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DISPOSITION SCHEDULE M:

JAIL RECORDS

Please see Disposition Schedule A for payrolls, invoices, and other records
common to more than one office of local government.

The "retention” column indicates either 1) a limited period after which the
records may be destroyed, or 2) the word "Permanent,” indicating the
records may not be destroyed and must be retained permanently.

Unless otherwise noted, please refer to the following citations for
confidentiality restrictions:

(1) Federal Privacy Act of 1974 (Section 7 of Pub. L. 93-579 in Historical
Note), 5 U. 8. C., § 552a;

(2) Social Security Act, 42 U. S. C. §§ 408(a)(8) and 405(c)(2)(C)(viii)(1);
(3) Family Educational Rights and Privacy Act, 20 U. S. C. § 1232g;

(4) Standards for Privacy of Individually Identifiable Health Information
(HIPAA), 45 CFR Section 160 through 164.

For citations (1) and (2), the primary records concerns are redaction of
social security numbers and proper disposal of nonpermanent records
containing them. The presence of a social security number does not, by
itself, render an entire document confidential.
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DISPOSITION SCHEDULE A:

GENERAL DISPOSITION SCHEDULE FOR LOCAL
GOVERNMENT RECORDS

Records (regardless of media) are scheduled for retention by the office which
has legal accountability. Additional copies held only for convenience are not
records, and may be destroyed when no longer needed. Drafts and notes may
also be destroyed when no longer needed, except when these materials
document the development of local government policy and are therefore
incorporated into an official file. Drafts and notes incorporated into official files
become part of that file, and have the same retention period as the other records
contained therein.

Most record series listed on the General Disposition Schedule may be found in
any office of local government, although several are unique to municipalities.
Attachments B ~ Q are Disposition Schedules for specific offices/departments of
local government.

The "retention” column indicates either 1) a limited period after which the records
may be destroyed, or 2) the word "Permanent,” indicating the records may not
be destroyed and must be retained permanently.

Unless otherwise noted, please refer to the following citations for
confidentiality restrictions: .

(1) Federal Privacy Act of 1974 (Section 7 of Pub. L. 93-579), 5 U. S. C,, §
552a;

(2) Social Security Act, 42 U. S. C. §§ 408(a)(8) and 405(c)(2)(C)(vii) (1);

(3) Family Educational Rights and Privacy Act, 20 U. S. C. § 1232g;

(4) Standards for Privacy of Individually Identifiable Health Information
(HIPAA), 45 CFR Section 160 through 164.

For citations (1) and (2), the primary records concerns are redaction of social
security numbers and proper disposal of nonpermanent records containing them.
The presence of a social security number does not, by itself, render an entire
document confidential.
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AUTHORITY: 5 MRSA, Chapter 6, ss95-B; 30-A MRSA ss1705
EFFECTIVE DATE: September 3, 1990

AMENDED: August 11, 1991

AMENDED: March 9, 1992

AMENDED: October 4, 1992

EFFECTIVE DATE (ELECTRONIC CONVERSION): April 28, 1996

NON-SUBSTANTIVE CORRECTIONS: May 29, 1996 — added “are” in Attachment D.
Note: corrected reference to
Attachments in Attachment A.

NON-SUBSTANTIVE CORRECTIONS: February 10, 1997 — incorrect reference in Section
2 changed from “Section 10" to “Section 5",
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BASIS STATEMENT

Chapter 10. Rules for Disposition of Local Government Records

This chapter implements that provision of 5 MRSA § 95-B which provides that no
record shall be destroyed or otherwise disposed of by any local government
official except as provided by the Archives Advisory Board. The rules prescribed
in this chapter establish the procedures for the disposition of such records.

No one testified at the public hearing, and the Board received no written
comments during the comment period. Before adopting the rules, the Board
decided to clarify Section 10.A.4 as follows:

4) Show evidence of a capacity to care for the records by providing evidence 1)
of a mission statement; and 2) that a person who cares for the records has had
basic archival training, such as an-appreved a workshop approved by the Maine
State Archives, formal education, or related experience.

The Board also decided to clarify Disposition Schedule E by deleting the extra
DIS in its heading, and by rewording Item E.01 as follows:

E.01. Ballots Used for County Elections, Municipal Elections, Y&

Referenda Elections or Special Legislative Elections 2 months
- Ballots used for county elections, municipal elections, referenda Confidential
elections or special legislative elections. These ballots must be (Title 21-A,

retained for 2 months. (21-A, section 23.7) §22.2)

The Board also decided to clarify Disposition Schedule K, ltem K.05 by adding
o the following sentence:

This does not include wills deposited for safekeeping only, since these are

private property and not public records.

Specific guidelines for vault construction (Section 12) were clarified to reflect the
National Fire Protection Association’s discontinuance of NFPA 232AM, Archives
and Records Centers as a separate hard copy publication.
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The vault should be planned and its construction supervised by a
registered engineer or architect. lts walls may only be pierced for
necessary services, and should not be open to any fype of shaft. Floor
and roof may not be pierced. All walls, floor (if vault is structure-
supported rather than ground-supported), and door should at a
minimum meet 4-hour fire resistance standards per a nationally
recognized standards organization. The vault door may not be a
standard “fire door” or other design not specifically intended for vault
use. The door locking mechanism should provide for escape by a
person accidentally locked inside.

