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   Archives Advisory Board
 Meeting Minutes
    May 16, 2024
 1:00 pm – 2:30 pm 
   Location: Zoom


Board Members Present: Shelly Crosby, Steve Collins, Adelaide Solomon-Jordan, Eric Stout, Paige Lilly, Brenda Kielty, Greg Zinser, Shirley Browne, Jennifer Tarr

Board Members Absent: James Francis

MSA Staff Members Present: Kate McBrien (ex-officio), Tammy Marks, Felicia Kennedy, Tiffany Tattan-Awley

The meeting was called to order at 1:00 pm.


Welcome and Land Acknowledgment
Katherine McBrien welcomed everyone to the meeting and recited the land acknowledgment which is offered by the Maine State Archives at each Archives Advisory Board meeting.

Welcome
Shelly welcomed the Board with a role call and acknowledged a quorum.

  Approval of March 21 2024 Meeting Minutes
Eric Stout made a motion to approve the minutes, Paige Lilly seconded the motion.  Shelly did a roll call, and the following Board members voted: Shelly Crosby, yes; Steve Collins, yes; Adelaide Solomon-Jordan, abstained; Eric Stout, yes; Paige Lilly, yes; Brenda, Kielty, yes; Shirley Browne, yes; Jennifer Tarr, yes. The vote was 7-0 in favor of approving the minutes, with one abstain.  Greg Zinser had not joined the meeting at the time of the vote. 

Update on Reappointments
Kate wanted to verify that Board members received letters in the mail regarding their reappointment by the Secretary of State. Kate thanked the members for continuing to serve. Steve will get a letter when his appointment ends, he joined the Board later than the others.


Consideration of Records Schedules
Department of Labor:  amendments and new schedules
· Schedule 488/42#, Electronic Client Case Files – retention changing from 10 years to 6 per guidance from Federal Rehabilitation Services Administration
· Schedule 590/58#, VR Cost Reimbursement Claims to the SSA – retention changing from 1 year to 6 per guidance of Social Security Administration
· New Schedule, Closed Cases Needing Annual Review – Retain 6 years after second annual review, depending on result of review
· New Schedule, Audits – Retain 3 years after conclusion of audit
· New Schedule, Cases Undergoing Appeals – Retain 6 years after appeal resolution

[bookmark: _Hlk167959781]Paige Lilly made a motion to accept the schedules as written; Adelaide Solomon-Jordan seconded the motion. Shelly did a roll call, and the following Board members voted: Shelly Crosby, yes; Steve Collins, yes; Adelaide Solomon-Jordan, yes; Eric Stout, yes; Paige Lilly, yes; Brenda, Kielty, yes; Jennifer Tarr, yes; Shirley Browne, yes. The vote was 8-0 in favor of approving the schedules as written. Greg Zinser was absent during the vote.

SOS/Bureau of Motor Vehicles: new schedule
· Motor Vehicle Franchise Board – Case files retain 10 years then destroy, Board meeting minutes and final decision retain 5 years then archives

Paige Lilly made a motion to accept the schedule as written; Steve Collins seconded the motion. Shelly did a roll call, and the following Board members voted: Shelly Crosby, yes; Steve Collins, yes; Adelaide Solomon-Jordan, yes; Eric Stout, yes; Paige Lilly, yes; Jennifer Tarr, yes; Shirley Browne, yes. The vote was 7-0 in favor of approving the schedule as written. Greg Zinser abstained from the vote. Brenda Kielty lost connection from the meeting and did not vote.

