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Archives Advisory Board 
 Meeting Minutes 
May 22, 2025
1:00 pm – 2:30 pm 
Location: Zoom 

Board Members Present: Paige Lilly, Jennifer Tarr, Greg Zinser, Eric Stout, Steve Collins, Shelly Browne, Brenda Kielty, Shelly Crosby

Board Members Absent: Adelaide Solomon-Jordan, James Francis

MSA Staff Members Present: Christian Cotz, Tammy Marks, Tiffany Tattan-Awley, Susan Verrier, Heather Moran

[bookmark: _Hlk148683902]The meeting was called to order at 1:06 pm. 

 Welcome 
Christian welcomed everyone to the meeting and recited the land acknowledgment, which the Maine State Archives offers at each Archives Advisory Board meeting.  Christian noted a quorum. 


Call to order
Christian conducted roll call and welcomed the members.


Approval of Meeting Minutes
Eric Stout made a motion to accept the minutes, and Steve Collins seconded it. The motion to approve the March 20, 2025, meeting minutes was unanimously approved by the board members, including those who reviewed it with edits. 

Tiffany introduced Susan Verrier to the Board. Susan is the new Record Management Analyst II. Welcome Susan

Consideration of Records Schedules
a. Department of Labor- Labor Standards
· Certificate of Calibration – Mixed
Variable time in agency, no time retained in RC, Destroy

Eric Stout made a motion to accept the new schedule as written, and Greg Zinser seconded the motion. Christian did a roll call, and the following Board members voted: Shelly Crosby, yes; Paige Lilly, yes; Brenda Kielty, yes; Greg Zinser, yes; Shirley Browne, yes; Jennifer Tarr, yes; Eric Stout, yes; Steve Collins, yes; The vote in favor of approving the new schedule as written was unanimous.

b. Professional and Financial Regulation- Insurance
· Pharmacy Benefit Managers – Digital file: 10 years in Agency, no time retained in RC, Destroy
Shelly Crosby suggested adding a third option to the confidentiality box on the form to handle mixed confidentiality situations.

Paige Lilly made a motion to accept the new schedule, and Greg Zinser seconded the motion. Christian did a roll call, and the following Board members voted: Paige Lilly, yes; Brenda Kielty, yes; Paige Lilly, yes; Greg Zinser, yes; Shelly Crosby, yes; Jennifer Tarr, yes; Eric Stout, yes; Steve Collins, yes; The vote in favor of approving the new schedule as written was unanimous.

· Bureau of Consumer Credit Protection- Digital; 5 years retained in the Agency, no time retained in RC, Destroy

Shirley made a motion to accept the new schedule, and Paige Lilly seconded the motion. Christian did a roll call, and the following Board members voted: Shelly Crosby, yes; Paige Lilly, yes; Brenda Kielty, yes; Greg Zinser, yes; Shirley Browne, yes; Eric Stout, yes; Steve Collins, yes. The vote in favor of approving the new schedule as written was unanimous.

c. Schedule 16- Tax Records

Tiffany proposed adding language from LG 12.4 to retention 16.9 A & B to clarify that tax lien records must be recorded at the Registry of Deeds and retrievable by the municipality before being destroyed. Shelly and Eric supported the changes, citing confusion and the need for better cross-referencing. The Board agreed to revise the schedule and bring it back for a vote at the next meeting. No vote was required at this time. Shelly also mentioned similar concerns regarding vital records, which she plans to raise later. 


Local Government Schedules
a. Schedule 14- Public Works
· Water, Wastewater/Sewer, and Solid Waste/Land Facilities

Shelly discussed with the Board that municipalities are struggling to find specific records, like those for water, wastewater, solid waste, and landfills, because the index labels this section simply as “Public Works.” To clarify, she proposed expanding the index title to include terms such as “Municipal Airports, Water/Wastewater, Solid Waste.” The Board supported this suggestion, and the revised indexing will be circulated for a vote at the next meeting. Shelly will also review Schedules 12 and 13 for the next meeting. 

Update on By-Laws
During the meeting, the Board reviewed proposed revisions to the by-laws, focusing on officer elections and clarifying roles. Christian and Paige presented updates reflecting prior Board feedback. The primary change involves scheduling officer elections (Chair and Vice-Chair) during the last meeting of each calendar year. Nominations would also be accepted at that meeting rather than in advance to allow for a real-time, transparent nomination process. This approach enables immediate discussion, candidate consent, and board-wide participation in the selection. The board agreed that all officers should serve one-year terms, with a maximum of three consecutive terms for the Chair. The Chair would be eligible for re-election after a one-year break. Language previously struck through in Article 3 will be selectively reinstated to reflect this term structure accurately. Eric discussed the wording used in the draft—specifically, the term “reign” will be replaced with “term” to reflect appropriate, non-hierarchical language. Regarding the Clerk position, the board confirmed that the Clerk must be a staff member of the Maine State Archives. Shelly Crosby recommended specifying that the Clerk is to be designated by the Maine State Archivist, which the Board supported to avoid ambiguity for future board members. Final edits to the by-laws will be made and circulated for review. The board agreed to include the revised by-laws as a formal action item for a vote at the next scheduled meeting in the fall.

State Archivist Report
Christian shared that he was offered the position of State Archivist and has accepted, pending confirmation by the Legislature and approval from the Governor. The term is six years, and he expects the process to be finalized before the legislative session ends. Christian also discussed that the Archives staff is halfway through moving back into the renovated Cultural Building, with full public reopening likely by spring. The library and museum will follow, and parts of the Secretary of State’s office will temporarily relocate there during building renovations. On the digital front, 75% of files have been uploaded to the Libsafe system, covering 40% of the total data volume. A new public-facing website is also in development, designed to be more accessible and engaging than current platforms.

The Board also addressed the status of the Lewiston Commission files, which are under review but are pending the arrival of digital files expected by the end of May. They discussed plans for training state agency records officers on how to upload their documents. Shelly requested a meeting in late June to discuss vital records management and the handling of permanent records in both digital and microfiche formats, particularly concerning municipalities that may be destroying records that should be preserved.


Potential agenda items for future meetings
· The By-laws 
· Schedules 12, 13, and 14
· Edits on schedule 16
· Shelly is requesting a future meeting to address specific concerns regarding the handling of vital records.

Adjournment
The meeting adjourned at 2:13 pm.

The next meeting is scheduled for September 18th 1:00 p.m. 
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