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What IS a public

record?
1V.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

1V.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
3VS.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
Lifecyc I e G::g;::: ) ACTIVE

Create or receive a record
in the course ofbusiness

Coreto a current function
0T process

RECORD SCHEDULES
» [Define the life cycle for each record createdireceived
»  Specify retention requirements
« (Can be applied within electronic recordkeeping

systems
» [Define, atthe very beginning, what records are tem-
DISPOSITION porary and what records are permanent EVENT

s [Demonstrate compliance with 1 V.5.A. § 317a when
Temporary? Destroy cited in agency policies and procedures -Completed/Closed
Permanent? Keep -Expired

-Audit Complete
INACTIVE

Specified amount oftime
after event occurs
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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

STATE OF VERMONT GENERAL RECORD SCHEDULE
Issued to: All Public Agencies

GRS5-1000.1103: Operational / Managerial Records
Last Revised: 5/6/2014

‘Verment State Archives and Records Administration
Vermont Office of the Seoretary of State
www vermont-archives arg/records/schedules

GRS5-1000.1103: -UFIIHI'III I Managerial Records Classification: GENERAL (Managing)

Aurthority:

Soope:

!

Exemptions:

Retention:

A custodian of public records shall not destray, give away. sell, diseard, or damage any record or records in his or her charge, unbess specifically
autharized by law or under a record schedule appraved by the state archivist pursuant b subdivision 117(a) ) of Tite 3. (1 V.5.A § 317a)

This general recard schedube applies 1o any agency, beard, department, commission, committee, branch, instrumentality, or authority of the state or
any agency, beard, commiltes, departiment, branch, instrementalty, commission, or autherty of any poliioal subsdivision of the stale that produces
or asquires the records listed on this resord schedule in the course of pubBs agenay business. Resaord means any wrillen or recorded infermation,
regardless of physical form or characteristics, and includes electronic or digital records and data. {1 V.54, § 317)

State agencies MUST have a Notioe nFAdnEm (VEARA-11) acknowledged by the Vermonl State Archivist and on file wilh the Yermont State
Archives and Recards Admensstration (V! ) priar o using any general recard schedule, Use of a General Resord Schedule (3RS) to destroy
recards without proper natification is not permitied. In addition, internal palicies must be established to assure that the reguirements ocullined n any
GRS are being applied across the agency. General Record Schedule (GRS) numbers shall b2 cited i all mternal palicies o demonsirate
compliance with 1 V.54 § 317a, Lacal public agencies do not have ta submit a Notice of Adoption; howsver, internal policies should clearly cite
any general schedules that have been adopted and associated GRS numbers. il 3 GRS does nat meel an agency's legal or administrative needs,
the agency should continue 1o use any applicable disposition orders that have been issued for its records or seek agency specific record schadules
theough WSARA's Targeted Assistance Pragram (TAF).

1t ks the peliay of Tithe 1. Chapter 5, Subshapter 3 of Vermont Statutes Annatated ta previde for free and apen sxamination of records cansistent wilth
Chapter 1. Article & of the Wermont Constitution. All peaple. however, have a right 1o privacy in their personal and economic pursuits. which ought to
be pratected unless speciic infermation is needed to review the action of a governmental afficer, Some records listed an GRS-1000.1103 may be
exermpl fram public inspectien and copying far this reasen. Securlly measures b2 protect records and Infermation fram unauthorized acoess, use, and
disclosure are necessary if the records are exempt pursuant fo 1 V.54 §5 315-320. Please see Appendix B for Access Requirements and Appendix
E for related legal references regarding exemptions from public mspection and copying.

GRS-1000.1102 reflects the relention and desposition requirements for the following records regandiess of their media, format, or mode of
transmissian. Duplicate reconds within the same agency that are used for specific legal, fiscal, or administrative purpases may be esher retained
using the retention requirement Bsted in this schedule or in accordance bo an internal palicy. Any copies of recards made only for convenience of
refarence ar informational purposes may be discarded when no longer needed unless othenwise directed through an internal policy. Duplicates or
copies of records shall not be retained longer than the ariginal records.

This General Record Schedule was approved on 3302008 by the Vermont State Archivist for use by all public agencies, Page 1 af &



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

Please reach out!

Megan Wheaton-Book
RIM Specialist Il

802-828-3897

sos.rim@vermont.gov
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