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Chapter 1:
STATE AGENCY RECORDS PROGRAMS

SUMMARY: This chapter prescribes policies, standards, and procedures for the economical and efficient management of State records.

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.
"Archives" means noncurrent government records that have been determined by the State Archivist to have sufficient value to warrant their continued preservation and that are in the physical and legal custody of the Maine State Archives.


C.
"Inspection" means the review of agency records, records management practices, and records management programs for the purpose of evaluating records management effectiveness and recommending means for the Improvement of records management.


D.
"Records" means all documentary material, regardless of media or characteristics, made or received and maintained by an agency in accordance with law or rule or in the transaction of its official business. This term shall not include extra copies of printed or processed material of which official or record copies have been retained, stocks of publications and processed documents intended for distribution or use, or records relating to personal matters that may have been kept in an office for convenience.


E.
"Records creation" means any process that produces any recorded information necessary to conduct the business of a State agency.


F.
"Records disposition" means the (1) removal by an agency, (in accordance with approved records schedules) of records no longer necessary for the conduct of business by such agency, through removal methods which may include disposal of temporary records by destruction; transfer of records to an agency storage area or records center; and the transfer to the archives of records determined to have sufficient value to warrant continued preservation. (2) Transfer of records from one State agency to another State agency other than the Maine State Archives.


G.
"Records maintenance and use" means any activity involved with respect to the (1) planning and establishment of methods for the location of records of a State agency; (2) development and implementation of systems and procedures to facilitate the safeguarding, retrieval, and use of recorded information kept at file locations; and (3) the control of selection and use of equipment and supplies associated with records.


H.
"Records management" means the planning, controlling, directing, organizing, training, promoting, and other managerial activities undertaken with respect to records creation, records maintenance and use, and records disposition, including the management of correspondence, forms, directives, reports, machine readable records, microforms, information retrieval, files, mail, vital records, records equipment and supplies, word processing and source data automation techniques, records preservation, records disposal, and records centers or other storage facilities.


I.
"Records management practices" means any system, procedure, or technique followed with respect to effective records creation, records maintenance and use, and records disposition.

4.
AUTHORITY OF STATE CONTROLLER


The provisions of these rules do not limit the authority of the State Controller with respect to prescribing accounting systems, forms and procedures authorized under 5 M.R.S.A., c. 143.

5.
RESPONSIBILITY OF AGENCY HEAD


The head of each executive agency shall establish and maintain an efficient and continuous records management program which shall focus upon the complete cycle of records creation, records maintenance and use,, and records disposition. The program established by the head of each agency shall provide for:


A.
Effective internal controls over records creation, records maintenance and use and records disposition, with respect to the conduct of current business.



1.
Adequate controls over the creation of agency records shall be instituted to insure that important policies and decisions are sufficiently recorded; that routine operational paperwork is kept to a minimum; and that the accumulation of unnecessary files is prevented. Effective techniques to be applied in this area include the application of systems for the control of correspondence, forms, directives and issuances, and reports; the minimizing of duplicate files, and the disposal without filing of transitory material that has no value for record purposes.



2.
To insure that records are maintained economically and efficiently and in such a manner that their maximum usefulness is attained, provision shall be made for the continued analysis and improvement of such matters as mail handling and routing, record classification and indexing systems, the use of filing equipment and supplies, and the reproduction and transportation of records.



3.
Provision shall be made to insure that records of continuing value are preserved, but that records no longer of current use to an agency are promptly disposed of or retired. Effective techniques for accomplishing these ends are the development of records disposition schedules; the transfer of records to records centers and to the archives, the microfilming of appropriate records; and the disposal of valueless records.


B.
Cooperation with the Maine State Archives in applying standards, procedures, and techniques designed to improve records management; promote the maintenance and security of records deemed appropriate for preservation; and facilitate the segregation and disposal of all records of temporary value.


C.
Review and evaluation of agency records management program policies, operations and procedures.


D.
Compliance with the Archives and Records Management Law and with the standards, procedures and rules issued thereunder.

6.
RECORDS OFFICER


The head of each agency shall appoint a Records Officer at the managerial level who shall be responsible under his direct supervision for the economical and efficient management of the records of the agency in compliance with the standards, procedures and rules issued by the State Archivist. The person chosen as Records Officer shall have a thorough knowledge of the organization and specialized functions of the agency and of the general records requirements of the State.


