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	FOR STATE ARCHIVES USE  

	
	
	EIS # __ __-__ __ __

	
	REQUEST FOR APPROVAL OF 

ELECTRONIC IMAGING SYSTEMS (EIS)

 OPERATION AND MAINTENANCE

	Section A.  Agency Information.

	AGENCY NAME
     
	DIVISION/UNIT
      FORMTEXT 

	TYPE OF GOVERNMENT AGENCY
 FORMCHECKBOX 
 State     FORMCHECKBOX 
 Local

	MAILING ADDRESS
     
	MAIL STOP 
     

	RECORDS OFFICER NAME
     
	TELEPHONE NUMBER (WITH AREA CODE)
      FORMTEXT 

	EMAIL ADDRESS
     

	APPOINTING AUTHORITY NAME
     
	IT MANAGER NAME

     

	Section B.  System and Record Series Information.  Attach a separate sheet listing the following required

                    information.



	
	1.
	Record series to be imaged and verified on system – attach current retention schedule information and proposed changes 

	
	2.
	Designated name of imaging system

	
	3.
	Implementation date of imaging system (actual or estimated)       

	
	4.
	Components of imaging system – hardware and software used, including software employed for indexing and retrieval

	
	5.
	File format and storage medium for stored images and indexes

	
	
	

	Section C.  System Documentation.  Provide the following required documentation.

	
	6.
	Hardware systems administration manual, specifying hardware, cabling and communications configurations 

(WAC 434-663-530 (1))

	
	7.
	Software documentation – operating systems, applications, design and user manuals, including desk-level instructions 

(WAC 434-663-530 (2))

	
	8.
	Current security and system change control procedures, including logs of changes (WAC 434-663-530 (4))

	
	9.
	Detailed narrative description of the imaging process: how the records are prepared, scanned, modified, deleted, indexed 

and verified (RCW 40.14.020 (6)(b) and (c), WAC 434-663-300, 434-663-305, 434-663-530 (3) and 434-663-710)

	
	10.
	Characteristics of the resulting images and indexes: scanning density, type of header, metadata fields used, and any compression and decompression techniques employed  (WAC 434-663-300, 434-663-305, 434-663-325, 434-663-730)

	
	11.
	Description of electronic error checking utility, which will check the integrity of the data when written to the storage media 

(WAC 434-663-750)

	
	12.
	(STATE AGENCIES ONLY) Pertinent sections of the agency’s biennial technology plan submitted to the DIS, or the Information Technology Portfolio submitted annually to the Information Services Board  (WAC 434-663-630)

	
	
	

	Section D. Security, Retention and Disposition Functionality.  Provide a narrative description, or indicate where  

                   the system documentation provided in Section C specifically addresses each requirement.

	
	13.
	Explain how the system allows tracking at the record series level.  (WAC 434-663-705 (1))

	
	14.
	Explain how the agency ensures that the records in each series are retained for their full approved retention period, or longer in the event of legal intervention or operational necessity.  (WAC 434-663-700)

	
	15.
	Explain how the agency carries out disposition for records that have met their required retention period.  (WAC 434-663-705 (2))

	
	16.
	Explain how the system carries out automatic record authentication functions as needed to meet legal, audit and 

administrative requirements, including maintenance of date and time of record creation or update, identity of user or system 

creating or updating record, and system-enforced log of disposition actions.  (WAC 434-663-705 (3))

	
	17.
	Explain how the system protects against unauthorized access to records.  (WAC 434-663-705 (4))

	
	18.
	Explain how the system’s indexing capabilities facilitate access and retrieval.  (WAC 434-663-705 (5) and 434-663-710)

	
	
	

	Section E.  Maintenance and Preservation.  Provide the following required descriptions.

	
	19.
	Describe the procedures and schedule in effect for periodic checking and recopying of the images and indexes.

(WAC 434-663-700, 434-663-720 and 434-663-740)

	
	20.
	Describe the procedures and schedule in effect for the creation, maintenance and retention of security backup copies. 

(WAC 434-663-530(5) and 434-663-740)  

	
	21.
	Describe where the images (including backup copies) will be stored, and the environmental conditions for storage.

(WAC 434-663-530(5), 434-663-740 and 434-663-760)

	
	22.
	Describe your plan and schedule for future migration.  (WAC 434-663-500, 434-663-720, 434-663-770 and 434-663-780)

	
	23.
	Describe your disaster preparedness and recovery plan.  (RCW 40.14.040 (1))

	
	
	

	I hereby certify that the documentation listed on and/or attached to this Request for Approval of Electronic

Imaging Systems Operation and Maintenance is a true and accurate reflection of the agency’s processing system 

upon this date.  I attest that the records created or scanned by this imaging system will remain fully authentic and accessible for the full duration of their approved retention period.  I further agree to maintain all system documentation of EIS operation and management until all imaged records are successfully migrated to a new system or destroyed according to a retention schedule.

	

	
	
	

	Records Officer Signature
	Date
	
	IT Manager Signature
	Date

	
	
	

	Appointing Authority Signature
	Date
	
	Date Submitted

	
	
	

	
	
	

	FOR STATE ARCHIVES USE

	 FORMCHECKBOX 
  APPROVED
 FORMCHECKBOX 
  NOT APPROVED (reason(s) attached)
	

	
	
	Jerry Handfield, State Archivist (Per WAC 434-660)

	
	Date:
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