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Records Officer FAQ's
Records Center and Archives

Who can use the Records Center (Records Management Services)?
Maine State Agencies, Courts, Legislature - The State Records Center stores records for Maine State agencies once they have met their in agency retention.  The records must be listed on an approved records retention schedule.

What is the difference between the State Records Center and the State Archives? 
They are at separate locations and have two entirely separate purposes. The Records Center provides off-site storage to state agencies--the agencies retain legal custody until the time the records meet their retention period, at which time a notice is sent for the records to be destroyed. When records have met agency retention requirements and are designated "Archival," agencies transfer legal custody of the record to the State Archives for historical preservation and public research.  Confidential records should not be deemed as "Archival" for the purposes of this agency.  If an agency needs to retain confidential records permanently, they should be kept within the agency or the confidential information should be redacted.  According to State Statute, all records transferred to the Maine State Archives are available for public examination after 50 years.

Who has access to our agency records?
All records created or maintained by state agencies are the property of the State of Maine and the public that paid for their creation. However, the agency that creates or maintains the records is the legal custodian of the records. Records transferred to the Records Center remain in the legal custody of the agency of origin. This means that the Records Center only takes physical custody of the records.  The Records Center is responsible for protecting the records from unauthorized access, damage, and deterioration. Both legal control and control of access to the records is retained by the agency until the records are either transferred to the Archives or destroyed. The Records Center will not release records to another agency or to the public.  (Only agency card holders have access.)

Records Management Process
How do I become an Agency Records Officer?
Review this within your agency.  Your Commissioner or head of each department should appoint Records Officers.  Complete the form for State Agency Records Officer Designation.  Have it signed by the appropriate authority and send it to the Records Management Analyst. 

How do I get records out of my office? 
Select the records to be stored.  The records must have an approved records retention schedule or General Schedule and have reached their in agency retention, but not their disposition date. Place the records in order in Records Center boxes and complete appropriate transmittal form. Include a packing list and mark the boxes appropriately (box number, first and last file date). Contact the Records Center.

How do I find out what our agency schedules are?
You can find the Schedules listed on the State Archives website or can request a copy by contacting the Records Management Analyst. 

How do I update my Schedules?
Complete the Application for Records Retention Schedule and mark it as an amendment and justify the changes.

Where do I get boxes for storage at the Records Center?
Records Center Boxes can be ordered from WB Mason (Paige Company #801 Archive Boxes - PAIG801).

How quickly can I get a file?
An agency card holder can request retrieval of their agencies records from the Records Center on any Maine State working day from 8:00am to 4:00pm. Telephone, e-mail or written requests will be mailed to the requesting agency or may be picked up (normally within 24 hours - IF we have received correct and complete referencing information). 

Records and Schedules

How do I know when to send records to the Records Center?
Know your agency schedules.

Example Agency Schedule:   5 years in agency;  5 years in Records Center; Total Retention Period - 10 years;  Disposition = Destroy

Example #1:  Your records close in the year 2008.  You would then keep the records in your agency until the year 2013.  They could then be sent to the Records Center where they would be kept until the year 2018.  We will send you a disposition notice to sign (notice to destroy the Records because they have met their 10 year retention)

Example #2:  You find records in your office from the year 2000 (closed files).  You would NOT send these to the Records Center because they have already met their 10 year retention period (2000 + 10 years = 2010 - that year has been surpassed).  These records may be destroyed.
Is our office notified before records are destroyed?
Yes! Notices of disposition to destroy records are sent to the Agency Records Officer to obtain a signature from the originating department authorizing their destruction. This is required before the Records Center disposes of any records. This process can be delayed if justification is given for documenting legal, audit or program need.
Is there any recording of deleted documents that needs to be made when our office completes a deletion of records?
First of all, any and all records must be on an approved Records Schedule and the records must meet their retentions in order for the agency to destroy them.  If the records have met their retention and can be destroyed, it would be advisable to document this procedure.  You are not required to send anything to Archives.  From a digital perspective there is nothing that is recorded when documents are deleted. Again, this would be up to the agency to decide; it may prove to be valuable later on.