The head of each agency shall appoint an Assistant Records Officer for each organizational unit of the agency who shall be immediately responsible for the exercise of such records management functions as are authorized to be performed within the unit for which he is assigned responsibility and which shall operate within the framework of the overall agency program. The names of the Records Officer and Assistant Records Officers shall be reported to the Maine State Archives immediately following their appointment. All official correspondence between the agency and the Maine State Archives concerning the disposal of agency records shall be signed by the head of the agency or by the Records Officer.

7.
ANNUAL SUMMARY OF RECORDS HOLDINGS


Each agency head shall submit to the Maine State Archives within 30 days after the close of each fiscal year a summary of its records holdings on appropriate Maine State Archives forms. Instructions for the preparation of the report are set forth on the forms. The summary may be consolidated for the entire agency, or, if more practical, individual reports may be submitted for each organizational unit of the agency.

8.
AGENCY PROGRAM EVALUATION


Agency programs will be inspected periodically by the Maine State Archives to:


A.
Determine agency compliance with the Archives and Records Management Law.


B.
Determine agency observance of Maine State Archives rules.


C.
Evaluate and report on the effectiveness of agency records programs.

9.
AGENCY PROGRAM RESPONSIBILITIES


A.
Program requirements



The head of each agency shall comply with the detailed program requirements set forth in this section.


B.
Correspondence management



1.
The objectives of correspondence management are to limit correspondence to essential requirements, to improve the quality of necessary correspondence, and to provide for its creation in an economical and efficient manner



2.
Correspondence is a generic term including letters, form letters, telegrams, memorandums, endorsements, summary sheets, post cards, memo routing slips, and other written communications.



3.
Program requirements (Reserved)



4.
Program implementation (Reserved)


C.
Reports management



1.
The primary objectives of reports management are to provide agency officials with needed information at times and places, and in the format most useful to them, and to furnish this information as economically and efficiently as possible.




a.
A report is data or information, generally summarized, transmitted for use in determining policy; planning, controlling, and evaluating operations and performance; and preparing other reports. The data or information may be in narrative, statistical, graphic, or other form.




b.
Most reports of an agency can be classified as belonging to one of several well defined groups. Each group of related reports is generally the product of an information system serving a specific administrative or operational area, such as personnel, budget or purchasing. Consequently, the analysis of reports on a system basis provides the best means of establishing reports relationships and evaluating information need and adequacy.




c.
Certain categories of reports normally are exempted from review and clearance in an agency reports management program. These usually include: inspection and audit reports; restricted documents; and information presentations such as research findings, technical summaries, special studies, and surveys. Reports to be exempted should be determined by an analysis of agency information requirements.




d.
Reports to and from other agencies, as well as those for internal management, are included in agency review and clearance procedures.



2.
Program requirements (Reserved)



3.
Program implementation (Reserved)


D.
Forms Management



1.
The objectives of forms management are to increase the usefulness of forms through proper design and accurate using procedures; to reduce costs incident to filling in, using, and filing forms; and to achieve savings in designing, printing, storing, and distributing forms.




a.
A form is any document, including letters, post cards, and memorandums, printed or otherwise reproduced with space for filling in information, descriptive material, or addresses. Certain printed items without fill-in space, such as contract provisions, instruction sheets, notices, tags, labels, and posters, may be considered as forms when it is advantageous to identify and control them as forms for purposes of reference, printing, stocking, distribution, and use with other forms.



2.
The head of each State agency shall establish an appropriate program for the management of agency forms. The program shall:




a.
Establish and implement standards and procedures for the submission, review, approval, and identification of agency forms;




b.
Implement the forms analysis and design standards established by the Maine State Archives;




c.
Establish and implement standards for the reproduction, stocking, and distribution of approved




d.
Provide essential management information concerning the number, types and the reproduction and stocking costs of forms in use;




e.
Provide for the periodic review of all approved forms for need and design, and for possible economies. in reproduction, stocking, and distribution.



3.
Standards, guides, procedures, and instructions developed for the forms management program shall be in published form, designed for easy reference and review. They shall be made readily available to those who initiate, design, and approve forms.