No combustible materials may be used in the vault's construction,
including in any necessary damp-proofing. A ventilating system that
conforms fo nationally recognized standards should be provided, and all
services (electrical, heating, etc.) should conform to national and local
codes. Open flame heating shall not be used under any circumstances.

The vault should be installed by gualified and experienced personnel, in
conformity with its manufacturer's requirements. “Fireproof” cabinets or
other portable fire resistant records storage equipment may not be
substituted for a properly designed and constructed vault.

Specific Guidelines for Vault Construction:

The National Fire Protection Association’s Guideline (NFPA 232,
Protection of Records) provides guidance concerning vault construction.
This copyrighted publication may be obtained from the NFPA at 800-
344-3555 (One Batterymarch Park, P.O. Box 9101, Quincy, MA 02269-
9101; www.nfpa.org).

13. VIOLATION OF RULES

Whoever violates any provision of these rules shall be guilty of a Class E
crime.
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*Retain for most recent incarceration only.
*“*Destroy after inmate reaches age 80 and State Police Bureau of
Identification confirms no contact with Criminal Justice System in last 5 years.
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B. Fire protection must be provided;Stored records may be released only
to employees of the local government agency (which shall be
responsible for making records available to the public);

C. Only bonded employees of the Records Center may handle boxes or
provide reference services;

Routine reference service must be available within one business day;

E. Emergency reference service must be available within 2 hours or less
during normal business hours;

F. Records must be stored in a physically safe facility (i.e., not located in a
flood plain; not located next to a hazardous chemical storage area).

Commercial records centers used by local government agencies shall be
subject to periodic inspection by the Maine State Archives, which will notify the
Archives Advisory Board of any failure to meet these standards. Local
government agencies which use commercial records centers must maintain
accurate listings of all records stored.

Commercial records centers used by local government agencies shall be
liable for damage, destruction or loss of records, whether in storage at the facility
or in transit between the facility and the local government agency's offices.

12. VAULT FOR PERMANENT RECORDS

State law requires each local government to have a fireproof safe or vault to
protect permanently valuable records. Recent fires in several town provide a
reminder about the perils of not protecting critical records. Here is the text of the
law:

5 M.R.S.A. § 95-B. Local government records
The following provisions apply to local government records.

2. Safe or vault for preservation. Each local government shall provide a
fireproof safe or vault for the preservation of all records that must be
retained permanently but are not required for business purposes. The
official having responsibility for those records shall deposit them in the
safe or vault where those records must be kept except when required
for use. '

General Guidelines for Budgeting and Planning Purposes, to Insure Conformity

With State Law:

Vault should be either ground-supported (i.e., capable of standing on its
own if the building around it collapses) or located within a fire-resistive
building (one that will not suffer structural collapse even if its contents is
completely consumed). Walls of the building may only be used as walls
of the vault if the building is fire-resistive.



2) Provide storage facilities situated in a physically safe location (i.e., not
located in a flood plain; not located next to a hazardous chemical
storage area; etc.). These facilities should have heating/ventilation/air
conditioning capable of maintaining temperatures between 60 and 70
degrees Fahrenheit, and of holding relative humidity to less than 50
percent.

3) Provide reasonable access to the records as required by the Public
Proceedings statute. “Reasonable” should at a minimum mean that the
facility is open to the public, by regularly scheduled hours or by
appointment, at least two days each week throughout the year. There
shall be no charge for retrieving or viewing the records, and any charge
for obtaining copies shall be limited to the organization’s actual cost to
produce such copies. However, if the organization’s staff is requested
to research the records for the requestor, the organization may charge
any fee that it would normally require for research services.

4) Show evidence of a capacity to care for the records by providing
evidence 1) of a mission statement; and 2) that a person who cares for
the records has had basic archival training, such as a workshop
approved by the Maine State Archives, formal education, or related
experience,

5) Maintain a non-profit corporate status.

6) May be inspected by Maine State Archives staff before approval is
granted, with reinspection possible at any time after approval.

7) Notify the Archives Advisory Board of any changes in its facilities or
policies that relate to the standards described in this section.

8) Approval may be revoked by the Board at any time, after notice and
opportunity to correct, if standards do not continue to be met.

‘B. Approved Institutions. An instituton must be approved by the
Archives Advisory Board as a depository for local government records before a
local government agency may deposit its records with the institution. The Board
shall maintain a list of approved institutions at the Maine State Archives.

11. USE OF COMMERCIAL RECORDS CENTERS

Local government agencies may use commercial records centers to store
their semi-current records. Before any records are transferred, the commercial
records center must be approved in writing by the Archives Advisory Board. The
following criteria must be met:

A. Security must be provided to prevent the loss of records, both in storage
areas and during transfer;

DISPOSITION SCHEDULE N:

TAX RECORDS, COUNTY AND MUNICIPAL

Please see Disposition Schedule A for payrolls, invoices, and other records
common to more than one office of local government.

