

Data Transmission to the Washington State Digital Archives, OSOS for Library of Congress Multi-State Demonstration Preservation Project, 2007-2009
Intergovernmental Agreement
Between

the State of Washington, Office of the Secretary of State,
Archives and Records Management Division,
And
<ENTER STATE AND DIVISION’S LEGAL NAME>

In accordance with Cooperative Agreement #IG-3776 between the U.S. Library of Congress and the State of Washington Archives, the State of Washington, Office of the Secretary of State, Archives and Records Management Division (hereinafter WA OSOS Digital Archives) and the <STATE AND DIVISION’S LEGAL NAME> (hereinafter State Partner) agree to work in partnership promoting the use of the Digital Archives, a branch of the Washington State Archives division, as an integral part of their archives system. The parties agree to the cost efficient, secure, and effective exchange of electronic records and data to ensure the preservation and accessibility to important legal and historical public records. Records in the State Partner’s repository housed at the WA OSOS Digital Archives are the property of the State Partner and as such, records designated as confidential after transfer to the WA OSOS Digital Archives will be managed as confidential records in accordance with all federal and state statutory requirements of the State Partner. Both parties agree to work cooperatively in the development and implementation of the Information Plan to ensure compatibility, accuracy, and efficiency of information transmission and exchange.  
Scope of Work

The State Partner and WA OSOS Digital Archives agree to work in a timely manner to develop all connections, interfaces, and other information technology needs required to transmit archival electronic records to the WA OSOS Digital Archives.  This includes providing WA OSOS Digital Archives with information required for the transmission of data.  
The State Partner agrees to complete the Information Plan (Exhibit A) before transmitting records to the WA OSOS Digital Archives, and further agrees to adhere to this plan for the duration of this agreement. The State Partner also agrees to develop, in a timely manner, their own webpage (based on the WA OSOS Digital Archives master page layout) and URL to allow uniformity with institutional branding.
State Partner must submit quarterly progress reports to the WA OSOS Digital Archives contact, in a format provided by WA OSOS Digital Archives, which documents their contribution towards the match requirement for the Demonstration Preservation Project. Reports are due to WA OSOS Digital Archives by the 30th of the month following each quarter end.
Consideration
In consideration of the State Partner meeting the requirements under Scope of Work, and the WA OSOS Digital Archives administering the Demonstration Preservation project, the State Partner agrees to submit travel reimbursement requests to the WA OSOS Digital Archives contact, who agrees to process reimbursements in a timely manner. Both parties acknowledge that all travel costs must be expended in accordance with standard state rules issued by the Office of Financial Management and federal guidance issued by the Office of Management and Budget (OMB) as interpreted by the Library of Congress. 

If the State Partner opts to host and maintain their own records upon termination of this agreement, the State Partner will be given physical custody of their database servers and direct attached storage to integrate back into their own state system. State Partners who wish to continue to participate in the shared repository may be required to enter into further agreements with the WA OSOS Digital Archives where they will be charged their fair share of the operating expenses in maintaining the joint repository.   
There are no fees associated with the use of any record series during the duration of this agreement.  

Period of Performance

This agreement will remain in effect from the date of contract execution until October 31, 2009.

Independent Capacity and Indemnification

The employees or agents of each party who are engaged in the performance of this agreement shall continue to be employees or agents of that party and shall not be considered for any purpose to be employees or agents of the other party. Each party to this agreement shall be responsible for the negligent acts and/or omissions of its officers, agents, employees, and volunteers. Each party agrees to protect, hold harmless and indemnify the others from any and all claims, suits, demands, causes of action and damages of any kind whatsoever arising from such negligent acts and/or omissions.

Disputes

Except as otherwise provided in this agreement, when a dispute arises between the parties and it cannot be resolved by direct negotiation, either party may request a dispute hearing with the Secretary of State. Nothing in this agreement shall be construed to limit the parties’ choice of a mutually acceptable Alternate Dispute Resolution (ADR) method in addition to the dispute resolution procedure outlined above.

