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 1. A task force be convened by the FOAA Ombudsman and the Director of Maine 

State Archives Records Management and include, at a minimum, representatives of the Attorney 

General’s Office, the Office of Information Technology, the Bureau of Human Resources  and 

the Department of Audit.  The purpose of the task force will be to develop and/or make specific 

recommendations concerning the following:     

  

a. improved guidance for agencies on record retention, including specifically the 

issue of draft documents and the appropriate criteria for determining the extent to 

which drafts should be retained;  

   

b. model policies on record retention;  

 

c. training requirements, including additional requirements for supervisors, and a 

system of accountability to assure that all state employees receive appropriate 

training on record retention policies, schedules and procedures.   

 

The task force described above will report back to the GOC by _________________, 

2015, on the results of its work and include recommendations for any additional steps, including 

those that may require legislative action. 

 

 2. All executive branch agencies shall review and update their record retention 

policies, procedures and schedules consistent with the improved guidance and model policies; 

train incoming and existing employees and supervisors on those updated record retention policies 

and procedures (in addition to, or in conjunction with FOAA training); and require staff to 

review and acknowledge receipt of the State of Maine Policy on Preservation of State 

Government Records on an annual basis. 

 

3. Consistent with collective bargaining agreements, civil service law and rule and 

other applicable law, compliance with record retention policies, procedures and schedules should 

be included as part of each employee’s performance expectations.  Employees who fail to fulfil 

their obligations under applicable record retention policies, procedures and schedules  will be 

subject to disciplinary action, up to and including discharge.  

 

4. The FOAA Ombudsman’s ongoing training of state agency personnel continue to 

address the importance of record retention, as well as the obligation of each agency to update 

their record retention schedules, policies and procedures, and to assure that all agency staff 

receive training on those policies and procedures. 

 

 