The "retention” column indicates either 1) a limited period after which the
records may be destroyed, or 2) the word "Permanent,” indicating the records
may not be destroyed and must be retained permanently.
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3) The local government agency must have a specific plan for an ongoing
process of migrating fong-term and permanent records stored on the system from
older to newer hardware and sofiware.

Whether or not the system is used to maintain permanent records, the
public's right to request and receive usable electronic copies of public records
must be protected through compliance with A2, A3, and A5 above for imaging
systems; and by compliance with B1 and B2 above for electronic information
systems.

C. Effective Dates

This section is effective for all new systems instalied after January 1, 2002
and for all systems in operation on January 1, 2006. The Board shall review the
status of concerns about privacy issues raised by the provisions of this section
before March 1, 2001.

9. REQUESTS FOR DISPOSITION

Requests for dispositioh of records not specified in the disposition schedules
may be made in writing to the Archives Advisory Board, accompanied by sample
copies of the records involved. Communications to the Archives Advisory Board
should be addressed to: Local Government Records, Maine State Archives, 84
State House Station, Augusta, Maine 04333.

10. ALTERNATIVE INSTITUTIONAL PLACEMENT FOR
NONCONFIDENTIAL RECORDS

A. General Guidelines. Nonconfidential records to be retained
according to Section 3 or authorized to be destroyed according to Section 4.C or
Section 4.D, may be deposited with an alternative institution as described in
Subsection 10.B. The local government agency retains legal custody of these
records and shall insure that they are not alienated from the institution except for
placement, with approval of the local government agency, in another approved
institution or for authorized destruction. The local government agency may
regain possession of records deposited in an authorized institution at any time.

Local government agencies shall enter a written agreement with the
institution insuring that issues of custody, regaining possession, security,
preservation, and access are clarified, and that the institution will provide storage
facilities capable of preserving records at least as well as those available to the
local government agency. A copy of this agreement shall be sent to the
Archives Advisory Board before any records are deposited at the alternative
institution.

To become approved, the institution must meet the following criteria:

1) Provide security to prevent the loss of records both in storage and in
reference areas. This shall at a minimum include locks on all doors and
windows, plus an intruder alarm system and a fire alarm system.
Minimum security shall also include direct supervision of researchers at
all times when records are available for access.



8. APPROVED MEDIA FOR RECORDS STORAGE

Local government records which have been identified as having archival
(permanent) value must be maintained on one or more of the following media:
paper; microfilm produced according to archival standards, as established by the
American National Standards Institute; microfiche produced according to archival
standards, per ANSI. Permanently valuable records may be maintained for
convenience on nonarchival media (such as magnetic tape, diskette, hard disk,
or optical disk), but the same records must in every case be maintained on an
archival medium or must be maintained on a system that meets the following
requirements:

A. Imaging Systems:

1) The system must be able to produce output to a nonrewritable medium
such as Write Once Read Many (WORM), Computer Output to Laser Disk
(COLD), or Compact Disk - Read Only Memory (CD-ROM).

2) The system must use a non-proprietary digital image file format
(preferably the most generic version of TIFF - Tagged Image File Format -
available).

3) The system must use International Telecommunications Union (ITU)
Group 3 and Group 4 compression techniques.

4) The system must use a standard Error Detection and Correction
(EDAC) system; for example, the Small Computer System Interface (SCSI)
command “Write and Verify” must be used when writing data to digital optical
disks.

5) The indexing database must provide for efficient retrieval, ease of use,
and up-to-date information about the digital images stored on the system. The
software employed must be capable of producing ASCI| output.

8) The local government agency must have a specific plan for an ongoing
process of migrating long-term and permanent records stored on the system from
older to newer hardware and software.

B. Electronic Information Systems:

1) The software and hardware used must be capable of copying data to
one or more standard offline storage devices, such as standard-sized floppy
disks, magnetic tapes, etc.

2) The system must be capable of exporting data in ASCIl code or other
standard file types, that can be imported by other commonly used software
packages. The data must not be modified or truncated, except to conform with
statutory confidentiality requirements. The physical and logical formats shall be
described in a manner to permit human interpretation of the files.
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DISPOSITION SCHEDULE O:

VEHICLE REGISTRATIONS

Please see Disposition Schedule A for payrolls, invoices, and other records common
to more than one office of local government.

The “"retention" column indicates either 1) a limited period after which the records
may be destroyed, or 2) the word "Permanent,” indicating the records may not be
destroyed and must be retained permanently.

Unless otherwise noted, please refer to the following citations for
confidentiality restrictions:

(1) Federal Privacy Act of 1974 (Section 7 of Pub. L. 93-579 in Historical Note), 5
U.S.C,, § 552a;

(2) Social Security Act, 42 U. S. C. §§ 408(a)(8) and 405(c)(2)(C)(viii)(l);

(3) Family Educational Rights and Privacy Act, 20 U. S. C. § 1232g;

(4) Standards for Privacy of Individually Identifiable Health Information
(HIPAA), 45 CFR Section 160 through 164.

For citations (1) and (2), the primary records concerns are redaction of social
security numbers and proper disposal of nonpermanent records containing them.
The presence of a social security number does not, by itself, render an entire
document confidential.