Local Government General Schedule Revisions 
· Introduction and Appendix information
· Administration and Human Resources
· Departments (Municipal and County) all final except the Registry and District Attorney schedules (Public Safety (Fire/EMS, Law, Jails) and Schools are still being worked on)

Shelly asked that grammatical changes or non-content related edits be left to the Archives to make the changes and not take this type of amendment to the Board. Paige made a motion to accept the recommendation from Shelly.  Greg Zinser seconded that motion. Shelly did a roll call, and the following Board members voted: Shelly Crosby, yes; Steve Collins, yes; Adelaide Solomon-Jordan, yes; Eric Stout, yes; Paige Lilly, yes; Brenda, Kielty, yes; Jennifer Tarr, yes; Shirley Browne, yes; Greg Zinser, yes. The vote was 9-0 in favor of allowing grammatical or non-content related edits be left to the Archives to make and not take this type of amendment to the Board.

Paige Lilly asked that the vault information be edited related to plumbing within the space.  Shelly mentioned the vault in her office has a suppression system installed in the vault and was told by Public Safety she cannot remove this from the vault. Paige mentioned she was speaking to plumbing and sewer pipes not the suppression built within the vault. Kate made a note for the next meeting to discuss overall climate control and security in a vault and just general guidance. Felicia mentioned that some information may be in the National Fire Protection Standards that we reference in the Local Government Schedules. Eric mentioned access to the vault with security and access control.  Kate mentioned she will add this to the agenda as part of the topic for future meetings.

There was discussion that the Oaths of Office schedule should keep the retention of ten years and not follow the State’s General Schedule of three years. Felicia said Oaths can be put back under Administration and leave the retention at ten years as it was listed before the suggested change.

Eric asked about Hazardous Waste schedules and mentioned DEP schedules list permanent retention for various schedules.  Eric wondered if this category fits all and would suggest looking at the DEP schedules to see if the two might compare. Felicia mentioned she looked at the DEP schedules and looked at the statute for hazardous waste. She felt everything pointed to a permanent retention but could review them again for this specific series. 

Felicia mentioned that she was asked recently about property tax transfers.  This is another schedule that is permanent and retained at the Registers of Deeds.  She told the person for now they need to keep the material permanently until further information is obtained. Felicia reached out to the Register of Kennebec County and is waiting to hear back.  The Board also discussed the classification of property tax transfers and agreed that property tax transfers should be treated like other records, except for trailer transfers within mobile home parks. The Board also discussed the lot rent for trailers and the need for separate property tax and transfer forms. Shelly felt the property listings and the transfers should be listed separately.  

Paige Lilly made a motion to accept the schedules as written; Eric Stout seconded the motion. Shelly did a roll call, and the following Board members voted: Shelly Crosby, yes; Steve Collins, yes; Adelaide Solomon-Jordan, yes; Eric Stout, yes; Paige Lilly, yes; Brenda, Kielty, yes. The vote was 6-0 in favor of approving the schedules as written, other members were dropped off the Zoom meeting.

State Archivist Report
Tammy highlighted the recent and upcoming changes within the Archives. Archives has subscribed with Local Context which is a new initiative. Tammy provided a link in the chat providing more details on Local Context if anyone was interested in finding out more. 

There were updates about various positions being filled. Archives has hired two new Imaging Specialists, Tom Shrieve, who started two weeks ago, and John Blunda who will start on June 3rd. Al Melton joined as a Digital Archivist II a month ago, and Sarah Breaux joined as a Judicial Archivist II also a month ago. The most recent hire is Matthew Carter as an Archivist I. Upcoming hiring for Archives includes a Photographer position, and sadly, Felicia Kennedy will retire at the end of June 2024.

Report of Standing and Special Committees
There are no upcoming agenda items provided for the meetings.

Potential agenda items for future meetings
Shelly discussed the importance of updating schedules to over 100 trained clerks, focusing on correct retention and moving away from outdated versions. She suggested using associations' contact lists for distribution. Felicia agreed to a universal introductory email, emphasizing clear labeling and feedback. Schedules that have been reviewed and approved, they can be sent to the Clerks with a notation of which schedules are still pending.


Adjournment
The meeting ended with a tentative June meeting if needed. Meetings will reconvene at the end of summer, early fall. Kate will reach out to the Board members on possible meeting dates.
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