Records Management Guidance
Benefits of Digitization and Going Paperless

King County agencies are responsible for managing their public records while meeting requirements for
transparency, accountability, and long-term preservation. Transitioning from paper-based processes to
managing records in digital format supports these responsibilities and strengthens the county’s ability to serve
its residents efficiently and sustainably.

All King County agencies should consider “going paperless” and should manage all county records in
electronic or digital formats. This could include switching to entirely digital or electronic processes where all
records are “born digital”. It could also include digitizing existing paper or physical “born analog” records. (See
definitions and resources on the last two pages).

Going paperless aligns with King County’s priorities and values; especially Better Government, Accountable,
Impactful, Accessible, and Trusted. Some of the benefits of going paperless and managing records in digital
format include, but are not limited to:

e Improved responses to requests for public records and information; allowing for increased
transparency and better compliance with the Public Records Act (RCW 42.56).

e More consistent and reliable accessibility and compliance with requirements and standards such as
ADA (American Disabilities Act) and WCAG (Web Content Accessibility Guidelines).

e Better protection of privacy and improved security to sensitive information through controlled
access, easier identification and protection of sensitive data, encryption and authentication.

e Cost savings and improved efficiency; fewer resources and less staff time are spent on working with
digital records.

e Better collaboration and quicker workaround times for staff and the public.

e Improved continuity and ability to maintain public services in the case of emergencies or disasters.

e Opportunity for more consistent application of records retention schedules and movement of records
through their lifecycle, which includes the identification and subsequent preservation of records with
archival value.

e Supports modernization initiatives and better integrations with emerging technologies, in alignment
with strategic plans of King County Information Technology (KCIT).

More details on these varied benefits are described below.

S e N = = County Records and Information Management Program (CRIMP)
Q aE S 206-477-6889 — records.management@kingcounty.gov
7P by RECORDS www.kingcounty.gov/recordsmanagement

® e WY ;" MANAGEMENT geounty.gov/ g
07/2026

lof4


mailto:records.management@kingcounty.gov
http://www.kingcounty.gov/recordsmanagement
https://kc1.sharepoint.com/SitePages/ACTIVATE_Values.aspx

Records Management Guidance
Benefits of Digitization and Going Paperless

1. Access to Public Records

Digitized records can be searched, indexed, and retrieved more quickly, helping staff respond more
efficiently to public records requests under RCW 42.56 (Public Records Act).

Reduce delays caused by locating, transferring or scanning/duplicating paper files, especially those
stored across multiple offices or facilities.

Staff can access information securely from any worksite; including field locations, satellite offices, or
remote work environments.

Helps eliminate information silos; staff can find the information needed to do their jobs.

2. Compliance and Risk Management

Supports the more consistent application of records retention schedules; which includes the
identification of records with archival value

Standardized metadata and structures ensure consistent management of records and information
throughout the records lifecycle.

Help to ensure compliance with various requirements including ADA (Americans with Disabilities Act),
WCAG (Web Content Accessibility Guidelines) and PRA (Public Records Act) by providing the public
with easier access to records and information.

Less risk of injury or harms to staff if they are not working with physical records.

Less risk of records loss or damage.

Less risk of noncompliance with RCW 40.14 and RCW 42.56.

3. Information Security and Privacy

Stronger protection against unauthorized access through encryption, multifactor authentication, and
role-based permissions.

Audit trails capture information about who accessed, modified, or shared records, strengthening
accountability and transparency.

4. Cost Savings

Eliminates or reduces costs associated with printing, copying, mailing, transporting, and storing
physical records.

Freeing up physical storage space allows departments to repurpose or reduce physical space,
supporting long-term budget efficiency.

Can streamline and reduce staff time spent on certain processes, especially those processes that
involve approvals, collaboration or versioning.
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Records Management Guidance
Benefits of Digitization and Going Paperless

5. Collaboration and Efficiency

Digital workflows facilitate real-time collaboration, document sharing, and version control, which
helps to reduce duplication.

Digital processes reduce turnaround times and faster and more accurate responses to service requests
and inquiries.

Standardized digital formats minimize inconsistencies and redundant work.

6. Disaster Recovery and Continuity of Operations (COOP)

Digital backups managed by county IT departments ensure that essential records remain available
during emergencies or natural disasters.

Eliminates risks associated with relying on paper records that could be damaged by flooding,
earthquakes, or building incidents.

Improves the county’s resilience and ability to maintain public services during disruptions.

7. Readiness for Future Technology and Growth

Digital records integrate more easily with emerging technologies such as GIS, Artificial Intelligence
(Al), data analytics, searching and redaction tools, etc.

Supports modernization initiatives across county agencies, improving decision-making and long-term
planning, and helps the county to remain competitive and leading edge among other government
agencies.

Aligns with the county’s Strategic Information Technology Plan (from KCIT) by the reduction of paper-
intensive processes.

Definitions

Born-analog records: records that originated in any nondigital format. Examples include textual
records (paper), bound volumes or publications, hand-written records, typed records; photographs
taken with a nondigital camera; microfilm / microfiche; A/V on audio cassette, VHS, or reel to reel.

Born-digital records: records that originated in a computer/electronic environment. Examples
include Word documents, Excel spreadsheets, databases, emails, photographs taken with a digital
camera, moving images and audio taken with a digital record, ArcGlIS files.

Digitized records: analog records (usually in paper format) that were transformed into digital form
(usually through scanning).
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Records Management Guidance
Benefits of Digitization and Going Paperless

What about signatures?

If your processes require any approval or signatures, you can switch to using digital or electronic
signatures to document that approval. Per Executive Policy INF-14-3-EP, King County encourages the
use of paperless, electronic documents; and advocates for electronic signatures as the norm for
business practices countywide. DocuSign is King County’s contracted electronic signature platform and
is available to all King County employees. For more information, review Managing Records in DocuSign.

What if you already have paper records?

If you already have records in paper (or analog) format, they can be digitized (usually through
scanning) and managed in a digital format (and the source paper records can be destroyed). For more
information, review the Destruction After Digitization (DAD) Process.

What if you don’t know where to start?

If you have any questions about how to digitize your records or go paperless, you can contact the
County Records and Information Management Program (CRIMP) at
records.management@kingcounty.gov.

Note too that there might be many other resources available to you, including but not limited to your
Agency Records Officer, your IT department, your agency’s leadership, your agency’s Continuous
Improvement resources, and more.
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