' Chapter 10, the Bureau

specifies that "agents” of the BMV (such as municipal officials handling registration
and re-registration of vehicles) must observe the same confidentiality restrictions as
BMV’s own employees
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DISPOSITION SCHEDULE P:

VITAL RECORDS

(THIS SCHEDULE FOR USE BY MUNICIPAL CLERKS)
Please see Disposition Schedule A for payrolls, invoices, and other records
common to more than one office of local government.

The "retention” column indicates either 1) a limited period after which the
records may be destroyed, or 2) the word "Permanent," indicating the records
may not be destroyed and must be retained permanently.

Unless otherwise noted, please refer to the following citations for
confidentiality restrictions:

(1) Federal Privacy Act of 1974 (Section 7 of Pub. L. 93-579 in Historical
Note), 5 U. S. C., § 552a;

(2) Social Security Act, 42 U. S. C. §§ 408(a)(8) and 405(c)(2)(C)(viii)(1);
(3) Family Educational Rights and Privacy Act, 20 U. S. C. § 1232g;

(4) Standards for Privacy of Individually Identifiable Health Information
(HIPAA), 45 CFR Section 160 through 164.

For citations (1) and (2), the primary records concerns are redaction of social
security numbers and proper disposal of nonpermanent records containing
them. The presence of a social security number does not, by itself, render an
entire document confidential.
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B. Confidential Records. When destruction has been authorized,
confidential records shall be destroyed under the authorized supervision required -
by Section 4A. :

C. Nonconfidential Records. When destruction has been authorized,

~ nonconfidential records may be, at the discretion of the creating agency, 1)

retained, 2) transferred to an approved alternative institution as specified in
Section 10, or 3) destroyed under the supervision required by Section 4A.
Nonconfidential records may be sold for waste provided there is reasonable
assurance that they will be handled and processed carefully to destroy their
identity.

D. Destruction of Records by Recycling. Nonconfidential records
may be destroyed by recycling if the system employed for collecting them
ensures that: 1) only records actually due for destruction are collected; 2)
records intended for recycling are not at risk of removal by unauthorized persons,
both while on site at the local government agency's offices and after removal to
the recycling facility; 3) there is reasonable assurance that the recycling process
will completely obliterate all information from the records. Confidential records
may be recycled only if they are shredded before their removal from the local
government agency's offices, or if destruction takes place under the direct
observation of the official in whose custody the records were held (or under the
direct observation of that official's designee).

5. DISPOSITION SCHEDULES

Disposition schedules included in these Rules shall be used primarily to
identify those local government records that should be retained permanently by
the local government agency, deposited with the Maine State Archives, or
deposited with an approved alternative institution as described in Section 10.
These disposition schedules aiso provide retention periods for records that do
not have permanent value. Each quasimunicipal organization shall either retain
its nonpermanent records for at least the recommended retention periods, or
shall adopt and follow its own retention/disposition schedule for its nonpermanent
records. All municipal and county government offices shall follow the records
retention requirements provided in these Rules.

6. RECORDS CREATED PRIOR TO JANUARY 1, 1900

All records created prior to January 1, 1900 must be retained permanently,
regardless of provisions in these rules, unless specifically authorized for
destruction by the Archives Advisory Board.

7. RECORDS SUBJECT TO AUDIT OR LITIGATION

Under no circumstances shall these rules constitute authorization for a local
government agency to destroy records when it is known that such records are
still eligible for State or Federal audit, or other Federal requirements. These
rules shall not provide authorization to destroy records which are known to be the
subject of, or material to, potential or ongoing litigation.
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H. "Retention Period” means the period of time for which record series
should be kept in offices and in records storage areas before their ultimate
disposition. The time period is usually given in months or years, but is
sometimes expressed as contingent upon the occurrence of a particular event,
such as audit or death of claimant.

. "Semi-Current Records" means records no longer needed frequently
in the conduct of current business, but which, for administrative, fiscal, or legal
purposes, must still be retained. The general rule is that any record series not
consulted more than once per month per file drawer (or other file unit-such as a
volume or case file) is semi-current, and should be transferred, if quantity
warrants, to storage areas utilizing lower-cost space and equipment until eligible
for final disposition.

J. "Record Copy" means a single copy of any document received or
created by a local government agency during the transaction of official business,
which shall be retained for the term set by the Disposition Schedules for Local
Government Records. All other copies of the same document in the agency's
possession are duplicate copies, held for convenience only, and may be
destroyed when no longer of use.

K. "Local Government Agency" means a municipality, a quasi-municipal
organization (such as a school administrative district, water or sewer district,
etc.), an office of county government (such Register of Deeds, County Sheriff,
etc.), and offices of District Attorney.

2. DISPOSITION OF LOCAL GOVERNMENT RECORDS

No record shall be destroyed or otherwise disposed of by any official, except
as provided by these rules. All disposition of records not listed in the Disposition
Schedules A through Q must be approved as specified in Section 5 by these
Rules in advance, and in writing, by the Archives Advisory Board.

