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Archives Advisory Board
Meeting Minutes October 9, 2025
1:00 pm – 2:30 pm Location: Zoom
Board Members Present: Paige Lilly, Jennifer Tarr, Greg Zinser, Eric Stout, Steve Collins, Shirley Browne, Brenda Kielty, Shelly Crosby, Adelaide Solomon-Jordan

Board Members Absent: James Francis
MSA Staff Members Present: Christian Cotz, Tiffany Tattan-Awley, Susan Verrier, Heather Moran

The meeting was called to order at 1:07 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 committees
State Archivist Report
Christian informed the Board that the Cultural Building renovation is progressing well. The atrium is nearly finished, and once completed, visitors will again enter through the front doors. All Archives staff, including the Records Management team, are now working in the building. Christian also mentioned that the Archives is still several months ahead of the Maine State Museum and the Maine State Library in their respective timelines for returning. He announced that James Francis has stepped down from the Board due to other commitments. James Francis's position will be filled by an appointment from the Secretary of State.   Members of the Board were encouraged to send any suggestions for candidates to Christian via email. Christian also updated the Board that Tiffany and Susan are preparing additional materials for the next meeting in November and emphasized the goal of working efficiently through the current agenda.
Approve the minutes of the previous meeting
Paige Lilly made a motion to approve the minutes of the May 22, 2025, meeting.
Greg Zinser and Steve Collins seconded the motion, the minutes were unanimously approved.

Record Schedules
· New Schedule – Program Evaluation & Government Accountability 
· Government Oversight Committee Agendas/Minutes, Mixed, 4 years in agency, 0 years in Records Center, then archival

· New Schedule – PFR – Consumer Credit Protection
· Examination Reports, Digital File, 10 years in agency, 0 years in Records Center, then destroy
· Examination Work Papers, Digital File, Variable See Description, 0 years in Records Center, then destroy
· Surety Bonds, Paper, 1 year in agency, 6 years in Records Center, then destroy; Digital File, years in agency, 0 years in Records Center, then destroy
· New Schedule – DHHS – Office of Behavioral Health – State Forensic Service, 
o Defendant and Case Records, Murder, Class M Charges, Title 15, Mixed, 3 years in agency, 22 years in Records Center, then destroy
· New Schedule – DAFS – General Services, 
· Solid Waste Disposal Facilities, Mixed Media, archival
· Landfill Site Documents, Mixed Media, archival
· New Schedule – DOL - Paid Family & Medical Leave Program, 
· Benefits Authority Meeting Records, Digital, 10 years in agency, archival

Tiffany presented several new and revised records schedules for the Board’s review. The Board agreed that all schedules would be discussed together, with a single vote at the end unless further action was needed on a specific item. The Board held a detailed discussion on the proposed schedule for the Department of Professional and Financial Regulation, Bureau of Consumer Credit Protection, especially regarding examination reports, work papers, and the related surety bond series. The Board noted the large volume of materials and the absence of date ranges in the agency’s submission. Paige Lilly raised concerns about potential historical value, while Shelly Crosby emphasized that knowing the record age is more meaningful than volume data. Eric Stout suggested requiring agencies to fill in fields indicating the oldest record and annual accumulation to support retention decisions. Tiffany explained that many records remain open because their associated bonds have not been closed and agreed to gather additional information from the agency. The Board decided to hold the surety bond series for revision and revisit it at a future meeting. The schedule for the Department of Health and Human Services, State Forensic Service, also prompted discussion. The Board questioned whether the proposed 25-year retention period aligns with the judiciary’s retention requirements. Tiffany clarified that these are psychological evaluations provided to the courts, not the actual case files. Paige Lilly, Shelly Crosby, and Eric Stout recommended revising the schedule to clarify that distinction. The Board agreed to hold this schedule until updated language is received.

Other schedules reviewed, covering the Government Oversight Committee, General Services (Environmental Health and Safety Compliance), Paid Family and Medical Leave Program, Maine Indian Tribal-State Commission (MITSC), and the Bureau of Motor Vehicles, were accepted without objection. Christian Cotz and Tiffany explained the MITSC records arrangement, noting that the materials will stay at the Fogler Library in Orono under an MOU with the Secretary of State. Eric Stout suggested adding a digital preservation copy to the Archives’ system for public access.

Greg moved to approve all presented schedules except for the two held for revision (Schedule 515, State Forensic Service; and the surety bond series under Consumer Credit Protection). The motion was seconded by Paige Lilly and unanimously approved.

· Schedule 16 – Tax Records (16.9a and 16.9b) 
· Add language from LG12.4 providing clarification to retention

Greg moved to approve the addition schedule. Shelly Crosby seconded the motion. The motion was unanimously approved.
· Schedule 14- Public Works
· Water Waste/Sewer, and Solid Waste/Land facilities

· Schedule 12 – Building and Land 
· Schedule 13 – Parks and Recreation
· Schedule 08 – Vital Records

Shelly Crosby discussed with the Board the need to review Local Government Schedules 12, 13, and 14 after municipalities reported confusion about how to classify and protect certain records, particularly cemetery files. She explained that many cemetery records include sensitive personal information, such as burial
permits, cremation reports, and Social Security numbers, which overlap with protected vital records but are currently considered public. Shelly emphasized that this inconsistency poses privacy risks and requires
coordinated action among municipal offices, the Office of Vital Records, and other stakeholders to clarify which records should remain confidential. She proposed forming a working group to draft clearer guidance and update the affected schedules to align record handling and public access standards.
Update By-Laws
Christian reviewed proposed amendments to the Archives Advisory Board bylaws. The revisions included updating Article II, Section 2 to increase the number of voting members to ten, reflecting Steve Collins’s active participation; amending Article II, Section 3 (H) to specify that one member shall represent journalism and press interests, recommended by statewide professional news organizations; and updating Article III, Section 1 to state that the clerk must be selected by the Maine State Archivist. An additional clarification was made in Article III, Section 2 regarding term limits and annual officer elections. Greg moved to approve the proposed amendments. Eric Stout seconded the motion. The motion passed unanimously. Christian announced that the Board will elect new officers at the next meeting in November, with Shelly Crosby serving as Acting Chair until then. Board members were asked to submit nominations for officers and suggestions to fill the vacant seat previously held by James Francis.

Adjournment
The meeting adjourned at 2:18 p.m. The next meeting is scheduled for November 20, 2025, at 1:00pm
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