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	Maine State Archives

84 SHS, Augusta, ME 04333-0084

Phone: (207) 287-5794; recordsmanagement.archives@maine.gov
APPLICATION FOR RECORDS CENTER USE CARDS

State Agency Records Officer and Assistant RO Designation




	Department:

	Bureau/Division:


	Name & Title of Person Completing Form:

	Date:



Section 1 – Records Officers and Assistants
NOTE:  ROs and Assistants are considered cardholders and will receive an access card number.  If you are completing Section 1 it is not necessary to complete Section 2 for the same person.
ACTION:  Add as RO   Remove as ROAdd as Assistant RO   Remove as Assistant RO   Update contact information

	Title:

	Name:

	Work Unit (Bureau/Division):


	Mailing Address (SHS# and physical location):



	Phone:

	Email:


	Name of Commissioner/Agency Head or Bureau Director (must have authority to sign on behalf of the agency):


	Signature:



Section 2 – Agency Cardholders (can be authorized and signed by Agency RO)
ACTION:   Update contact information      Add/Remove Card holders below
	Name of Agency Records Officer:

	Signature:


	If Head of Agency – not RO, please specify title



	Name
	Work Unit

Bureau/Division
	Mailing Address

SHS# and Physical Address
	Phone and Email
	Add or Remove
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Form Instructions
Pursuant to MRSA Title V, §95: The head of each agency will appoint a Records Officer.  The Records Officer will be responsible for the economical and efficient management of all records for that agency, including digital records, in compliance with the policies of the State Archivist.

Instructions:  State agencies must use this form to notify our office of any Records Officer, Assistant RO or Cardholder changes. Fill out completely and submit with authorized signature to recordsmanagement.archives@maine.gov.   

SECTION 1 – THIS IS FOR RECORDS OFFICERS AND ASSISTANTS
· Select the Action being performed – assigning new, removing or updating.
· Complete the appropriate information related to the employee for the action selected.
· Add Work Unit (Bureau/Division) if different from top section.

· Note: if you are removing someone, only the name and work unit information is necessary.
· Use one form per Records Officer or Assistant.
· Records Officers and Assistants must be appointed by Commissioner, Agency Head or Bureau Director and must have appropriate signature. An Agency Head or Bureau Director must have authority to sign on behalf of the agency.
· Records Officers and Assistants are issued card numbers and have access to agency files. It is not necessary to fill out section 2.

Minimum standards training for Records Officers and Assistants is located on the Maine State Archives website:  https://www.maine.gov/sos/arc/records/state/rotrainingstandard.pdf
SECTION 2 – THIS IS FOR CARDHOLDERS (employees retrieving agency records) 
· Select the Action(s) being performed.
· Complete the appropriate information related to the employee(s) for the action(s) selected.
· Add Work Unit (Bureau/Division) if different from top section.

· Note: if you are removing someone, only the name and work unit information is necessary.
· This section is authorized and signed by the agency Records Officer.
· Please do not request a card for an employee against the immediate supervisor’s wishes.  Verifying the supervisor’s approval is the requesting Records Officer’s responsibility, not that of Records Management.

Minimum standards training for Records Management for all employees is located on the Maine State Archives website: https://www.maine.gov/sos/sites/maine.gov.sos/files/inline-files/Basic%20Principles_1.pdf
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