3. RECORDS RETAINED

Records which are to be retained shall be preserved by the creating agency,
deposited with an approved alternative institution as specified in Section 10, or
deposited with the Maine State Archives. The State Archivist shall determine
whether or not to accept transfers of local government records, based on space
available at the Maine State Archives, condition of the records, and available
alternatives to transfer. The State Archivist shall accept all permanent records of
any deorganized Maine municipality.

4. RECORDS AUTHORIZED FOR DESTRUCTION

A. Destruction of Records. Unless otherwise specified by statute or rule,
~records may be destroyed by shredding, pulping, buming, burial, or other
effective means. The removal and destruction process shall be supervised by
the official in whose custody the records are held in order to prevent the
inadvertent removal and destruction of records of continuing value.

2
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DISPOSITION SCHEDULE Q:

PUBLIC WORKS

Please see Disposition Schedule A for payrolls, invoices, and other records
common to more than one office of local government.

The "retention" column indicates either 1) a limited period after which the
records may be destroyed, or 2) the word "Permanent,” indicating the records
may not be destroyed and must be retained permanently.
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29 - SECRETARY OF STATE
255 MAINE STATE ARCHIVES

Chapter 10

RULES FOR DISPOSITION OF LOCAL
GOVERNMENT RECORDS

SUMMARY: This chapter governs the disposition of local government
records.

1. DEFINITIONS

A. "Appraisal” means the archival process of determining the value and
thus the disposition of records based on a study of their use, their subject
content, their arrangement, their relationship to function and organization, and
their relationship to other records.

B. "Current Records™ means records needed and used in the day-to-day
conduct of the current business of a local government office or official, and which
therefore must be kept in office space and equipment for that purpose.

C. "Disposition” includes all actions taken with regard to semi-current and
non-current records following their appraisal. These actions include (1) transfer
of semi-current records to a temporary storage area or to a records center; (2)
transfer of non-current records having archival value to a designated archival -
depository; (3) reproduction on microfilm or optical disk with or without
destruction of the originals; and (4) destruction.

D. "Non-Current Records” means records which no longer have value--
administrative, legal or fiscal--for the current business of the originating office or
official, and which should be disposed of in accordance with law or rule.

E. "Record” means all documentary material, regardiess of media or
characteristics, made or received and maintained by a local government agency
in accordance with law or rule or in the transaction of its official business.

F. "Records Disposition Schedule” means a listing of record series with
retention periods as appropriate for their current and semi-current phases, and
an indication or their ultimate dispaosition.

G. "Record Series" means file units (folders or volumes) or documents
arranged in accordance with a filing system, or maintained as a unit because
they relate to a particular function, resutt from the same activity, have a particular
physical form, or because of some other relationship ansmg out of their creation,
receipt, or use.
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TESTIMONY

OF

RICHARD B. THOMPSON

CHIEF INFORMATION OFFICER
DEPARTMENT OF ADMINISTRATIVE & FINANCIAL SERVICES

Before the Joint Standing Committees on Appropriation and Financial
Affairs, and State and Local Government

Hearing Date: February 26,2007
Place: Room 228, State House
Time: 1:00PM

"L.D. 499-An Act Making Unified Appropriations and Allocations for
the Expenditures of State Government, General Fund and Other
Funds, and Changing Certain Provisions of the Law Necessary to the
Proper Operations of State Government for the Fiscal Years Ending
June 30, 2008 and June 30, 2009"

Senator Rotundo, Representative Fischer and distinguished Members of the Joint
Standing Committee on Appropriations and Financial Affairs; and Senator
Schneider, Representative Barstow and distinguished Members on Joint Standing
Committee of the State and Local Government. I am Richard Thompson, Chief
Information Officer. I direct and manage the Office of Information Technology
(OIT), the entity within the Department of Administrative and Financial Services
that was created and charged by the 122" Legislature and the Governor to manage,
support and deliver information technology systems and services to Executive

Branch agencies and other users, such as the Judicial Branch and quasi agencies.

I offer this testimony in support of the Department of Administrative and Financial

Services (DAFS) requests specific to its information technology needs.

Background

OIT was created to consolidate the individual and autonomous IT organization

within individual departments and agencies. This is an informed and




appropriate approach to managing these very important assets. The Office of
Program Evaluation and Government Accountability (OPEGA) has reviewed
the design and very early progress and has issued a report which supports the

basic strategy.

Their report does highlight specific security and management weaknesses held
over from the former model of operation, and has recommendations for
improvement. OIT takes these necessary improvements seriously and is

continuously working to address.

The consolidation process transferred nearly all IT staff from individual
agencies to the OIT. Infrastructure support staffs (server and desktop support,
networking) have moved in many cases to clustered facilities. Applications (the
working systems within each agency) are generally supported by staff located in

the state agency, such as DAFS.

The transition is a slow process and at times quality of service has been a
challenge. I am appreciative of the support and patience shown by all agencies
as this continues to improve. It is important to note significant improvements in

basic infrastructure, security and project management have already begun.

Budget Requests

The consolidation process has identified deficiencies in some agencies budgets
over the years. Also included in the submission are certain costs associated
with improvements to security, project management and policy management.
The initiatives presented represent the cost for DAFS, including OIT to cover
all of its IT needs over the next two years. The IT budget was created with
cooperation of the DAFS and OIT staff. There is a requested increase from the

baseline established in several categories. They are described below:




BD Comm | LD499

INITIATIVES

FY08

FY09

A-23 | A1 P.23

CA9105

Adjusts funding for supporting existing information
technology agency applications within the agency.

