
Maine State Archives
Records Center

June 2026



Introduction to the Records Center

Transferring records

Requesting records

Disposition notices

Contact information

Helpful links



INTRODUCTION



Our 
Purpose

• Protection

• Security

• Access

• Retention & destruction

• Cost-effective, worry-free services



Monday 7AM – 4PM

Tuesday 7AM – 4PM

Wednesday 7AM – 4PM

Thursday 7AM – 4PM

Friday 7AM – 4PM

by appointment*

We are open for business…



TRANSFERRING 
RECORDS
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Transfer process

Prepare

• Order and/or prepare boxes
• Add records
• Organize files and add to packing lists
• Label boxes and print packing lists

Document

• Fill in transmittals
• Add authorization
• Submit transmittal(s) via email

Transfer

• Schedule a pick-up or delivery
• Assign a contact for pick-up or delivery day
• Update record information system



Prepare boxes

Purchase from WB 
Mason website
Item PAIG801



Packing boxes

Active & 
Open Closed same year

Don’ts Do’s

Different 
closed years



Packing boxes (continued)



1. Box Number: See transmittal instructions for
box numbering information.

2. File Number: Case number, docket number, LD
number, or any other internal number used to
identify the file.

3. Name of the file, when relevant, otherwise use
the subject (such as the person, company, or topic) to
which the file refers.

4. Date the file was first opened/created.

5. Date at which the file became inactive (this is
important for determining retention).

6. Folder Number: This column only needs to be
filled in for archival records. The number of the
folder in the box (the first number for each box
should always be 1).

7. When the box is full and contents have been
entered, add your page number(s) to the top.

1

2 3
4

5 6

7



Packing lists



Packing lists (continued)



Label boxes

351

3/2020

11/2021

Ash-Elm



Transmittals



Filling out 
transmittals

351 Ash Elm         3/20 11/21
352 Fir Juniper 2/19 12/21
353 Laurel Maple 2/20 11/21
354 Olive Pine 1/19 10/21
355 Rowan Spruce  2/18 12/21

X

X X

X X

• Contact information

• Schedule, series, media, and series title

• Box numbers

• File name range

• First & last dates



Filling out 
transmittals 
(continued)

X

X

XX

X

16
17
18



Filling out 
transmittals 
(continued)

351 Ash Elm 3/20   11/21

352 Fir Juniper 9/19    12/21

353 Laurel Maple 2/21    11/21

354 Olive Pine 1/20    10/21

355 Rowan Spruce 2/20    12/21 



Add Authorization

Your assigned Records Officer and Records Officer 
Assistants are the only authorized signatories



Submit Transmittals

Email prepared transmittals to:

RecordsManagement.Archives@Maine.gov



• We will contact you to schedule the transfer
• Pick-up service in surrounding areas, 

coordinated through Supervisor
• Protect and secure your cargo

Schedule a date



Day-of transfer

• Records Center staff will compare
boxes with transmittal paperwork

• No paperwork needed
• Records Center staff will load boxes



Updated transmittals will be sent back to R.O./R.O.A

Please retain the:
• locations of your boxes
• transmittal numbers and
• final disposition dates

This is important for future reference requests.

Updates & follow-up



REFERENCE REQUESTS



Reference requests

25

REQUESTING RECORDS

• Where to find online form

• How to fill out requests

• Single file vs. multiples

• Requesting digital files

RECEIVING RECORDS RETURNING RECORDS

• Tips for packing &
envelopes

• Mailing information &
address

• To whom we can
send/release records

• Opening/sharing
digital files
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Reference requests
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30



31



32
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Returning records
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• Use sturdy envelopes
• Secure with strong, adhesive tape
• Tyvek envelopes work well
• Fold envelope tightly to reduce

space inside envelope
• Inter-office mail is fine
• Check internal policies
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DISPOSITION NOTIFICATIONS



Disposition 
notifications

44



Disposition 
forms
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CONTACT INFORMATION



RecordsCenter.Archives@Maine.gov

State Records Center
10 Water Street

Hallowell, Maine, 04347

SHS #284

(Same physical & mailing address)



Records Center staff

BRIAN LIBBY
Supervisor, Management 

Analyst I

Brian.Libby@Maine.gov

207-287-5792

EDWARD DEMOCRACY
Inventory and Property 

Associate II

Edward.Democracy@Maine.gov

207-287-3628

BRIAN PUSHARD
Inventory and Property 

Associate II

Brian.Pushard@Maine.gov

207-287-3627



Records Center location



Records Center location (continued)



Maine.Archives@Maine.gov
(207)287-5790

Other MSA Staff contacts

RecordsManagement.Archives@Maine.gov
(207)287-5798  or  (207)287-5794

mailto:Maine.Archives@Maine.gov
mailto:RecordsManagement.Archives@Maine.gov


Helpful links

52

Maine State Archives Home Page
https://www.maine.gov/sos/arc/

State Agency Records Officers and Records Officer Assistants, by agency
https://www.maine.gov/sos/arc/records/state/recordsofficers.html

State Agency Training and Resources
https://www.maine.gov/sos/arc/records/state/statetraining.html

https://www.maine.gov/sos/arc/
https://www.maine.gov/sos/arc/records/state/recordsofficers.html
https://www.maine.gov/sos/arc/records/state/statetraining.html
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For more information, 
please visit
https://www.maine.gov/sos/archives/records-
management/state-records-center-and-archives

Susan Verrier
Highlight

https://www.maine.gov/sos/archives/records-management/state-records-center-and-archives


Questions & Answers

M
ai

ne
 S

ta
te

 A
rc

hi
ve

s R
ec

or
ds

 C
en

te
r

54


	Maine State Archives�Records Center�
	Slide Number 2
	INTRODUCTION
	Our Purpose
	 We are open for business…
	TRANSFERRING RECORDS
	Transfer process
	Slide Number 8
	Slide Number 9
	Slide Number 10
	Slide Number 11
	Slide Number 12
	Slide Number 13
	Slide Number 14
	Slide Number 15
	Filling out transmittals
	Filling out transmittals (continued)
	Filling out transmittals (continued)
	Add Authorization
	Submit Transmittals
	Slide Number 21
	Slide Number 22
	Updates & follow-up
	REFERENCE REQUESTS
	Reference requests
	Reference requests
	Slide Number 27
	Slide Number 28
	Slide Number 29
	Slide Number 30
	Slide Number 31
	Slide Number 32
	Slide Number 33
	Slide Number 34
	Slide Number 35
	Slide Number 36
	Slide Number 37
	Slide Number 38
	Slide Number 39
	Slide Number 40
	Slide Number 41
	Returning records
	Slide Number 43
	Disposition notifications
	Disposition forms
	CONTACT INFORMATION
	Slide Number 47
	Records Center staff
	Records Center location
	Records Center location (continued)
	Other MSA Staff contacts
	Helpful links
	Helpful links (continued)
	Questions & Answers



