Agency submits the electronic file
via the SMART system using the
electronic submission
procedures

Archives staff checks the SMART
system for electronic record
submissions

Processing archivist assesses the
quality of the electronic submission
(SIP)

If the SIP is incomplete, the
archivist notifies the appropriate
analyst to contact the agency

accessioning

Reference staff grants
access to electronic
record ONLY IF it has
Processed Date

If the SIP is complete, the
electronic record is accepted by
the State Archives for

Processing archivist accessions
the electronic record according top=======
the accessioning procedures

If a problem occurs while
accessioning, the archivist
notifies the analyst to contact the
agency about resubmission

(" If the record does not contain
restricted information, the
Processed Date is added to the

If the record contains restricted
information, the record is
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accessioned, marked as
“restricted” and the Processed
Date field remains null
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