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Mission

The mission of the Electronic Practices Committee (Committee) is to review and
recommend for adoption by state agencies procedures, policies, legislation, and
regulations governing retention of electronic records. The purpose of these efforts is to
assist state agencies in managing electronic records, complying with state records
retention requirements, fulfilling legal requirements concerning the retention and
production of electronic records in administrative and judicial proceedings, such as in
responding to e-discovery requests, and responding to public records requests.

Scope of Authorit

The Committee reports to the Commissioner of the Department of Administration (DOA),
Deputy Attorney General of the Civil Division of the Department of Law (LAW), and State
Archivist. The Committee derives its authority from the combined authority of these
positions.

Membership

The membership of the Electronic Practices Committee consists of:
e Commissioner of Administration or designee

ETS Deputy Director

ETS Manager of the Active Directory and E-mail

State Archivist

State Records Manager

Deputy Attorney General or designee

AG Litigation Support Coordinator

Assistant Attorney General

Administrative Services Directors representative

State Security Officer

Departmental IT representative

Committee Operations

The Committee co-chairs are the State Archivist and a representative from Law.
The Committee co-chairs supply coordination.

The Records Manager serves as recorder.

A quorum is defined as a simple majority in attendance.

For a vote to pass a quorum is required.

Electronic votes will be tallied five days after the initial request.

Non-members may be invited by the co-chairs to attend meetings and provide
input to the Committee.
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Approval and Changes to this Charter

This charter and any amendments require approval of the Commissioner of
Administration, the Deputy Attorney General of the Civil Division and the State Archivist.

Electronic records are any information that is recorded in machine readable form.

Electronic discovery (also called e-discovery) refers to the retention, identification,
preservation, collection, review, and production of electronic documents and data with
the intent of using it as evidence in administrative or judicial proceedings. A similar
process is used when responding to requests under the Alaska Public Records Act,

AS 40.25.100-AS 40.25.220.

The burdens of electronic discovery (e-discovery) are exponentially greater than those of
paper discovery as a result of the vast number of electronic records, the myriad forms
and places where electronic records can be stored, and the potentially extraordinarily
time-consuming and expensive task of managing electronic records. Accordingly, given
the nearly complete transition from paper to electronic records, the demands of
electronic discovery are extreme and growing, requiring the development of specialized
tools and training programs, and the adoption of procedures, policies, legislation, and
regulations specifically tailored to each aspect of the management of e-mails and
electronic records.

In addition, uniform State of Alaska executive branch standards for e-mail, electronic
records and e-discovery are needed. This is to ensure that all state agencies employ
legally adequate and pragmatic standards. Without uniform standards, data can be lost
or inconsistently managed making retrieval very difficult and costly, at best.

In 2007 the executive branch began use of a single exchange calendaring and e-mail
system, including an e-mail archiving feature, which demonstrates the increasing
integration of state agencies’ electronic records systems and need for comprehensive,
pragmatic, statewide approaches and standards governing electronic records and e-
discovery. DOA is directing all executive branch employees to apply the records retention
requirements to e-mails and electronic records per state statute (AS 40.21) and
regulations (4 AAC 59.005), which govern the management and preservation of records.

Purpose

The mission statement accurately summarizes the purpose of the Committee:

The Committee will oversee employee compliance with records retention policies and
rules.

The Committee will review current practices and make recommendations that will

strengthen the State’s ability to manage electronic records and respond to e-discovery
and public records requests.
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The Committee will undertake, among other things, the following:

e Review and recommend policies regarding the storage, archiving, and discovery
of e-mails and other electronic records.

e Review and recommend policies regarding local drive storage and non-archive
storage of e-mails and other electronic records.

e Make training recommendations regarding the management of e-mail and other
electronic records.

e Identify responsibilities of administrative staff and each agency’s records officers.

e Review policies regarding state-related e-mail not transmitted via the State’s e-
mail system.

¢ Recommend policies regarding the use of non-state accounts and equipment for
creating, transmitting, and storing e-mails and electronic records of state
business.

e Recommend policies regarding the implementation of security measures.

e Recommend standards, and the delegation of responsibilities, regarding the
State’s response to e-discovery.

e Monitor the effectiveness of the policies, procedures, legislation, and regulations
governing e-mails, electronic records, and e-discovery.
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The membership of the Electronic Practices Committee currently consists of:

Rachael Petro, Deputy Commissioner of Administration

Jan Moyer, ETS Deputy Director

Joe Spears, ETS Manager of the Active Directory and Email
Glenn Cook, State Archivist

Dean Dawson, State Records Manager

Peter Putzier, Law

Alan Birnbaum, Law

Pam Post, Law

Ginger Blaisdell, Administrative Services Directors representative
Darrell Davis, State Security Officer

Chris Letterman, Departmental IT Representative
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