2,917,367

2,917,367

OIT

Justification: Incremental cost for the management
and maintenance of existing applications not
attributable to the OIT consolidation or OIT rates.
Examples of these costs include vendor support
contracts, software licenses, equipment, and
equipment maintenance.

A-34 | A1 P.35

CA9105

Adjusts funding for supporting existing information
technology agency applications within the agency.

1,099,715

1,110,862

0scC

Justification: Incremental cost for the management
and maintenance of existing applications not
attributable to the OIT consolidation or OIT rates.
Examples of these costs include vendor support
contracts, software licenses, equipment, and
equipment maintenance.

A-34 | A1 P.35

CA9106

Provides funding for fiscal year 2007-08 and 2008-
09 enhancements to existing information technology
applications

1,281,936

418,480

0scC

Justification: Provides funding for enhancements
to existing applications and ongoing support for the
changes such as OIT services for development,
vendor costs, equipment, software licenses, etc.

A-34 | A1 P.35

CA9109

The $3.4 million initiative in debt service for the
AdvantageME accounting system.

3,425,169

3,425,169

OSC

Justification: Provides funding for the debt service
to pay for the Accounting System (AdvantageME)

A-36 | A-1 P.37

CA9109

Provides funding for the cost of radio support
services to be provided by the Office of Information
Technology.

1,712,000

3,423,523

OIT

Justification: Provides funding for the debt service
for the Statewide Radio System (MSCOMMNET)

TOTAL

10,436,187

11,295,401

GENERAL FUND APPROPRIATION TO OIT

For the first time, OIT is requesting a direct appropriation towards specific

functions not directly attributed to direct services. Project Management and

Information Technology Security, and the support to provide these services,

must be addressed.

The Office of Information Technology is responsible for the delivery of safe,

secure and high performing networks and systems to State Agencies for daily




performance of their missions to the citizens of Maine. Reliance on these assets

is critical.

The Office of Program Evaluation and Government Accountability specifically
pointed to weakness in IT security (both physical infrastructure and
software/network systems) and project management as necessary investment
requirements going forward. The $2,917,367 will be used to specifically make

improvements in both areas.

Security: Security previously was managed individually by agencies without
significant coordination and with inadequate depth necessary in a rapidly
changing world. As access to data is promulgated through new systems,
security of data becomes more challenging. The baseline investments will be
strategically made to secure our existing systems and insure no new system
(infrastructure or application) is implemented without adequate safeguards and

complete testing.

— Detailed training of staff- network, application, users

— Intrusion testing and remediation

— Physical Security evaluation and remediation

— Consulting services on policy and strategic security planning

~ Provide four full-time equivalents to provide day to day security
monitoring and provide technical resources (both State and
contracted) for identified weaknesses in existing infrastructure and
applications.

— Emergency response to incidents

Project Management: Development, enhancement and implementation of
applications (software) have been less than successful all too many times in State

Government. OPEGA points to serious lack of direct project management; project




management oversight and the lack of a common system development life cycle
methodology as critical contributors to recent failures. This investment is
necessary to make wise decisions throughout a project and to properly identify and
remedy risks as they occur. An independently operating section will report directly
to the CIO on all major projects, assuring strong management practices and

managing risk. Specific tasks listed below:

— Establish Portfolio of existing, proposed and under development
systems

— Select and implement a systems development life cycle
methodology for statewide use

— Implement the project management protocol

— Train project management staff, developers and agency business
persons as new projects are initiated

— Review regular reporting on State IT Projects

— Intervene in current projects as necessary to mitigate risk

— Assure proper testing and compliance

— Establish policies on project management and reporting

OTHER DAFS INITIATIVES

In addition there are increases in allocation to allow expenditures related to

providing staff, desktop computer devices and software to agencies under the new
consolidated delivery model. Allocation is also required to cover the general and
continuous investment in hardware and software products used to operate the states

network and computing (Data Center) environments.




The actual funding for these initiatives will be based on revenue from rates

established by OIT and used in agency budgets for FY08-09.

The Office of the State Controller has three initiatives related to the development
and operations of the core systems that manage personnel, budget and accounting
in State government. The first two initiatives cover the increased cost of
maintenance and necessary enhancements to care for the agency Human Resource
System and the costs of the expanded accounting system (Advantage) to go live in

July.

The $3.4 million initiative in debt service is for the AdvantageME accounting

system.

Statewide Radio Network Operations and Debt Service Initiatives

Debt Services: Maine’s current public safety communications infrastructure is in
critical need of an upgrade. The communications system is operated by several
agencies and all are in varying states of disrepair. An engineering firm has been
retained to assist us in the design and building of the new and improved Maine
State Communications Network (MSCommNet) infrastructure. This is a blend of
new and existing infrastructure that will provide interoperability during times of
crisis and perform well in daily operations. It is being designed and built to
stringent public safety standards. There is lease purchase authority for $20 million

of a proposed $50 million system.

