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Records Management Definitions
Accession: To transfer physical and legal custody of documentary materials to an archival institution.

Active Records:  Records that are referred to more than once a month per file drawer.  They are normally maintained within the agency of record. 

Administrative Value:  That usefulness of a record which is determined by the minimum length of time required to have the record or record series available in the agency office for the conduct of day-to-day operations; generally, administrative value is inherent through program or project completion or the completion of a business transaction.

Agency of Record:  The office responsible for maintenance and disposal of the records it creates and receives in performing its official functions.

Archives:  When used as a noun and capitalized, it is the facility designated as the repository for the preservation of permanent records of the State of Maine.  When used as a verb, to denote the disposition of a record, it means "save for permanent retention by the Maine State Archives."
Archiving: The off line storage of digital records, including e-mail messages, before disposition action is taken.

Assistant Records Officers: Individuals, appointed and supervised by a records officer, who are responsible for records management within subdivisions of Maine state departments or agencies, such as bureaus or divisions.

Attachments:  All files that can be joined to an e-mail message, and transmitted with it from sender to recipient.  Types may include, but are not limited to:  Word processing documents; spreadsheets; databases and "snapshots" from databases; images.

Born Digital: A record that is created in a digital format, and printed (if at all) only to create convenience copies.

Confidential Records:  Those records which are not generally available for examination by the public as stipulated by state or federal legislation or regulations.

Convenience Copies: Additional copies, created for informational purposes only, that may be destroyed when they are no longer useful. Convenience copies should never be kept longer than the record copy, as this can create confusion and resulting legal issues.

Cubic Foot:  A standard measure of volume for records, 12 inches high, 12 inches thick.  The volume of records that will fill a standard records storage box.

Delete: The process of permanently removing, erasing, or obliterating recorded information from a medium, especially a reusable magnetic disk or tape.

Destruction: In records management, the primary type of disposal action. Methods of destroying records include selling or salvaging the record medium and burning, pulping, shredding, macerating, or discarding it with other waste.

Digital Records:  Records created using computer hardware and software, that can only be retrieved and read by using a hardware/software combination.

Disposition:  Those actions taken regarding state records after they are no longer required to conduct current agency business. These actions include transfer to the State Records Center for temporary storage, transfer to the State Archives for permanent preservation, and destruction.

Document: Information set down in any physical form or characteristic. A document may or may not meet the definition of a record.

Drafts:  Support documents, working files for reports, special studies, memorandums, and correspondence that may support major program policy development.   These support documents may be needed to fully understand the alternatives and options considered for high-level program initiatives, and the basis for deciding on a course of action. Some drafts contain unique information in substantive annotations or comments added during circulation for comment or approval. Agencies should maintain such drafts, with the file copy of the final document..

Email:  Formally, it is a document created or received on an electronic mail system including brief notes, more formal or substantive narrative documents, and any attachments, such as word processing and other electronic documents, which may be transmitted with the message.  Attachments are considered to be part of the message.

Electronic Records:  Records that cannot be read without the use of electronic equipment.  Electronic records include both digital (computer) records, and analog records such as nondigital audio and video recordings.

Evidential Value:  The usefulness of records which document the history of an agency's organization and function.  It may also describe data necessary for legal purposes.

File Arrangement:  The manner in which a record series is organized in a file, e.g. alphabetically, numerically, chronologically.

Fiscal Value:  That value of a record which is determined by state and/or federal audit requirements or by the informational value relating to financial transactions and obligations of the agency.

Forms Management:  The function that establishes standards for the creation, design, analysis, and revision of all forms within an organization and assures that they are designed, produced, and distributed economically and efficiently 

Freedom of Access Act: The Freedom of Access Act is the State of Maine statute defining the rights of the public to have access to, and copies of, non-confidential public records held by the State of Maine, its counties, municipalities, and other public entities. See 1 M.R.S.A., Chapter 13.

Frequency of Referral: The number of times a record series is referenced during normal business activities. Daily? Weekly? Once a month? Once a year, or rarely if at all?

General Retention Schedules:  Disposition schedules which apply to all offices within a particular branch of state government.  They are prepared for records which are common to most agencies.

Historical Value:  The long-term value of a record to scholars or to posterity, as determined by the Archives Advisory Board and the State Archivist. 

Inactive Records:  Records which are no longer referred to in the conduct of current business.  They are normally transferred to the Archives if permanently valuable, or destroyed if no longer of value to the State of Maine.

Informational Value:  The value of a record that provides unique and permanent information for purposes of research; relates to archival record analysis.

Lawful Custodian of Records:  The head of a state department, office commission, board, or other unit of state government, or his/her authorized deputy, or the custodian to whom the records  were transferred pursuant to law.

Legal Discovery (or Discovery): Legal discovery is a formal investigation, governed by court rules, that is conducted before trial. Discovery allows one party to question other parties, and sometimes witnesses. It also allows one party to force the others to produce requested documents or other physical evidence. 