4.
The following actions will assist in implementing a forms management program:




a.
Establish and maintain an inventory of all agency forms.




b.
Analyze all forms in accordance with standards established by the Maine State Archives.




c.
Review all forms for adequacy of design.




d.
Assign a form number and edition date to each approved form.




e.
Review all requests for new forms and reprints of approved forms to determine that the forms are produced and made available quickly and cheaply. Specifically determine that (1) The most effective and economical methods of printing and distributing the form are employed, commensurate with required quality and intended use of the form; (2) Proper and adequate inventory level standards have been established; (3) The quantity of the form requested is compatible with procedural and inventory requirements; (4) An acceptable distribution plan exists for making the form available when and where needed.




f.
Require that each form be supported by a directive setting forth instructions for preparing, submitting, and using.




g.
Require that each request for a new form justify the form's essentiality.




h.
Insure that requests for new forms do not substantially duplicate existing forms.




i.
Combine forms that require substantially the same information.




j.
Eliminate or update obsolete forms.


E.
Directives management



1.
The objectives of directives management are to facilitate agency administration and operations by providing the right employee with the right instructions; by producing instructions that are complete, easily understood, readily accessible, and revisable; and by developing and distributing instructions promptly and economically.




a.
A directive is a written communication which initiates or governs action, conduct, or procedure. Directives are usually printed as circulars, notices, regulations, orders, and handbooks, and include material for insertion in policy, administrative, and operations manuals.




b.
Certain materials normally are exempted from agency directives management programs. These include public information materials such as professional publications, news releases and announcements of programs, catalogs, and price lists.




c.
Both internal and external directives are included in a directives management program.



2.
Program requirements (Reserved)



3.
Program implementation (Reserved)


F.
Mail management



1.
The objective of mail management is to provide rapid handling and accurate delivery of mail throughout the agency at minimum cost. To do this, processing steps are kept to a necessary minimum; sound principles of work flow are applied; modern equipment, supplies, and devices are used; and, in general, operations are kept as simple as possible to increase efficiency.




a.
Mail consists of letters, telecommunications memorandums, post cards, documents, packages, publications, and other communications received.



2.
Program requirements (Reserved)



3.
Program implementation (Reserved)


G.
Files management



1.
The objectives of files management are to organize agency files so that needed records can be found rapidly, complete records are insured, the selection and retention of records of permanent value are facilitated, and the disposition of noncurrent records is accomplished promptly. All services shall be performed with maximum economy in personnel, equipment, and supplies.




a.
A file is basically a paper or folder of papers, but the term is used to denote papers, photographs, photographic copies, maps, or other recorded information regardless of physical form or characteristics, accumulated or maintained in filing equipment, boxes, or on shelves, and occupying office or storage space. Stocks of publications and blank forms are excluded.



2.
The head of each State agency shall establish an appropriate program for the management of agency files. The program shall:




a.
Establish and implement standards and procedures for classifying, indexing, and filing records; providing reference services to filed records; and locating active files to facilitate agency use of records.




b.
Implement the files classification, operations, and placement standards established by the Maine State Archives. The program shall be reviewed periodically to determine the adequacy of the system and its effectiveness in meeting requests.



3.
Standards, guides, and instructions developed for the files management program shall be in published form, designed for easy reference and revision. They shall be made readily available to all employees concerned with files operations. In addition, pertinent information for users of files and reference services shall be given the widest possible dissemination.



4.
The following actions will assist in implementing a files management program:




a.
Standardize classification and filing schemes to: (1) Achieve maximum uniformity and ease in maintaining and using agency records; (2) Facilitate disposal of records in accordance with applicable records disposal schedules; (3) Facilitate possible later consolidation of identical types of files maintained at different locations.




b.
Formally authorize official file locations. Prohibit the maintenance of files at other than authorized locations.




c.
Standardize reference service procedures to facilitate the finding, chargeout, and refiling of agency records.




d.
File accumulations of papers received at file locations on a daily basis.




e.
Standardize, to the maximum extent possible, the equipment and supplies used in filing and reference service operations.




f.
Audit periodically a representative sample of the files for duplication or misfiles.


