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MAINE STATE ARCHIVES

Chapter 2:
STATE RECORDS CENTER FACILITIES AND SERVICES

SUMMARY: This chapter prescribes policies and procedures to govern the custody, use and withdrawal of agency records transferred to State Records Center facilities. The rules also prescribe policies and procedures to govern the use of certain facilities of the Maine State Archives.

1.
APPLICABILITY


These rules apply to the agencies in the Executive Branch of State Government.

2.
RESPONSIBILITY FOR ENFORCEMENT


The head of each agency shall be responsible for the application and enforcement of these rules.

3.
DEFINITIONS


The following definitions are established for terms used in these rules:


A.
"Agency" means any department, except for organizational units thereof which are administered under statutory authority exclusively within the unit, independent offices, boards or commissions, or aforesaid units, in the Executive Branch of State Government, except the Office of the Governor.


B.
"Agency records" means semicurrent records of government agencies to which they retain legal title, but that have been transferred to the physical custody of the Maine State Archives to effect economies and efficiency in their storage and use pending their ultimate disposition as authorized by law.


C.
"Records center" means facilities maintained by the State Archivist for the storage, security, servicing and other processing of agency records that must be preserved for varying periods of time and need not be retained in office equipment and space.


D.
"Stack areas" means those areas where agency records are physically stored in the Library-Museum-Archives Building and the Records Center Annex on the grounds of the Augusta Mental Health Institute.

4.
AVAILABILITY OF AGENCY RECORDS FOR USE


A.
Agency records



Agency records in the Records Center may be consulted by persons properly authorized to use the records, subject to any applicable restrictions. Facilities for the use of agency records shall be provided at each Records Center maintained by the State Archivist. Agency records shall be brought to the user insofar as practicable. Users shall not be permitted to enter the stack areas except in the company of a member of the Records Center staff.


B.
Hours of use



Except for holidays and at such other times as may be specified by the State Archivist, agency records will be made available for use at the Records Center Monday through Friday from 8:00 A.M. to 4:30 P.M.


C.
Authorization procedure



Each State agency shall furnish the Maine State Archives with a list of agency personnel authorized to receive information or documents from agency records transferred to the Records Center. If an employee's authorization is restricted to certain records series, this condition must be indicated on the list. The agency shall be responsible for keeping the Maine State Archives informed, in writing, of changes to the list.


D.
Records Center authorization card



Access to and use of agency records by agency personnel shall be restricted to those persons who have been issued an "Authorization for Records Center Use" card. A card will be issued to each agency employee authorized by an agency head to be given access to agency records maintained by the Maine State Archives. The card will be valid for the use of agency records for a period not to exceed one year, but may be renewed upon application. Cards are not transferable. The Records Officer shall be responsible for returning authorization cards to the Maine State Archives upon the termination of employment or transfer of the agency employee.


E.
Access to Records Center



Agency personnel requiring access to the Records Center for reference purposes must produce an "Authorization for Records Center Use" card.



1.
Each agency representative must register as a condition of access to the Records Center, furnishing all information specified on the registration form. The Records Center staff may challenge the identity of any person requesting access to agency records. Proof of identity will be sought through the agency Records Officer concerned.


F.
Surveillance of Records Center



The Supervisor of the Records Center shall be responsible for administering effective surveillance against unauthorized persons in the Records Center facilities.

5.
RESTRICTIONS ON ACCESS AND USE


A.
Restrictions



Agencies other than the creating or transferring agency, or its successor, shall be subject to such restrictions as may have been imposed by statute or by the particular agency whose records are in the Records Center. Statutory restrictions on the use of records which are applicable to the agency from which the records were transferred shall be applicable to the Maine State Archives. Restrictions imposed by agency determination may be removed by agreement between the Maine State Archives and the agency concerned.


B.
Use of agency records



Restrictions lawfully imposed on the use of agency records will be observed and enforced by the Maine State Archives. Access to and use of agency records will be permitted only to persons who have received the written approval of the agency whose records are involved, and is governed by any access and use procedures prescribed by that agency. Agencies shall be responsible for informing the Maine State Archives of any legal restrictions in effect on the records transferred. The Records Center staff shall be responsible for maintaining complete information on restrictions imposed on the use of agency records. Maine State Archives personnel shall advise persons who wish to inspect agency records in the Records Center that such records can only be released by the transferring agency; and that access to or the production of particular agency records should be addressed to the agency, not to the Maine State Archives.


