practice your principals and get
your processes ironed out



Second: Not everyone will be as excited as
you are, so don't be surprised if a few try to
throw tomatoes at you for your efforts. Be
ready to duck, keep smiling and make
some pasta sauce.

« Develop a Timetable for Implementation

« Communicate, communicate,
communicate — what is happening, how
It effects users, when it's happening,
when there’s training, how to give
feedback



» Roll out new or redesigned system Iin
phases

* Train staff to use system

» Infroduce new or revised processes,
documentation and responsibilities

» Establish support, feedback and
review pathways



Start your mini-projects/parallel projects

Geftting the cleanup work done so
project milestones can align and roll out
smoothly



* Develop or Refine an Information
Governance policy, clarify
responsibilities and develop required
processes and documentation

* Inventory — locate and track your
organization’s records and information
assets

« Data cleanup — deduplication,
appropriate records desfruction,
provide missing metadata



Checking in and Putting Out Fires

* Areview helps check and measure
progress and the effectiveness of the
new systems and processes

« Helps to develop a monitoring and
correction process

« Stamp out any fires or smoldering embers
of any Issues



Plan on more embers flaring up, even though you
probably feel that you should know better by now

Monitoring — Use vehicles like Help desk calls,
Suggestion Forms and User Groups

* Post implementation review

— What you should review (we have a checklist for
this)

— Who will perform it
— When it will occur
— What methods should be used
— The documentation required
» Taking corrective action M



ECM Implementation Roadmap for {Agency Name Here)

Past-Implementation Check In and Process Improvements
ToDolList
Department EWurkﬁmup tem that needs improvement ‘Change that would suppart improvement Stams Notes




IF YOU ARE BUYING A SYSTEM

« Records migration planning — in cases
where identified records are to be
moved Into the chosen ECM system

« Procurement — 1o select ECM vendor or
consultant

« Change management project to
prepare staff for new ECM

 |T upgrade projects to make sure
workstations and infrastructure is ready for
new ECM program



This takes fime, be patient with yourself and others

You can’'t do it all at once, and you shouldn’t try to
Expect the unexpected, don't let it derail you
You'll get there, just keep taking small steps

ITs ok that others don’'t understand. We all have 1o start
somewherel

Don't fear the elephant in the room -
he's less scary when you talk about him




 |t's not a quick fix nor a cheap one

— We've decades of unstructured
Information and lost governance

— Cultural affitudes need adjusting
— Change is hard

But in the long run, ECM is a real solution to
today’s problem that will help avoid
tomorrow’s headaches!



 |t's not a quick fix nor a cheap one

— We've decades of unstructured
Information and lost governance

— Cultural affitudes need adjusting
— Change is hard

But in the long run, ECM is a real solution to
today’s problem that will help avoid
tomorrow’s headaches!



Questions?e
recordsmanagement@sos.wa.gov

Thank you!

Washington State Archives

Partners in preservation and access



