Transmittal of Records Form Instructions

REQUIREMENTS TO GET YOUR TRANSMITTAL PROCESSED
· Records must be on an approved Records Retention Schedule before any records are sent to the State Records Center or Archives.
· Know the Schedule and Series number for the records you are transferring.  Using the correct Schedule and Series number, along with the Series Title, will ensure your retention period is accurate and defines the final disposition of your agency’s material.

· Records must be closed.  Retention begins when records close.  Be certain records have fulfilled the “in agency” retention time before sending materials.  Also be certain records have not already met their full retention times before preparing any records for transfer. 

· We do not accept mixed year dates on transmittals.  In other words, in the column for “Last Date – Most Recent” the year must be the same.
Instructions:  State agencies must use this form to request a transfer of records to the State Records Center or Maine State Archives. Fill out completely and submit along with the packing lists and an authorized signature to recordsmanagement.archives@maine.gov (retention records) or maine.archives@maine.gov (archival records).  We will contact you with any questions and to arrange a time for a transfer of records (either pick up or drop off).

Complete the following:

Contact Information

Fill in the following:  Department Name, Bureau/Division, Person to Contact and Telephone. Provide the information for the Physical Location of Records, including street, building, floor, room, as applicable, so anyone picking up boxes will be able to locate them easily. A Records Officer or Assistant Records Officer must authorize the transfer and have an Access Card Number. We also request an Email Address. We require this document to be submitted in Word format with a typed Signature. Please provide Date of submission. 

Schedule/Series Information

Schedule, Series, Media, and Title must match the information found on the Agency Record Retention Schedules (Department Series Report). All information must be included for the Transmittal to be accepted.

Box Information

Box Number – Typically, boxes should be sequentially numbered for each unique Series. If this is a new submission begin with Box 1. If this is a subsequent transmittal start with the next box number from the previous transmittal you submitted. (There are cases in which agencies code by geographic location.)
First Item/Folder – List the first file name in the box (could be a person’s name, file code, or subject heading)

Last Item/Folder – List the last file name in the box

First Date – Must include the entire date of the oldest file in the box (refer to packing list)
Last Date – Must include the entire date of the most recent file in the box 
We do not accept mixed last date/closed years on a transmittal
Records Management will assign a Transmittal Number, Location Numbers and will configure Final Disposition Date based on the retention schedule and the information provided.

Transmittal of Records Continuation Sheet

Please do not use more than the 15 rows allotted on the Transmittal Form. If more rows are required under an individual series (boxes transferred at one time), we require you to use the Transmittal of Records Continuation Sheet.

A final signed copy will be provided to the Records Officer or Assistant RO. The Agency must keep these on file until the boxes no longer exist. Remember to provide packing lists in all boxes transferred.
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