Waiver

Waiver of any default may only be in writing and shall not be deemed to be a waiver of any subsequent default. Waiver of breach of any provision of the agreement shall not be deemed to be a waiver of any other or subsequent breach and shall not be construed to be a modification of the terms of the Agreement unless stated to be such in writing, signed by the parties to this Agreement and attached to the original Agreement.

Discrimination

All parties shall be bound by all federal and state laws and regulations prohibiting discrimination, and specifically agree, that they will not discriminate in employment, directly or indirectly, because of age, sex, marital status, creed, color, national origin, religious preference or the presence of any sensory, mental or physical handicap, unless based on a bona fide occupational qualification.

Termination

Either party may terminate this agreement upon a thirty (30) day written notification to the other party. If this agreement is terminated, the parties shall be liable for performance rendered or costs incurred in accordance with the terms of this agreement prior to the effective date of this termination.
Termination for Cause
If for any cause, either party does not fulfill its obligation in a timely and proper manner under this agreement, or if either party violates any of these terms and conditions, the aggrieved party will give the other party written notice of such failure or violation. The responsible party will be given the opportunity to correct the violation or failure within fifteen (15) business days. If failure or violation is not corrected, this agreement may be terminated immediately by written notice of the aggrieved party to the other. The rights and remedies of the WA OSOS Digital Archives provided in this section shall not be exclusive and are in addition to any other rights and remedies provided by law or under this agreement.

Entire Understanding
This agreement and attached exhibits set forth the entire understanding of the parties. This agreement and Exhibit A may be modified only by written amendment executed by each party. The WA OSOS Digital Archives reserves the right to make changes to Exhibit A as necessary and to convey such changes in writing to the State Partner prior to the change taking effect.
Governing Law
This agreement shall be construed and interpreted in accordance with the laws of the State of Washington.

Venue

Jurisdiction and venue for all actions to enforce the terms of this agreement, or to obtain redress for any damages resulting from a breach thereof, shall be in the Thurston County Superior Court for the State of Washington.

Acceptance
IN WITNESS WHEREOF, the parties hereto have executed this agreement on the respective dates set forth opposite their signatures.
	<ENTER STATE AND DIVISION’S LEGAL NAME>
	
	

	Name of State Partner Institution
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	Signature of State Partner Authority
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	Date

	
	
	
	
	

	
	
	
	
	

	Printed Name of State Partner Authority
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	Signature of WA State OSOS Financial Services Manager
	
	
	
	Date

	
	
	
	
	

	Linda Shea
	
	
	
	

	Printed Name of OSOS Financial Services Manager
	
	
	
	


APPROVED TO FORM:
Susan Thomsen

Assistant Attorney General 6/5/08
STATE ARCHIVES AND RECORDS MANAGEMENT, DIGITAL ARCHIVES BRANCH

Demonstration Preservation Project 2007-09

Exhibit A, State Partner Information Plan for:

	<ENTER STATE AND DIVISION’S LEGAL NAME>


Please complete Sections A, B, and C of State Partner Information Plan and return with intergovernmental agreement. Note the following disposition of data by WA OSOS Digital Archives:

· The associated image index will be converted as well.

· In order to maintain original database structure for search ability, we can preserve the data schema and also convert to XML. Any other type of data will be converted (assuming the data/image will be displayed on the web) for web display – original file will be preserved as well.

· All confidential images will be preserved in their original format only; images will not be displayed on the web.

Section A – Partner Field List

Note:  Section A only applies to Archives divisions of State Partners; it is not applicable to Library divisions of State Partners.

 Please provide the following information (see sample below):
1. Record Series:  Recorded Documents – All Recorded Documents – Includes conveyances, security documents, marriage and miscellaneous documents.

2. Description or Records Series (i.e. what does it contain and what is its purpose).

3. Authorizing Retention Schedule designating series as archival.
Note:  Records must adhere to the WA OSOS Digital Archives format standard for records types already ingested, including Marriage, Land, Census, Birth and Death.