H.
Managing records equipment and supplies



1.
The objectives of a records equipment and supplies management program are to insure that equipment and supplies necessary and suitable to agency records operations are available and are put to proper use. Modern equipment and supplies are manufactured in a wide variety of types which, in most instances, are designed for special uses. Competent advice should be available to assure that the correct item is obtained for a given purpose.




a.
Equipment and supplies include file cabinets, shelf files, visible files, mechanized files, file guides, folders, jackets, wallets, micrographic readers and similar items used in the creation and maintenance of records and in mail handling. A program for managing equipment and supplies may also cover desk-top office machines, dictating and recording equipment, and data recording equipment.



2.
The head of each State agency shall establish an appropriate program for the management of agency records equipment and supplies, The program shall:




a.
Establish and implement standards and procedures for standardization of records equipment and supplies used by the agency; submission, review, and approval of requests for the purchases of records equipment and supplies; and proper utilization of presently owned records equipment.




b.
Review, on a continuing basis, the utilization of records equipment to insure adequate and proper application.




c.
Provide for a continuing review of new developments in the field of records equipment and supplies and their possible application to agency records system.



3.
Standards, guides, and instructions for managing records equipment and supplies shall be in published form, designed for easy reference and revision. They shall be readily available to agency personnel using records equipment and supplies.



4.
The following actions will assist in implementing a records equipment and supplies management program:




a.
Minimize equipment and supplies needs by providing for prompt disposition of records. Reduce or eliminate the need for additional equipment by freeing equipment on hand for reuse.




b.
Prohibit the purchase of nonstandard items unless justification for exception is submitted and approved.




c.
Review requests for purchase of equipment and supplies to determine essentiality and usability.




d.
Review use of currently owned and rented equipment to determine that it is essential, suitable, properly utilized and maintained.




e.
Analyze record keeping procedures and techniques to determine if requirements for equipment and supplies are realistic and if requirements can be reduced or eliminated through improved or changed procedures or techniques.

10.
EVALUATION OF RECORDS EQUIPMENT, SUPPLIES AND SERVICES


The Maine State Archives shall recommend improvements in current records management practices, including the use of space, equipment and supplies employed in creating, maintaining, storing and servicing records, as requested by State agencies. The evaluation shall be requested by the agency on forms provided by the Maine State Archives.

11.
AGENCY RECORDS STORAGE


A.
Agency records storage areas



State agencies may maintain storage areas for the temporary storage of agency records pending their transfer to a Records Center or other disposition authorized by law. No agency records storage area shall be established or relocated by an agency without the prior approval of the Maine State Archives.



1.
Requests for authority to establish or relocate agency records storage areas shall be submitted in writing to the Maine State Archives. Each request shall specify:




a.
Proposed location of the agency records storage area.




b.
Space to be occupied in gross square feet.




c.
Nature and quantity of records to be stored.




d.
Justification of the proposed agency records storage area,



2.
Requests for the establishment or relocation of agency records storage areas will be approved by the Maine State Archives where greater economy or efficiency can be achieved through its operation than by use of Records Centers operated by the Maine State Archives.



3.
The storage of records in agency records storage areas shall conform to standards prescribed by the Maine State Archives.



4.
No records center shall be established by a State agency for the storage, security, servicing or other processing of agency records without the approval of the Maine State Archives.

12.
DISPOSITION OF STATE RECORDS


A.
Records scheduling programs



A records scheduling program is essential to promote a prompt and orderly reduction in the quantity of records in each State agency.



1.
Four basic elements are present in a records scheduling program:




a.
The taking of a complete inventory of the records in the custody of the agency.




b.
The formulation of a retention plan to govern disposition of each type or series of records and its statement in the form of a records disposition schedule.




c.
The application of the records disposition schedule to effect the elimination or removal of records.




d.
The identification and selection of permanent records in accordance with this records retention plan.



