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Agenda

 Overview of VSARA

 Discussion of public records, employee responsibilities

 Introduction to records and information management (RIM)

 Components of a strong records program

 Final questions 

Secretary of State



Vermont State Archives & 
Records Administration (VSARA)



What IS a public 
record? 
1 V.S.A. § 317

“…any written or recorded 
information, regardless of 
physical form or characteristics, 
which is produced or acquired in 
the course of public agency 
business.”

https://legislature.vermont.gov/statutes/section/01/005/00317


Management of 
public records

1 V.S.A. § 317a

“A custodian of public records shall not 
destroy, give away, sell, discard, or damage 
any record in his or her charge, unless 
specifically authorized by law or under a 
record schedule…”



Agency/Department Records Management Program
3 V.S.A. § 218

“…each State agency or 
department shall establish, 
maintain, and implement an 
active and continuing 
program approved by the 
Vermont State Archives and 
Records Administration for 
the effective management, 
preservation, and 
disposition of records…”

https://legislature.vermont.gov/statutes/section/03/009/00218


The Record 
Lifecycle





Generally Accepted Recordkeeping Principles
A TIP CARD

Accountable Senior executive responsible for overseeing a RIM program

Transparent Documentation is available to interested parties
Integrity Public records are managed to ensure a reasonable guarantee of authenticity
Protection Public records with inspection exemptions are protected from accidental disclosure

Compliance Retention and access requirements are clearly identified to ensure compliance with laws
Availability Inspection exemptions are identified in a manner that assures timely, efficient, 

and accurate response
Retention Management & retention requirements are appropriate
Disposition Public records are disposed of appropriately to maintain exemptions



Record Schedules

https://www.sec.state.vt.us/media/66878/GRS-10001103_Managing.pdf


Please reach out!
Megan Wheaton-Book
RIM Specialist III
802-828-3897

sos.rim@vermont.gov
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