COUNTY CLERK TRANSFER INFORMATION PLAN (TIP)
The following information is provided by ___________________________ County Clerk to Washington State Archives for the purposes set forth in the Transmittal Agreement between the parties for the transfer of Superior Court Case Files (DAN CL65-01-08).  
A. Records 

1. Imaging System and version:

2. Inclusive dates of records being transferred:  
3. Identify any records that have been outside your legal custody (describe chain of custody, including any gaps):
4. What else should we know?

B. Security, Connectivity, and Data/Metadata 
1. Estimated size of the initial records transfer in volume and average size of subsequent daily transfers?
                                                                                                                                                
2. Public IP address of computer being used to transfer (You can find your IP address by visiting  http://www.whatismyip.com/):
3. In what format will data be transferred (pipe delimited, csv, html, etc)?

4. In what format will the images be transferred?

5. You must provide all decryption keys and/or passwords for the transferred data.  For security reasons we prefer that this information be conveyed by telephone. Please provide a contact name and phone number for this information: 
6. What else should we know?
C. E-Commerce 
1. The DA allows customers to order both non-certified (downloadable via an email from DA) and certified copies of case documents through our E-commerce system. How do you wish to fulfill certified copies? Select only one:
· Forward order to Clerk’s office for fulfillment by Clerk’s staff.

· Forward order to third party vendor Clerk E-Pass.

2. Pricing for copies is set at the current rate defined in RCW 36.18.016(4). The fiscal department of Office of Secretary of State manages the fees collected on your behalf and disburses them at the end of each quarter. Please provide your OFM vendor number for the transfer of those funds to your bank account:
3. What else should we know?
D.    Contact information of partners for the initial transfer set up project:
Digital Archives (partnersupport@sos.wa.gov):
1. Archivist (to be provided by Archives):

2. IT Developer (to be provided by Archives):
County Clerk’s Office
1. Clerk:
2. Deputy Clerk:
3. Other:
4. Other:

5. Fiscal contact(s):
6. IT contact(s):
Please note: The archivist will set up Users accounts during the set up phase for all Clerk’s staff who need the following tools: Archive This, Web Admin, and Partner Portal. Please be prepared to provide that information to your archivist.
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