Maine State Archives – Records Management

Introduction – What are my options?

· Scanning?  You are considering scanning?  You are talking and meeting about scanning?

You are scanning some materials?  You are scanning everything?

· Packing boxes. Let’s talk about space.  Packing for Archives. Packing for non-permanent material.

· ECM?  Electronic Content Management – The future of Records Management?

Scanning - Moving Forward
· Maine State Archive is currently scanning our own collections. We have begun with court docket books to relieve the constant physical referral to the actual books which entails a trip to the lower floors and a bit of a hunt through a voluminous book that may or may not be the thing of movies. Now our archivists and search room staff do a look up and have the information at the push of a button with this targeted material.

· We have done this with the help of our IT department at BMV under the Secretary of State. We have purchased storage/servers and are using On Base as a repository to safely keep our holdings. 

· We have also taken advantage of Archives Space a portal or program that is open to the public for our shared viewable holdings such as our fire tower maps which are viewable and can be ordered for purchase by the public. We look forward to uploading a plethora of interesting and fun materials with the help of our imaging center.

· There are many ways of beginning a scanning program and many agencies are using something as simple as the copier in their offices to begin. Our own copiers do beautiful job scanning when sending documents such as materials under our care that is needed quickly and small enough so it can be shared by means of scans such as divorces for the public.

· I scan agencies all transmittals when completed.  Blank documents for office use such a reference forms and applications. We are all scanning today.  To what capacity?

Scanning continued
· Your agency should begin to measure the validity of starting a scanning program. I can share that we here at archives had to extend ourselves beyond our comfort level to make this happen but we are already beginning to enjoy the benefits of a scanning program and more importantly our customers are true beneficiaries. Picture yourself, after much effort by your agency as a whole literally pushing a button and providing your clients with the much needed file they need. 

· Most agencies will fall under OIT in north Augusta for the source of server space and guidance. They are a great resource and can get you started with fairly low costs and difficulty.  At Archives we have thousands of schedules and descriptors to identify and index when scanning. For many agencies it will be much less complicated. I would suggest that ANY non-permanent material be scanned within the next 5 or ten years. Better off  5.

Packing boxes - Some still do.

The State Records Center Document is your guide – It’s in the packet and will help you assess your holdings.
· You’ve set up your schedules through Felicia/Records Management Analyst and you want to get boxes on a shelf to be stored.

· You need to make out a transmittal and send it to Rob Caron/Record Center Supervisor electronically.

· Your boxes are now packed first by year and then by alpha or numeric.

· You are ready to set up a pickup or delivery. (Cars are for people.) Cube trucks are for delivery. We currently pick up local. 

· Packing for Archives. Box is full with no intention of adding to it. No clips, rubber bands, three ring binders, hanging file folders

·  Packing for non-permanent materials.  Same as above but leave a little room and we may add a small file. Check in first and don’t expect to get a box in a box.  A file six inches thick won’t fit in your already full or mostly full box. Archival or not you will have to...  Make a new box with a new transmittal and cross reference the original material or have us pull the original material and keep it all together for your inventory purposes.

Packing boxes continued
· Your inventory sheet goes in the box and you keep a copy to reference. If the material is archival we want the inventory sheets. If the material/boxes are non-permanent refer above. One for you one for the box. We do not keep sets because the material will eventually be disposed. Put the inventory sheet in the box. We'll find it. Please do not tape it to the lid. We are finding out that may cause security issues as we discovered that the cardboard box is always separated from the paper in recycling.

Your paperwork – Hold on to it!

· Transmittal of Records is your Holy Grail! Guard them carefully. Yes we can replace your lost transmittals both original and electronically. Everything goes into our database. Take care when filling out your transmittals. They are very important to the proper scheduling and care of your documents and their retrieval. 

· Some schedules numbers have multiple series numbers under them. Knowing the proper series insures your material will be retained the proper amount of time.

Ordering a file – These are your files

· Once your boxes are with us, transmittals received with locations and your boxes are shelved.   
· In the packet is a paper copy or on our website is the request in Microsoft Word form. Please send it electronically or scan it to my email. Fax is discouraged. It won’t get seen as quickly.
·   The information we need on your request is: Your agency, Access card number, description/Name, number, docket number? Descriptors that you used to file these in the box number and location to;  Recordscenter.archives@maine.gov this should be on your transmittal of records that we mentioned above as being important.
· You will receive your file by mail if it is not too large. We do craft wrap large files but if we are at the whole box level, we will ask you to come and get it unless you’re out of town. 
· We do not deliver files to agencies. We simply don’t have the capacity or staff and equipment to do that or… Make and arrangement.  
· Call the warehouse, the guys-Bill Towne and Christopher Fuller are more than helpful and if you visit, they will see that your needs are met. Please give the warehouse a call before arriving.  The guys will pull the material in advance and have it waiting or see to it you get it to your car if you are taking it with you.  We do pickups mentioned earlier and there are not always personnel at the warehouse.
Returning a file-We want them back

· Put your file in an envelope and mail the file to:

· Maine State Archives/SHS #84/   co/Robert Caron

· The file should have your access number/the box number/the 8 digit location number.  

· If you would like to interfile a small file go to your finding aides, transmittal/packing slips and mark the file before returning.

· Make and arrangement. Let us know and we will help you get your files back to us safe and sound if they are large or whole boxes. Again, with prior arrangements, we will come out to your car and help you if you wish.

Disposition

· Disposition is often time regarded as “to dispose” but Archival material has a disposition as well when it “becomes” archival by retention.  Much of our archival material is pre-archival when we receive it. We are allowed to mail it back and forth between agencies and it enjoys “records status”.  Then, when it’s retention here is lived out, it is not thrown away but it’s “disposition” is archival. It now belongs to the agency and is not to leave the agency ever again. Archives search room staff will now see to its preservation. 
· When it’s time to throw your material away we/I will send along a disposition notification announcing your material is due for destruction.

· You will get by email electronically, even though they are still filled out by hand. Yes by hand because there are so many variables with schedules that a pencil and eraser is still a handy combination.  Included will be cover letter stating the case. Your material is due for destruction. We are looking for a signature from a records officer and for the disposition to be returned with said signature. 

· When we get the signed disposition we will throw out your materials quite soon after that. 

· The disposition notification and destruction of material is important that it allows us to cycle material out and create more space for incoming material. Without this process we simply will become full and be of no practical use to your storage needs. 
· It is our desire to move forward into the future of records management with a combination of the above options. What Maine State Archives & Records Management needs is the cooperation of agencies future out to follow our lead and the lead of many forward thinking agencies to manage their holdings with intelligent oversight and administration of agency documents. 

In conclusion 

· One of my mantra's as of recent is simply this... Physical space is finite. We are at a crossroads of being able to meet the needs of state agencies without dramatic technology and change. We want to serve you but the day of unlimited space is quickly waning.  Maine State Archive wants to help but part of the mission in these times is too carefully measure.  What is the best method? The best practice? For the given situation? We invite all state agencies to measure for their needs as we move forward together to serve the needs of the good citizens of our Great State of Maine.