C.
Records Center responsibility



The Supervisor of the Records Center shall be responsible for determining whether persons initiating requests for information or documents are entitled to the information or access to the records involved. Records of one agency will not be released to another agency without the authorization of the transferring agency. No reference request will be honored if it conflicts with the restrictions established by the transferring agency or by statute. Access to and use of agency records may also be restricted by the Supervisor of the Records Center if such access and use would (1) hamper the administrative, professional, or technical operations of the Records Center; (2) unduly limit the furnishing of services to other users, or (3) result in possible deterioration, mutilation, loss or destruction. Application of such restrictions in individual cases are subject to approval by the State Archivist. The Records Center shall withhold records from examination, decline to divulge information obtained from them, and refuse to copy records or to permit them to be copied whenever there is reason to believe that such activities will be in violation of law.
6.
REGULATION OF RECORDS CENTER USERS


A.
Users responsibility for agency records



Users are responsible for all agency records delivered to them until the materials are returned to a Records Center attendant. Users shall return materials to an attendant as soon as use of them is completed for the day. Users shall notify an attendant before leaving the Records Center, even for a short period, and before leaving shall replace all unbound records in their proper containers.



1.
Users must keep unbound materials in the order in which they were delivered to them.



2.
Users shall exercise all possible care to prevent damage to agency records furnished them. Users shall immediately notify an attendant should damage occur to any records.


B.
Mutilation or removal of records



Whoever knowingly and willfully removes any book, record, document or instrument, belonging to, or kept in any State office, except books and documents kept and deposited in the State Library, or knowingly and willfully secretes, alters, mutilates, defaces or destroys any such book, record, document or instrument, or knowingly and willfully aids or assists in so doing, or, having any such book, record, document or instrument in his possession, or under his control, willfully neglects or refuses to return the same to said State office or to deliver the same to the person in lawful charge of the office where the same were kept or deposited, shall be punished by a fine of not more than $5,000 and by imprisonment for not less than one year nor more than 3 years. (1 M.R.S.A. § 452).


C.
Conduct



Eating and drinking in the Records Center is prohibited. Smoking is prohibited except in designated smoking areas. Loud talking and any other activities that will disturb other users are also prohibited.


D.
Use of recording and copying equipment



Users desiring to use typewriters or recording devices shall work in areas designated by the supervisor of the Records Center.

7.
INFORMATION SERVICES AND PHOTODUPLICATION


A.
Information services



Within the limits of available resources,, the Records Center will provide information services on agency records on a priority basis in response to official agency requests. Reference services may be requested in person, by telephone or by mail. The Records Center will not undertake research projects on agency records.


B.
Request for reference services



Each agency should direct all requests for reference services through a designated individual (or individuals), usually the agency's Records Officer. If any other employee of the agency has been authorized to have access to its transferred records, the Maine State Archives should be notified in writing of such authorization.



Requests for reference services should be transmitted to the Records Center on the "Request for Reference Service" form. Inquiries will be answered as quickly as possible; usually, within 24 hours after receipt.



When requesting urgent reference service by telephone, the agency must provide the same type of information as though the request were being submitted on the "Request for Reference Service" form. No restricted information shall be given over the telephone by Records Center personnel.


C.
Information from agency records



When requesting information from transferred records, an agency should clearly define what information is needed and to the extent possible, indicate where this information may be found in the records. The Records Center can only report on the facts that appear in the records and cannot interpret these facts. If an interpretation is needed, the agency requiring it should either ask to withdraw the record or should arrange to consult the record at the Records Center.


D.
Photoduplication



Photoduplication of agency records may be furnished by the Records Center, if the photoduplication is not contrary to agency or statutory restrictions. Charges to cover costs will be made for reproductions involving an excessive expenditure of Maine State Archives resources or presenting unusual technical problems. Photocopies of restricted records shall not be furnished other than to those persons who have specific authorization from the agency head.


E.
Withdrawals of agency records



Agency records in the Maine State Archives may be removed from - 5 - the Records Center facility in accordance with established procedures. No agency records shall be loaned to private persons nor to nongovernmental organizations. The means of transmitting withdrawn records is a matter of negotiation between the Records Center and the transferring agency. Each agency official who withdraws records shall sign a receipt for them at the time they are delivered.


F.
Certification of copies



The Maine State Archives does not provide certification or authentication services on agency records in the Records Center. Requests for certified or authenticated copies of agency records shall be referred to the head of the transferring agency for appropriate action.

8.
FEDERAL ACCESS TO RECORDS CENTER


A.
Federal access



Federal personnel will be provided access to the Records Center for official purposes. Access to agency records in the Records Center shall be made only with the specific prior approval of the State agency whose records are to be examined.

9.
VIOLATION OF RULES


Violation of any provision of these rules, except those violations for which specific penalties are provided, is a Class E crime.
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