TRANSMITTAL AGREEMENT
____________________________________ (“Transferor”) desires to transfer authentic electronic records to the Washington State Archives (“Archives”).  This Transmittal Agreement sets forth the terms and conditions of such transfer, as required by WAC 434-662.
1.  Authentic Records.  Transferor represents that the records to be transferred have been in Transferor’s legal custody for the duration of their existence, except as otherwise specified by Transferor on the attached Transfer Information Plan (“TIP”).  

2.   Transfer Information Plan.  Transferor will complete and submit to Archives the attached TIP.  Transferor will work cooperatively with Archives to develop all connections, interfaces, and other information technology needs to accomplish the transfer.  As requested by Archives, Transferor will submit sample records to Archives for testing purposes prior to the transfer, and will attempt additional transfers if Transferor’s initial efforts to transfer those records are unsuccessful.  The Archival Records Transfer(s) provided by Archives to Transferor following upload of the records to Digital Archives will document the records successfully transferred.
3.   Public Records.  All records transferred to the Archives are public records as defined in 42.56 RCW and will be administered and managed in accordance with Washington’s public access and disclosure laws.  
4.   Restricted Records.  Public access to the transferred records may be provided through the Archives website, except for those records with statutory exemption or other restriction (collectively known as the “Restricted Records”) identified by Transferor on the TIP.  Archives will provide Transferor with secure credentials to access the Restricted Records.  Archives and Transferor concur that the Restricted Records have sufficient historical, legal and/or fiscal value to warrant making them publicly accessible after passage of the requisite period of time in accordance with 40.14 RCW.
5.   Certified Copies.  Transferor will provide directly to customer, within ten (10) business days, all certified copies of transferred document(s) ordered through the Digital Archives website.  On behalf of Transferor, the Office of the Secretary of State will collect copy order fees identified under 36.18 RCW and will disburse the collected amounts to Transferor during the month after the end of the fiscal quarter during which the fees were collected.

6.  Data Backup/Disaster Recovery.  The Archives preserves digital objects and limited metadata relevant to the digital objects.  Transferor may request extracts of digital objects and preserved metadata, which will be provided in a schema implemented by the Archives. 

7.   Documentation and Processes.  Archives may from time to time modify its documentation and processes for accepting, uploading, or otherwise handling transfers of electronic records.  In such event, Archives may, to the extent necessary and/or practicable, notify Transferor prior to the implementation of such change.  
By my signature below, I acknowledge that I have read, understand and agree to the terms and conditions of this transfer of records to Archives on behalf of Transferor, and warrant that I have the authority to sign this Transmittal Agreement on behalf of Transferor.

 TRANSFEROR:






BY:  








(Signature)






PRINTED NAME: 





TITLE:







DATE:  









ACCEPTED:



___________________________________



Archivist
CERTIFICATION (RCW 36.23.065(2)):
I, the Clerk of _____________ County, hereby certify that the records transferred under this Agreement: (1) are transferred under my direction and control according to the schedule and methods specified in the attached Transfer Information Plan; and (2) are true and correct copies of the originals on file in my office.

(Clerk’s Signature)









[SEAL]
DATE:  