Legal Value:  That value of a record which is determined by statutory provisions of Maine State Statutes, Federal Code of Regulations, and any other applicable provisions or the value inherent in records that provide legal proof of a business transaction.

Metadata:  Data about data.  Specifically, for the purposes of State of Maine electronic records management, data concerning an electronic record's creation (creator and date of creation), transmission, editing, viewing, and any other details captured by the particular system being used to create, transmit, and store that record.

Microfilm:  A high resolution film containing an image greatly reduced in size from the original; the recording of microphotographs on film.

Non-Record:  Material that does not meet the definition of a record and thus is not subject to a retention period. Convenience copies such as a reading file, unofficial copies kept for reference, stocks of publications, blank forms, and non-government related publications. Also, personal records such as e-mail messages unrelated to State of Maine business.
Permanent Record:  Records considered to be so valuable or unique in documenting the history of an agency that they are designated for preservation in the Maine State Archives.

Pre-Archival Records:  Records scheduled for preservation in the Maine State Archives, but currently stored in Records Center status.

Public Records:  “The FOAA defines "public record" as "any written, printed or graphic matter or any mechanical or electronic data compilation from which information can be obtained, directly or after translation into a form susceptible of visual or aural comprehension, that is in the possession or custody of an agency or public official of this State or any of its political subdivisions, or is in the possession or custody of an association, the membership of which is composed exclusively of one or more of any of these entities, and has been received or prepared for use in connection with the transaction of public or governmental business or contains information relating to the transaction of public or governmental business". A number of exceptions are specified. 1 M.R.S. § 402(3)
Purging:  Removal of individual papers, folders, or groups of folders from a larger group of records, usually to permit disposal of parts of the group and retention of the selected portions.  Eliminating material before it is stored.

Record Copy: The copy of a record that must be retained for the term indicated by its related records disposition schedule.

Records:  All books, papers, photographs, maps, or other documentary materials, regardless of physical form or characteristics, made or received in connection with the transaction of public business, which are maintained because they serve as evidence of the functions, policies, decisions, procedures, operations and other activities of state organizations or because of informational value contained therein.

Records Inventory: An identification and description of all of the records possessed by an organization.

Records Management: That function of administrative management and business operations concerned with the creation, protection, retention, retrieval, and preservation of records and recorded information required for the continuance of operations.

Records Officer: An employee appointed by the director or administrator of a state agency to represent the agency in records management matters and to function as a liaison between the agency and the Division of Records Management Services of the Maine State Archives.

Records Retention Schedule: A timetable that identifies the length of time that a record must be retained in active and Records Center status before final disposition, either through destruction of transfer to Archives.

Records Retrieval: The process of locating and delivering records for agency use.

Records Series:  A group of identical or related records that are normally used and filed as a unit.

Scheduled Records: Records whose final disposition has been approved by the Maine State Archives and, for records whose disposition is "destroy," by the Archives Advisory Board.

Security Microfilming:  The process of filming documents while continuing to retain the original documents.  The film serves as a back up to the original.  This procedure is usually applied to records judged to be vital to an agency's operation.

Semicurrent Records:  Records that, on average per cubic foot, are referred to only once or twice a month.  These records should be sent to the State Records Center.

Shredding:  The destruction of documents and microfilm by mechanical shredding, pulping, or beating to render them illegible and beyond reconstruction.

Social Media: World Wide Web applications such as Twitter, FaceBook, YouTube, and others designed for social networking purposes, which government agencies may use a means of communicating with citizens.

State Records Center:  The facility designed for the organized storage of inactive (semicurrent) records retained for administrative or legal purposes.

State Records Management Standards:  Requirements included in the Archives and Records Management Law (Title 5, Chapter 6, §95); in rules adopted by the Maine State Archives under the Administrative Procedures Act; and in retention schedules approved by the State Archivist.
Transfer:  The movement of records from one location or custodian to another, usually moving records from the active files to inactive files or from agency office space to a records center or an archival establishment.  Physical transfer does not relieve the owning organization of legal and management responsibilities for non-permanent records. Accessioning permanent records to the Maine State Archives, however, transfers both legal ownership and responsibility for the records to the Maine State Archives.

Unscheduled Records:  Records or record series for which no decision on disposition has been made and which must be preserved until legal authority on disposition has been approved.

Vital Records:  Records which are absolutely essential to continue and/or reconstruct the operations of a state agency or office subsequent to an emergency arising from enemy action or a natural or man-made disaster such as flood, fire, tornado, riot, explosion, etc.; those records which are necessary to recreate the agency's legal and financial position and to preserve the rights of the agency, its employees, and the general public.
Working Papers:  Documents such as rough notes, calculations, or drafts assembled or created and used in the preparation or analysis of other documents.  Working papers and drafts can be records.