The debt service requests are to meet the current and planned expenditures under
that authority. The current schedule allows for careful planning, competitive
sourcing of contracts and the seeking of grants to offset state dollars where

possible.




MDOT has been engaged to help address high priority needs that must be
addressed not and to provide technical and legal services in support of the project

which will reimburse their costs. Some construction is being planned for 2007.

Operations: The investment in Radio Services personnel is necessary to ensure
that we are properly staffed to maintain our current antiquated environment as well
as the new technologically being deployed in the advanced MSCommNet
infrastructure. The allocations will allow spending and hiring authority. The costs
shall be invoiced to using agencies based on rates established by OIT. This

includes:

— These towers and repeater equipmentare located in some of the most
remote areas; maintenance is required 7X24 as these are critical public
safety communications towers

— Staff of 10 technicians from three different agencies maintain
approximately sixty communication towers state wide (these staff will
transfer to OIT at some point in the future

— To ensure our system remains operational continuously an additional
five technicians is required to accomplish stringent maintenance
procedures, required to properly maintain the existing system and

- new system as it comes on line

— MSCommNet is a $50 million dollar project, initial expenditure
authority is at $20 million

~ The debt service requests are for direct appropriation to OIT for the
development of the system

— OIT will be operationally and administratively responsible for the

MSCommNet infrastructure

This request for funding allows us to increase our existing staff by five positions

necessary to maintain a geographically dispersed public safety communication




system 7x24x365. When a tower is down public safety officials are unable to

communicate during these times. It becomes a life safety issue for the users.

A regular monthly billing to these accounts would occur with detail to identify

investments and expenditures.

I am happy to answer specific questions at the hearing and will participate at work

sessions.




Caleulation of Baseline Personal Services Budget for 2008/2009

e Prior to July 1" of each even-numbered year, as we begin to prepare the new biennial budget, the

Budget Office obtains the information necessary to establish the projected costs for various aspects of .

personal services budgets. This information includes projected rates for health insurance benefits and
dental benefits, as well as the prOJected costs of retiree health coverage, workers compensation, shift

differentials, and so on, for the coming biennium.

o This information is entered into the Budget and Financial Management System (BFMS), along with
the attrition factors to be employed for the coming budget cycle and all relevant job classification -
information and salary schedules that will be in effect during the coming two years. BEMS is also
updated to reflect the correct number of pay periods for each payroll cycle that will occur over.the
coming two fiscal years. Personal Services costs are treated in the same manner, regardless of the

source of funding (general fund, federal funds, etc.).

e For personnel positions that are currently established and filled prior to the July 1* date cited above,
that will continue to be in effect during the upcoming biennium, payroll and benefits information is
copied out of the State’s Human Resources (HR) system — on a position by position basis — into the

baseline budget for the budget period. So the starting point for the new biennium for current positions .

is-exactly the same as is in effect in the current fiscal year. This means that the current salary step for
each employee is carried forward, as is each individual employee’s current insurance options (dental
coverage, family v. couple v. individual health coverage) and, where applicable, retirement options,
stlpends shift differentlals etc., moves forward as is — into the new base. :

o : Some positions are supported by a combination of different types of reveriues — general-funds and
federal funds, for example. In these situations, the funding “formula” for each position authorlzed by

the Legislature is reflected in the personal services base.

o - Sometimes, positions have been authorized by the Legislature but for any number of reasons, have
not been established by the time the new baseline budget preparations begin. This means that there is
no position-specific information in the HR system relative to that group of positions. In such cases,
the Budget Office “copies” the authorized position information (job classification, fundmg “formula”
by type of revenue, and so on) from the approved budget into the new personal services base. For
vacant p0s1tlons the base is built using default values for salary steps, and so on; by default, a vacant
position is budgeted at the level of family coverage for health insurance.

- This starting point for the base is then adjusted for anticipated merit increases — again, on a position-
: spe01f' c bas1s — for those employees not already at the top step of their salary scale.

e Finally, in August the base amounts are adjusted for the new retirement rates, provided by the Maine
State Retirement System, as approved by the MSRS Board of Trustees. The result is the baseline
personal services costs you see in the program summary in the budget document.

° Changes to the personal services base must be addressed in an initiative

While baselme trending for personal services is the same, regardless of fund type, other factors at work
may result in the total requests for funding on these Personal Services lines to change at differing rates.

Such factors include, but are not necessarily limited to, changes in the mix of personnel (classifications,
pay steps, etc.) supported by the respective funds, the impact of statewide General Fund reductlons and.