2.
The following steps shall be taken in the development of records disposition schedules:




a.
Each State agency shall formulate a records disposition schedule for all records in its custody.




b.
Schedules shall clearly identify and describe the series of records covered, and shall contain instructions that, when approved, can be readily applied. Schedules must, be readily adaptable to use along organizational lines, so that each office will have standing instructions for the disposition of records in its custody.




c.
All schedules shall take into account the actual filing arrangements in existence, so that disposition of records can be physically accomplished in the largest blocks possible.




d.
Nonrecord materials, such as extra copies of documents preserved for convenience of reference and stocks of processed documents, that need not be made a matter of record, shall not be incorporated in the official files of the agency. To the maximum extent possible, material not required for record purposes shall be disposed of; it should not be sent to file. In cases where transitory files of such materials are established and maintained in filing equipment, such files shall be controlled by means of instructions in the records disposition schedule.




e.
Schedules shall be reviewed at least once annually to effect changes necessary to maintain their current status.



3.
Records disposition schedules shall provide for:




a.
The disposal after minimum retention periods of those records not having sufficient value to justify their further retention. Procedures for obtaining disposal authorization are prescribed in Maine State Archives Operations Manual: Disposition of State Records.




b.
The removal to a Records Center of those records which need not be maintained in office space and equipment. Such records will be maintained by the Records Center pending their transfer to the Archives facility or disposal.




c.
The retention as current records in office space and equipment of the minimum volume of records consistent with efficient operation.




d.
The identification of permanent records in accordance with the record retention plan.



4.
The head of each State agency shall take necessary action to implement records disposition schedules to provide for the maximum economy of space, equipment, and personnel. A copy of each directive or other issuance (including the text of schedules as issued) affecting the agency's records disposition program shall be transmitted to the Maine State Archives for approval.



5.
Applicable Federal disposition schedules shall govern the disposition of records created or maintained by State agencies pursuant to Federal law or regulation. The head of each State agency shall advise the Maine State Archives of pertinent Federal disposition schedules governing the disposition of such records.


B.
Approved general records schedules



General records schedules shall be issued by the State Archivist and Archives Advisory Board to govern the disposition of certain types of records common to all agencies.


C.
Agency disposal authority



1.
Requests for authorization to dispose of records shall be initiated by State agencies by submitting records disposal lists or schedules to the Maine State Archives.



2.
After review by the Maine State Archives staff, the request is submitted to the State Archivist and Archives Advisory Board as required by law. If the request is approved by the State Archivist and Archives Advisory Board, the State Archivist shall notify the agency thereof. This notice constitutes the disposal authorization.



3.
The head of a State agency may retain records authorized for disposal after the specified retention period in cases of emergency. When records are so retained, the agency head should notify the State Archivist and such records shall be disposed of as soon as is practicable.



4.
In cases of emergency or when it is in the interest of efficiency of government operations, disposal authorization contained in disposition schedules approved by the Maine State Archives will be withdrawn. Such withdrawal may apply to particular items on schedules submitted by agencies, or may apply to all existing authorizations for the disposal of a specified type of record obtained by any or all agencies of the government. Agencies will be notified of such action by the State Archivist.



5.
Disposal authorizations contained in disposition schedules approved by the Maine State Archives are automatically superseded by approval of a later schedule applicable to the same records.


D.
Emergency authorization for the disposal of records



1.
Under certain conditions, records may be disposed of without regard to the provisions of subsection F, paragraph 2.



2.
Whenever the head of an agency has determined that records have been contaminated by inflammable or poisonous substances which render them hazardous to health or property, he shall notify the Maine State Archives specifying the nature of the records, their location and quantity, and the nature of the contamination. If the Maine State Archives concurs in the determination, the removal of the contaminated records by the destruction of the records or by other appropriate means will be authorized.


E.
Methods of destruction



State agencies shall comply with the following rules governing the methods to be used in disposing of records. Only the methods set forth in this subsection shall be used.



1.
Paper records to be destroyed shall normally be sold as wastepaper. The contract for sale shall prohibit their resale or use as records or documents. All sales shall be in accordance with the established procedures for the sale of surplus property. Records protected by law or rule from disclosure shall be shredded by the State before being sold as wastepaper or destroyed as provided in paragraph 2 of this subsection. Records other than paper records (film, plastic recordings, etc.) may be salvaged or sold in the same manner and under the same conditions as paper records.



2.
If the records cannot advantageously be sold or otherwise salvaged, the records may be destroyed by shredding, burning, burial or other effective means.


F.
Unlawful removal or destruction of records



1.
The head of each agency shall establish safeguards against the unlawful removal or loss of records, including making it known to officials and employees of the agency that records in the custody of the agency are not to be alienated or destroyed except in accordance with law; and the penalties provided by law for the unlawful removal or destruction of records.



