MAINE STATE ARCHIVES

Maine State Archives is a staff agency
which plans and administers a government-
wide program to promote record management
and disposal practices. It provides assist-

ance to state agencies, selects, manages,
preserves, and services valuable records.

This unit had operating expenditures
of $265,000 in fiscal 1972 and has 17 em-
ployees in fiscal 1973. Currently, it is
comprised of the Bureaus of Archives Ser-
vices, Administrative Services, and Records
Management Services.

Archives Services manages the Processing
Projects, Reference .Services, and Research
and Publication Divisions, as well as field
services. Administrative Services is re-
sponsible for Staff Services, Repair and
Reproduction, and the Training Information
Education Divisions. Records Management
Services is accountable for retention and
disposal, audits and surveys, technical
assistance, and preservation of essential
records.

Maine State Archives occupies approx-
imately 24,800 square feet of space, two-
thirds underground, in the Cultural Build-

ing. Of this, 15,300 square feet is used
for storage and the remainder for adminis-
tration, laboratory, and public area. In
addition, the agency recently acquired
6,000 square feet to house records until
they can be destroyed or moved.

Only documents of historical or con-
tinuing legal significance are placed in
permanent storage. There they are treated,
preserved, restored, or duplicated in the
laboratory.

Since early 1972, when its storage
facilities were activated, over 50,000 cubic
feet of records from state agencies have
been taken in, boxed, labeled, and stored.
Over 60,000 cubic feet of noncurrent ma-
terial remains in generating departments.

This agency is organizationally mis-
placed. It has a good internal organiza-

tion and professional staff. However,

the clerical and manual staff is inadequate.
Space is available, but some renovation is
required in the records center.

Maine State Archives has been unable,
due to lack of personnel, to eliminate a
considerable backlog of noncurrent records
lodged in government agencies. Much
sophisticated equipment exists, but is
underused due to lack of demand and com-
petent operators.
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Recommendations.

21. Review the law regarding the de-

struction of records.

Present statutes prohibit destruction of
any record without written approval of the
head of the generating department, the
State Archivist, and the Archives Advisory
Board. Others prescribe specific retention
schedules for certain types of documents.
These laws are unnecessarily restrictive
and their existence has impeded development
of realistic retention schedules.

The general law regarding destruction of
records should be amended to enable the
adoption of realistic retention schedules.
In particular, the laws prescribing specif-
ic retention schedules for certain docu-
ments should be reviewed. (Legislative)

22. Establish an internal records man-
agement service.

Few government agencies have efficient
records management systems. They need ex-
pert help in installing them. A records
management service should be established
within state government. It would work with
agencies in establishing retention schedules
and developing procedures so they can dis-
pose of unneeded records and manage those
which are retained. (Executive)

23. Abandon the program of providing a
hal fway house for records on the way
to destruction or the Archives.

Establishment of a records management service
has been suggested elsewhere. Upon its im-
plementation, the maintenance of a central
records management program becomes unneces-
sary. This program should be abandoned and
the records center closed. The staff of the
bureau of Records Management Services would
then be available to devote fulltime to
designing records management systems.
(Executive)

24, Institute a program with temporary or
contractual help to dispose of records
in the records center.

The Archives has a large backiog of records
which have not been processed and earmarked
for eventual destruction or permanent reten-
tion. A crash program to process and dis»
pose of these records should be instituted.
Temporary or contractual help should be
employed to implement the program. The
one-time cost is estimated at approximately
$150,000. (Executive)

25. Accept only material which must be
retained.




Much material finds its way to the Archives

which will eventually be destroyed. With

the installation of efficient records man-

agement systems, such data will be retained

in the generating agency until they can

be destroyed. Archives should accept only

those records which must be retained per-

manently. This would significantly reduce

space requirements and obviate the need

for acquiring additional space.

(Executive)

26. Transfer responsibilities and per-

sonnel of the Bureau of Archives
Services to the Maine State Lib-

rary Bureau.
The function of this bureau is similar

in nature—to—that—of the library. Its
responsibilities should be transferred to
the Maine State Library Bureau to pro-
vide administrative economies.
(Legislative)

27. Establish a schedule of labora-
tory fees based on cost of ser-
vice.

This laboratory charges government agen-
cies and others for performing work only
on the basis of materials used. Charges
should be revised and based on the fuli
cost, including labor, materials, and
overhead. (Executive)

28. Transfer microfilming eguipment
and operating personnel to the
proposed Bureau of Central Man-
agement Services.

In the proposed reorganization of the
Executive Branch, the Bureau of Central
Management Services is given responsi-
bility for providing centralized micro-
filming services. Therefore, the micro-
filming equipment of Maine State Archives
should be transferred along with operating
personnel to that bureau. (Executive)

29. Abolish the Bureau of Admini-
strative Services.

With transfer of the records manage-
ment services and the Archives ser-
vices functions to other government
agencies, this bureau is no longer
necessary. It should be abolished.
Five positions can, thereby, be elim-
inated at annual savings of about
$39,400. (Executive)

30. Abolish the Maine State Archives
as an organizational entity.

A11 functions of Archives have been trans-

ferred—to—other government—agencies and

its continued existence is no longer neces-
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sary. Therefore, it should be abolished.
Implementation would eliminate the position
of State Archivist and provide annual sav-
ings of $19,200. (Legislative)

A Manual of Forms containing samples of a
multitude of forms used in virtually all
arcnival procedures at various college and
university archives throughout the U.S. and
Canada has just been published by the
Society of American Archivists. It is avail-
able to SAA members for $5.00 and non-mem-
bers for $8.00. Write: Howard Applegate,
Executive Director, The Balch Institute

123 South Broad Street, Philadelphia,
Pennsylvania, 19109.

An Archives Procedural Manual prepared by
the Archives of the Washington University
School of Medicine Library will be avail-
able in early 1974. You may request a copy
or additional information by writing:
Archives Section, Washington University,
School of Medicine Library, 4580 Scott Av.,
St. Louis, Missouri 63110.

The College and University Archives Commit-
tee recently published a select bibliogra-
phy of literature relating to all facets of
college and university archival procedure.
This excellent feference tool is available
FREE. Write: William Bigglestone, Archiv-
ist, Oberlin College, Oberlin, Ohio, 44074.

The Colombian Assoc. of Archivists was
founded on May 5th by 30 representatives of
public and private enterprises. Luis
Guillermo Alvarez B. of Enka de Colgmbia,
S.A. was elected president. Airmail corres-
pondence should be sent to Box 61-60 Medel-
1in, Colambia, S.A.

Anyone concerned with microfilm preservation
should write The General Services Administra-
tion, Washington, D.C. 20405 for a copy of
"Federal Property Management Regqulations,
Amendment B-21," which deals with blemishes
on processed negative microfilm. The memo

is dated February 3, 1972.
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