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Records Management
Basic Principles for All State Employees
Why Does the Records Management Program Exist?

The program was established under Title 5, Chp. 6, §95 and states:
7.  The head of each state agency or local government agency shall establish and maintain an active, continuing program for the economical and efficient management of any records in compliance with the standards, procedures and regulations issued by the State Archivist. 

8. Transfer of state records. To provide for the transfer to the archives of state records, disposed of under subsection 7, paragraph C, that have archival value;

9. Destruction of state records. To authorize and receive confirmation of the destruction of the state records of any state or local agency that, in the opinion of the head of the agency, are no longer of value to the state or local government agency, and that, in the opinion of the State Archivist and the Archives Advisory Board, have no archival value to the State.

What is Records Management?

Records management is the continuous and efficient program by which we identify and classify records, establish schedules and manage records throughout their lifecycle.  In other words, what to keep, how long you keep it and whether or not it is destroyed or kept as Archival.

What are Your Responsibilities?

According to the Rules of Chapter 1 (Under APA Rule 29/255) it is the responsibility of the head of each agency to maintain an efficient and continuous records management program.  It is also the responsibility of the head of each agency to appoint a Records Officer.
The appointed Records Officer will appoint Assistants as needed.  The Records Officer will have a thorough knowledge of the agency, its records and functions.  The Records Officer will create and maintain appropriate records schedules.

All state employees are responsible for creating records needed to do the business of their agency, and documenting activities for which they are responsible. As a government employee, you are responsible for managing any and all public records (including email) for which you are the custodian.

All state employees are responsible for maintaining records so that information can be found when needed. This means setting up good directories and files, and properly filing records in a manner that allows them to be stored and efficiently retrieved when necessary. 

All employees are responsible for carrying out the disposition of records under their control in accordance with agency records schedules.   All employees should be made aware of records schedules and which records they are responsible for keeping (custodian of the record).

Why Is Records Management Important?
Agencies produce records every day.  They are the vital component to the functionality of the agency for administrative, fiscal, legal and historical purposes.  Not knowing what to keep is not the answer to Records Management and neither is keeping everything.  There are implications for both.
An effective records management program offers several benefits:
Promotes a positive reputation for State Agencies

In the height of public access, government agencies need to remain accountable for the records they create and maintain.  Public records document agency business and with proper management agencies can show they are taking the correct action for the appropriate amount of time and for the right reasons.   When an agency demonstrates proper public records organization, a management program where records are controlled, and destroyed in accordance to law, the state’s reputation is improved as is the public's confidence in state government.

Helps the Agency Fulfill its Mission
It will help identify and protect the essential records of your agency; those records needed to keep the agency functional.  Locating what you need, when you need it is a vital component to running an agency effectively.
Promotes Cost Effective Business Practice

A proper records management program will reduce the volume of records stored; improve storage and retrieval systems and help to get the right record to the right person effectively and efficiently.  Records on current schedules will be destroyed when they should be, making the best use of physical and digital space (both which state agencies can pay for).  An efficient records program will limit the risk and cost associated with FOAA requests and any possible litigation.  Any penalties for the inability to produce requests could be avoided by having an organized program where employees can locate records. 
What is a Record?
"Record" means all documentary material (books, papers, photographs, maps or other documentation, including digital records such as e-mail messages and attachments), made or received and maintained by an agency in accordance with law or rule or in the transaction of its official business; because they serve as evidence of the agency’s functions, policies, decision, procedures, operations and other activities; or because of their informational value.  Records can have varying purposes per agency.  What are vital records to one agency, another agency may not even have or produce; different laws and statutes can mandate record retention periods for the different types of agencies.  Therefore, it is very difficult to impose a “global” records program and give a tidy two column list of what to keep and what not to keep.
Examples of records:
· Board and Commission Minutes of Meetings
· Contracts
· Commissioner’s Correspondence
· Project files
· Client Case Files
· Personnel files
Non-record examples:

· Duplicate copies of documents maintained in the same file

· Informational copies on which no administrative action is recorded or taken

· Documents received that provide information but are not connected to the transaction of agency business

· Extra copies of printed or processed materials for which complete record sets exist
How Do Agencies Manage Their Records?
Records are managed by creating agency schedules.  Schedules provide the guidance necessary to prevent unneeded records from cluttering agency offices help preserve mid to long-term records until they have served their purpose.  The purpose of the Records Management Division is to apply retention periods to ALL state government records and update them as changes occur.

Four Key Items Every Employee Needs to Know

· Records must be managed throughout their life cycle, according to their retention schedules

· All agency records should be on up-to-date retention schedules

· All agencies should have an active Records Officer

· There are General Schedules and Agency Specific Schedules

· General Records Schedules (for records common to most agencies):  http://www.maine.gov/sos/arc/records/state/generalschedules.html
· State Agency Schedules (pertaining to specific agencies): http://www.maine.gov/sos/arc/records/state/agencyschedules.html
The Records Everyone Has - General Schedules

General Record Schedules are issued by the Maine State Archives to provide retention and disposition standards for records common to several or all State agencies. They are located on our website.  Before an agency schedule is created, be sure a General Schedule does not already exist.

Determining Retention Periods

In order to dispose of records at the appropriate time, it is necessary to evaluate them in relation to their period of usefulness to the department.  

Total Retention Period - Time kept in your agency PLUS Time kept in the Records Center EQUALS Total Retention Period

Some specific questions in determining how long records are retained:

·  Administrative use:  What is the value of the records in carrying out the functions of your department?  How long will you need to be able to retrieve them immediately? Day to day business operation; correspondence, memos, reports – typically need for these records is short lived

·  Legal requirements: Are there any State Statutes or Federal regulations involved? Records mandated by law or regulation; may be needed as evidence in legal cases or leases, titles, contracts, court case files

·  Fiscal requirements: How much time must you allow for the completion of fiscal activities such as audit or budget? (Typically 7 years) Document an agency’s fiscal responsibilities; invoices, receipts, purchase orders

·  Historical/Archival:  Do these records document important events, or the history and development of your department? Document history of the agency; board minutes, agency policy decisions, Commissioner’s correspondence

Disposition Archives or Destroy?

Five hundred years from now, may someone want or need to look at these records? Will they be needed that far in the future for any legal or historical reasons?
· Non-archival (non-permanent) retention is based completely on the record’s time-value to the business functions of the agency, including audit or other statutory requirements, and reasonable access by interested parties.
· Archival (Permanent) retention is based on the record’s value after it no longer serves the agency’s business. 

The Structure of the Archives

The State Records Center, located in Hallowell is for those records which have a disposition destroy. The State Archives is for permanent records with historical/archival value.  All records in Records Center status, including pre-archival records, remain under legal control of the agency that created them.  Records in the Records Center are released only to cardholders of the creating agency.  Any records sent to the Records Center must first be on an approved records retention schedule before they will be accepted for transfer.
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