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Records Management – Why
APA Rule 29/255, Chapter 1:  State Agency Records Programs - Responsibility of the Director/Agency Head - The head of each executive agency shall establish and maintain an efficient and continuous records management program which shall focus upon the complete cycle of records creation, records maintenance and use, and records disposition.

Records Management – Benefits
Since records contain information, a valuable resource, it is essential to take a systematic approach to the management of records. Records management: 
· Contributes to the smooth operation of your agency's programs by making the information needed for decision making and operations readily available 
· Facilitates effective performance and delivery of services throughout an agency 
· Protects the rights of the agency, its employees, and its customers 
· Protects records from inappropriate and unauthorized access 
· Meets statutory and regulatory requirements including archival, audit, and oversight activities 
· Provides protection and support in litigation 
· Allows quicker retrieval of documents and information from files 
· Improves office efficiency and productivity 
· Provides better documentation including documenting historical records of the agency
· Frees up office space for other purposes by removing inactive or obsolete records


Records Management – How
First and foremost - The head of each agency shall appoint a Records Officer at the managerial level who shall be responsible under his/her direct supervision for the economical and efficient management of the records of the agency in compliance with the standards, procedures and rules issued by the State Archivist.
Agency Records Officers should have a thorough knowledge of their specific agency, its records and functions and take proper RM training.  Records Officer Assistants will be appointed to “assist” the Records Officer within their agency.
A complete records inventory should be conducted of all records held and created by the agency (in all media formats).
From the inventory, Records Schedules are created and/or updated.
Office File Plans are created so employees know where records are kept and what the schedule for their specific office records are.
Records Management 101 – What Every State Employee Should Know
	State Agencies are creating public records	
	Records must be managed by General or Agency Schedules throughout their life cycle
	Email records must be managed
	Who the agency Records Officer is and where to go for records questions	
	If there is an agency file plan, what that file plan is 
	A basic knowledge of the General Schedules and Agency Specific Schedules
	What records they are creating and responsible for retaining by following appropriate up-to-date schedules


For detailed information see the Maine State Records Management page:  http://www.maine.gov/sos/arc/records/state


For help regarding Records Management procedures, please contact the Maine State Archives, Records Management Division at 287- 5798
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