2.
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).


G.
Interagency records transfers



No records shall be transferred from one executive agency to the custody of another without the prior written approval of the Maine State Archives except as provided in paragraph 4 of this subsection.



1.
The head of an executive agency may request the transfer of records to or from his agency. Approval shall be requested by letter addressed to the Maine State Archives, in which are included:




a.
A concise description of the records to be transferred, including the volume in cubic feet.




b.
A statement of the restrictions imposed on the use of records.




c.
A statement of the number of reference requests per month made on the records, with information as to the agencies and persons using the records and the purpose of such use.




d.
A statement of the number of persons, if any, assigned to the administration of the records.




e.
A statement of the current and proposed physical and organizational locations of the records.




f.
information as to why the proposed transfer is in the best interests of the Government.



2.
Copies of the concurrence or nonconcurrence in the transfer by the heads of any agencies concerned shall be attached to the agency request.



3.
Records of executive agencies whose functions are terminated or are in process of liquidation shall be transferred to the Maine State Archives in accordance with law.



4.
Prior written approval of the Maine State Archives is not required:




a.
When records are transferred to the Records Centers or the Archives.




b.
When records are loaned for official use.




c.
When the transfer of records or functions or both is required by statute, or Legislative or Judicial order, or by specific determinations made thereunder.


H.
Transfer of records to state records centers



1.
The following procedures govern the transfer of records to Records Centers. Such procedures are detailed in the Maine State Archives Operations Manual: State Records Centers.




a.
Records Centers will accept for transfer any records offered by State agencies, subject to the following conditions: (1) The records are not authorized for immediate disposal and transportation costs are not in excess of the resulting savings; (2) Facilities for storing and providing reference service on the records are available; and a request for a records disposition schedule is submitted prior to the proposed transfer.




b.
Priority will be given to the removal of records from office space, from space convertible to office use, from leased space, and from filing equipment which can be reused.




c.
Transfers may be initiated by either oral or written request to the Maine State Archives. Requests shall specify the nature and quantity of the records proposed for transfer.




d.
Transfers to Records Centers shall be accompanied by appropriate records transmittal forms. Records shall normally be transferred in standard corrugated boxes used by the Records Centers.




e.
Records Centers will furnish agencies with a receipt acknowledging the transfer of records by returning to the transferring agency a signed copy of the form required by subparagraph d of this subsection. The returned copy will serve as a future aid in requesting reference services.



2.
Equipment received with the transfer of records to a Records Center will normally be disposed of in accordance with applicable surplus property rules. An agency desiring return of the equipment should make such request prior to transfer of the records to the Records Center.



3.
Restrictions lawfully imposed on the use of records will be observed and enforced by all Records Centers.



4.
Records of State agencies stored by Records Centers will be disposed of in accordance with the agency disposition schedule.


I.
Transfer of records to archives



1.
Records will normally be transferred to the Maine State Archives from the Records Center. When such transfers are made, the agencies concerned will be furnished an inventory of the records transferred.



2.
The classes of records listed below may be offered for direct transfer to the Maine State Archives. Such transfers shall be initiated by agencies by oral or written request to the Maine State Archives specifying the nature and quantity of the records proposed for transfer.




a.
Records of the Office of the Governor and of Boards, Commissions, and Committees.




b.
Records of the Legislature.




c.
Records of the Supreme, Superior and District Courts.




d.
Audiovisual records (motion pictures, still photographs, sound recordings, etc.).




e.
Cartographic records (maps, charts, etc.).




f.
Series of records of unquestionable value that are not susceptible to screening or other processing (such as microfilming) to reduce their bulk.




g.
Records that have been in existence 25 or more years and that are considered to have permanent value.


3.
Use of records transferred to Archives



Restrictions lawfully imposed on the use of transferred records will be observed and enforced by the Maine State Archives. The rules, insofar as they concern the use of records in the search room of the Maine State Archives, apply to official use of the records by State agencies as well as to the public. Archives may not be borrowed for use outside the Maine State Archives facility, except in accordance with Maine State Archives rules.

13.
VIOLATION OF RULES


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

EFFECTIVE DATE:
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