the avallabllrty of support by fund type




MMAJLDA - Rental Income

i

2007 2008 2009
Revenue U.S. to DVEM, and DVEM to DAFS $2,413,983.00 $2,413,983.00 $2,413,983.00 (@5.50 per square foot)
! . .
Expense: DAFS pays LDA . $785,641.74 $724,194.90 $658,359.00 (@%$1.79in 2007, $1.65 in 2008, $1.50 in 2009)
Expense: DAFS pays for MMA/LDA Capital Repairs $27,082.26 $183,262.10 $228,098.00 (releases LDA of a $134K commitment for capital repairs to MMA buildings)
Expense: DAFS pays General Fund $1,109,723.00 $0.00 $0.00 . -
Expense: DAFS pays DVEM for Life Insurance $91,536.00 $0.00 $0.00
Expense: DAFS pays DVEM for Disaster Relief $0.00 $543,263.00 $543,263.00 (@current statutorily required level)
Expense: DAFS pays for Armory Capital Repair $0.00 $543,263.00 $543,263.00 (@level reflective of Legislative intent - finote to LD 2044)
Expense: DAFS pays DVEM for tutiion $400,000.00 $420,000.00 $441,000.00
Total expenses: $2,413,983.00 $2,413,983.00 $2,413,983.00
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Fund for the Efficient Delivery of Local and
Regional Services

Fact Sheet

What is the purpose of the Fund?
The Fund for the Efficient Del1very of Local and Reg1onal Services is established to encourage and support

intergovernmental cooperation in order to reduce Maine’s property tax burden.

Who administers it?
The Department of Administrative and Financial Services administers the Fund. It also manages the grant program

and may contract out the administration of the program The State Planning Office assists the department.

How much is available? :
Funding for this grant program was established as part of the School Finance Act of 2003, the citizens® initiative

known as Question 1A, and Public Law 2005, c. 2, commonly referred to as LD 1. Two percent or approximately $2
million of municipal revenue sharing funds is to be deposited in the Fund each year. Funding for the grant program
was suspended for FY 06-07, although partial funding was restored in the amount of $500,000 for FY 07.

Who is ellglble to apply?
Municipalities, counties, and regional government subdivisions may apply for grants from the Fund. Regional

government subdivisions include regional planning councils or comm1ss1ons and governmental entities created
under the _]Olllt exercise of power statute (interlocal agreements).

What are the eligibility criteria?
An eligible project requires 1ntergovernmental cooperation. An applicant must collaborate with one or.more other

eligible applicants.

What types of projects are eligible?
Projects are e11g1ble that achieve significant and sustainable savings in the cost of delrverlng local and regional

governmental services, which reduce the demand for property tax revenues, through collaborative approaches to
service delivery, including new or enhanced regional delivery systems, consolidation of services, or broad-based

purchasing alliances.

Two types of projects can be funded: :
v Planning grants can be used to assist the applicant develop collaborative arrangements including conducting -

feasibility studies or cost-benefit studies or facilitating joint planning sessions or public meetings.

v Cooperative services grants can be used to implement a collaborative service delivery initiative,

Is a local match required? ‘
No local match is required for a cooperative services grant and there is no competitive advantage given for one.

Although not required, applicants for planning grants who provide a match will be given greater consideration. In-
kind match provided by the applicants is not allowed. The value of in-kind services donated by professionals not
employed by the applicants (i.e. attorneys, consultants) may be considered as cash match.
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Who reviews the grant applications?
A review panel of state, regional, and local officials reviews, ranks, and awards the grants. The panel comprises the
followmg representatives, appointed by the Governor:

e © 6 ©

A representative of the Maine State Planning Office

A representative of the Department of Administrative and Fmanmal Services

A representative of the Department of Economic and Community Development

One representative of a county or regional government subdivision recommended by a statewide
organization representing county or regional service providers

Two representatives of municipal government recommended by the Maine Municipal Association. One
represents rural communities with a population of less: than 4 000 and one represents suburban communities
with a population of 4,000 or more.

One representative of a service center community recommended by the Maine Service Centers Coalition

What are the review criteria?
In 2006, applications were evaluated based on the following selection criteria:

1.
2.
3.

4.
5.

Extent and quallty of cooperation among the partlclpatmg applicants (20 pomts)

Estimated amount of property tax savings to the region over time (35 points)

Degree /likelihood of success in implementing and sustaining the intergovernmental arrangement (20
points)

Extent to which the pro_|ect can be replicated by other reglons in future cooperative endeavors (15 points)
Extent to which the pr)o_] ject incorporates innovative and unique solutions or ideas (10 points)

How much has been awarded and what types of projects have been funded?

Before the 2003 School Finance Act went into affect, Governor Baldacci included $1 million in his general fund
budget to pilot the grant program. Those funds were awarded to 26 projects involving cooperation among 121
governmental units in 2005. In fall 2006, the state awarded $500,000 from the Fund to 14 projects involving 70
municipal, county, and regional governmental organizations. Types of projects funded include:

© © © o © © 0 ©

Municipal service consolidation

Regional emergency dispatch

Shared property assessment

Joint purchasing implementation

Regionalized economic development planning
Emergency services consolidation

Collaborations on storm water management and education
Regional recycling and waste management projects

Where can I get assistance with preparing a grant application or putting together a reglonal
proposal" : :
The following resources are avallable

Frequently-asked questions about the grant process: http://www.maine.gov/dafs/fundfags.htm
Regionalization resource list: http://www.maine.gov/dafs/fund.htm

Assistance with the grant RFP 'precess: Contact: Jeremy Caron, Department of Administrative and

Financial Services at 624-7800 or 1'ereiny.caron@maine.gov

Assistance with grant applications: Contact Jody Harris, Mame State Plannmg Office at 287-5424 or
jody.harris@maine.goyv
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