
Planning your visit to the Washington State Archives 
By Maggie Cogswell 

 

So you want to do some research at the Washington State Archives? Great! We have a lot to share. In 

this article, you will find a step by step guide to using our online catalog, planning your visit, checking in 

at the archives and conducting your research. 

 

 

BEFORE YOUR VISIT 

Search the Catalog Online  

Before your visit, go to our website, and search our online catalog 

(http://www.sos.wa.gov/archives/search.aspx). You can search our catalog by keyword, or you can 

browse by collection. To use our online catalog, you will need to select the appropriate branch before 

entering your keyword and selecting the “search” box. For example, if you are looking for records from 

Clark County, you will need to select the “Southwest Region” from the dropdown menu under 

“Collection”. To browse through the collections at the state archives, or one of our regional branches, 

you will need to visit the Guide to Holdings page. There is a separate Guide to Holdings page for each 

archive.  

http://www.sos.wa.gov/archives/search.aspx


State Archives:  

http://www.sos.wa.gov/archives/archives_holdings.aspx?r=1 

Northwest Regional Branch Archive: 

http://www.sos.wa.gov/archives/archives_holdings.aspx?r=6 

Southwest Regional Branch Archive: 

http://www.sos.wa.gov/archives/archives_holdings.aspx?r=5  

Central Regional Branch Archive: 

http://www.sos.wa.gov/archives/archives_central.aspx  

Puget Sound Regional Branch Archive: 

http://www.sos.wa.gov/archives/archives_holdings.aspx?r=4  

Eastern Regional Branch Archive: 

http://www.sos.wa.gov/archives/archives_holdings.aspx?r=3  

Make a Research Request 

Once you have searched our online catalog, and identified a collection you are interested in researching, 

you can contact us directly via email, phone or mail to speak with a Research Archivist about your 

research and schedule an appointment. In your correspondence, please include information about the 

collection you are interested in, and what you are researching.  

Email: research@sos.wa.gov 

Phone: 360-586-1492 

Letter: 1129 Washington St SE Olympia, WA 98504 

Talk to a Research Archivist 

Before your visit to the State Archives, or one of our regional branch archives, a Research Archivist will 

respond to your request. Our Research Archivists are here to help you identify the appropriate collection 

or series for your research, and provide you with access to the records. 

Schedule an Appointment 

You can make an appointment to view our records with a Research Archivist. Most of our branch 

archives are by appointment only, so you will need to speak with someone directly about your visit 

before arrival.  

Hours of Operation 

State Archives (Olympia) 

M-F 8:30am to 4:30pm (open for lunch) 

Northwest Regional Branch Archive (Bellingham) 

http://www.sos.wa.gov/archives/archives_holdings.aspx?r=1
http://www.sos.wa.gov/archives/archives_holdings.aspx?r=6
http://www.sos.wa.gov/archives/archives_holdings.aspx?r=5
http://www.sos.wa.gov/archives/archives_central.aspx
http://www.sos.wa.gov/archives/archives_holdings.aspx?r=4
http://www.sos.wa.gov/archives/archives_holdings.aspx?r=3


M-F 8:30am to 4:30pm (closed for lunch/by appointment only) 

Southwest Regional Branch Archive (Olympia) 

M-F 8:30am to 4:30pm (open for lunch) 

Central Regional Branch Archive (Ellensburg) 

M-F 8:30am to 4:30pm (closed for lunch/by appointment only) 

Eastern Regional Branch Archive (Cheney) 

M-F 8:30am to 4:30pm (closed for lunch/by appointment only) 

Puget Sound Regional Branch Archive (Bellevue) 

M-F 8:30am to 4:30pm (closed for lunch/by appointment only) 

Travelling to the State Archives (Olympia) 

From I-5 North: Take Exit 105 toward State Capitol/City Center. Merge onto 14th Ave SE. At the traffic 

circle, take the 1st exit onto Jefferson St. SE. Turn left onto 11th Ave SE. Turn left onto Washington St. SE. 

The archives 

From I-5 South: Take Exit 105 toward State Capitol/City Center. Merge onto 14th Ave SE. At the traffic 

circle, take the 1st exit onto Jefferson St. SE. Turn left onto 11th Ave SE. Turn left onto Washington St. SE. 

The archives 

 

DURING YOUR VISIT 

Arrival 

Parking at the State Archives is easy! There is an option of free parking and paid parking. There are three 

free parking spots in front of the building for patrons. If those are full, there is paid parking in the lot 

across the street. Paid parking is by the hour.  

Before checking in, you will need to be buzzed into the research room. When you enter the building, 

right the bell to the left of the door, and a Research Archivist will let you in. Once you have been buzzed 

into the research room, you will need to sign-in. We require all of our visitors to sign-in at the front desk 

before being allowed to conduct research. At this time, you will also store items in a locker that are not 

allowed in the research room. Once you have checked in and stored your things in a locker a Research 

Archivist will lead you to the records you have requested and give you an overview of our rules for 

handling records. If you have any questions during your visit, please ask! We are here to help you. 

Items Allowed in the Research Room 

Computers 

Flash Drives 

Portable Scanners 



Phones (On Silent or Vibrate) 

Cameras 

Items Not Allowed in the Research Room 

Food 

Drinks 

Pens 

Briefcases 

Purses 

Backpacks 

Paper 

Notebooks 

Jackets with oversized pockets 

 

Conducting Research 

One box, one folder at a time! In order to protect our records, we ask that you have only one box on the 

table at a time, and only one folder or item out of the box at a time. For more information about our 

rules and regulations regarding access to and use of public records stored at the Washington State 

Archives, please see WAC 434-690-110 on the Washington State Legislatures website 

(http://apps.leg.wa.gov/wac/default.aspx?cite=434-690-110 ).  

Making Copies 

If you would like to make a copy of any of the records we have here at the State Archives, there are copy 

machines in the research room for you to use. Please ask for assistance before making copies of 

oversized, fragile or damaged records.  

Fees:  

Photocopies or photocopier scans:  

$0.25 per page copied 

Paper prints from scans:  

Up to 11” x 17” - $1.00 each 

Glossy prints - $1.50 each 

Oversized prints - $5.00 per square foot 

Storage Media: 

http://apps.leg.wa.gov/wac/default.aspx?cite=434-690-110


Cassette Tape: $5.00 

CD - $5.00 

DVD - $15.00 

Portable hard-drive - $120.00 

All of the copy machines in our research room can scan to a portable flash drive for free! So bring one 

with you when you come. For certifications of public records in our collection we charge $5.00 per 

document.  

Checking Out 

When you are ready to leave, let a Research Archivist know and they can escort you to the front desk for 

signing out and collecting your things.  

 