	SAMPLE TABLE OF RECORDS

	SERIES
NO.
	RECORDS SERIES TITLE

AND DESCRIPTION OF SERIES
	OPR or

OFM
	OFFICE OR DIVISION LOCATION AND MINIMUM RETENTION PERIOD
	DISPOSITION AUTHORITY

NUMBER (DAN)
	SPECIAL AND/OR

DISPOSITION INSTRUCTIONS

	
	
	
	PRIMARY

RECORD COPY
	SECONDARY

RECORD COPY
	
	

	1
	ALL RECORDED DOCUMENTS

Includes conveyances, security documents, marriage, and misc. 
	OPR
	PERMANENT or until microfilmed and verified.  Potential archival value - See remarks
	Destroy when obsolete or superseded
	AU52-03B-01
	Contact your Regional Archivist before disposing of this record.

	3
	BINDING SITES

Official recorded drawings and plans for leased property.
	OPR
	PERMANENT – Potential archival value – See remarks.
	Destroy when obsolete or superseded
	AU52-03B-03
	Contact your Regional Archivist before disposing of this record.


4. Include or attach a field list that details each field and the field type/length within the database. Ensure that a unique identifier is supplied with each record and indicate whether the field should be displayed online.
5. Attach a list of document codes and descriptions as well as indicate if the record should be restricted from public view and why (see sample below)
SAMPLE TABLE OF DOCUMENT CODES AND DESCRIPTIONS

	Doc Code
	Doc Code Description
	Index online
	Image Online
	Grantor Type
	Grantee Type
	Restriction Reason (state RCW, WAC)

	MARR
	Marriage License
	Yes
	Yes
	Groom
	Bride
	

	DD214
	Military Discharge
	Yes
	No
	Brach of Service
	Veteran
	RCW 73.04.030


Section B – Security and Connectivity

1. What is the estimated size of the initial data transfer?

(i.e. Total Volume and number of files)

	
	MB
	


2. How will the initial data upload be transmitted to the Digital Archives?

(For large data sets, the Digital Archives can provide a USB Hard drive)
	 FORMCHECKBOX 

	FTP
	 FORMCHECKBOX 

	Tape
	 FORMCHECKBOX 

	Hard Drive
	 FORMCHECKBOX 

	CD/DVD
	 FORMCHECKBOX 

	Other
	


3. How often will the data updates be transmitted to the Digital Archives?
	 FORMCHECKBOX 

	Daily
	 FORMCHECKBOX 

	Weekly
	 FORMCHECKBOX 

	Monthly
	 FORMCHECKBOX 

	Annually
	 FORMCHECKBOX 

	Other
	


4. How will the Partner transmit data TO the Digital Archives?
	 FORMCHECKBOX 

	FTP (preferred)
	 FORMCHECKBOX 

	CD/DVD
	 FORMCHECKBOX 

	Tape
	 FORMCHECKBOX 

	Other
	


Note:  Any transmission via FTP must be secured FTP transmissions. The Partner will be assigned a secure userid/password combination and provided the necessary software.  

5. What is the IP address of the computer that you will transmit your data from?
(Note:  Can be found at http://www.whatismyip.com)

	


6. What format will the data be provided in?    (i.e.  Comma delimited, Access, dBase, RBase and version of software. Will it be a complete copy of the database or an extract query?) (Pipe delimited, extract query is preferred)


	


Section C – Partner Contacts
	Project Coordinator:                                              

	
Name: 
	

	    

	Title:  
	

	

	E-Mail:  
	

	

	Voice:  
	


Data Coordinator (contact for record/process questions):

	
Name: 
	

	    

	Title:  
	

	

	E-Mail:  
	

	

	Voice:  
	


IT Coordinator (contact for IT questions):

	Name: 
	

	    

	Title:  
	

	

	E-Mail:  
	

	

	Voice:  
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