Maine State Archives - Records Management Procedure

Records M anagement Procedure

Agency Head/Dir ector
Establish and maintai n an efficient and continuous
records management program

Appoint agency Records Officers

!

RecordsOfficers
Createagency inventory (collaboratewith entire agency)

Create and keep current agency Records Schedules

Create and update annually an officefile plan (the office roadmap to records)

l

All Employees
If the above proceduresarefollowed, employeeswill know:

What recordsthey areresponsiblefor, how long records areto beretained,
inwhat format and where/how therecordsareto befiled/stored.

Therewill benno confusion astowhat isor isnot arecord or what should or should not be kept.
[twill dl bemapped outinaninindividud officefileplan.

If thereisanything which doesnot fit within thefileplan,
an employee can then ask the agency Records Officer for assistance.

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