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As requested by Rep. Weed, a general overview of record schedules governing the life cycle
management, retention and disposition of public records as issued by the Vermont State Archives
and Records Administration and approved by the State Archivist is provided below.

Each record schedule is developed through a formalized appraisal process in collaboration with
the public agency (or public agencies) that produce and/or acquire the records listed on the
schedule during the regular course of business.

Record Schedules: Standard Features and Standard Terminology with Definitions

Appraisal related data are gathered, analyzed, and reported through a system called the
Vermont Functional Classification System or VCLAS. While there are many different datasets
and reports provided through VCLAS, these are examples of the published report version of
Vermont record schedules (as issued).

STATE OF VERMONT SPECIFIC RECORD SCHEDULE i Vermont State Archives and Records Administration

et a B Title page identifies the public agency issued
NGB 8P RGO SCHEDULE FOR: e G O the schedule and statements of:

Authority

Scope

Use

Exemptions
Retention
(Schedule) Adoption

SourwnE

———— Appraisal Values are listed in Appendix A.
Appendix A: Appraisal Values Public records are appraised as one of the

An sppraise! vakus establishes the usefubess or importance of 8 record after I arighel purpose hes passed. The vekue of 8 record also fo I I owina:
dictates how it must be disposed after retention requirements are met (also see "Retention Requirements®). The appraisal values below .
represent categories of vaiues that may be assigned to records following the record appraisal process. See “Vermont Archival Records” in the
Archives and Records Management Handbook for conditions a record must meet to be appraised as “archival.”

1 Conditional Archival

2. Permanent (Archival)

3. Temporary (Administrative)
4 Temporary (Legal)

Appraisal Value Description

Conditional Archival Records may have archival value.

Permanent (Archival) Records have archival vakue
Temporary Records have temporary administrative value
Temporary (Logal) Records have temporary legal value.

Unappraised Defauit value for records that have nol been appraised.



https://www.sec.state.vt.us/media/852606/municipalclerks_approvedrecordschedule.pdf
https://www.sec.state.vt.us/media/27837/AppraisalValues.pdf
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STATE OF VERMONT SPECIFIC RECORD SCHEDULE

Public Access Requirements are listed in
Appendix B. Public records are classified as
one of the following:

Appendix B: Public Access Requirements

A public access requirement is the availsbility of a record for public use and inspection pursuant to 1 V.S.A. § § 315-320. Unless exempt from
public inspection and copying pursuant to 1 V.S.A. § 317, records are expected to be promptly produced for public inspection upon request.
Public agencies shallfollow the procedure outined in 1 V.S.A. § 318. The access requirements below represent actions agencies must take:
‘based on specific laws associated with the accessibilty of their records. With general record schedules, the defauit requirement s always
REVIEW unless it is clear that certain records or information within a record are exempt from public use and inspection pursuant to 1 V.SA. §

317. Agencies using general record schedules should defer to their internal policies for specific access requirements.

Access

Description

Usage

Exempt

General

Redact

Review

Records shall not be provided for free and open
examination pursuant to 1 V.5.A. §§ 315-320.

Records may be provided for free and open examination
pursuant to 1V.5.A. §§ 315-320

Records contain specific information that shall not be
provided for free and open examination pursuant to 1V/.S.A.

§§315-320

Records may be provided for free and open examination
pursuant to 1V.S.A. §§ 315-320 but not always. Default
value for general schedules, which require agencies to
establish internal policies.

Assigned to records that are wholly exempt from
ublc use and nspecon pursuant o 1 V.54
317,

Assigned to records that are not exempt from public
inspection and copying pursuant o 1 V.S.A. § 317.

Assigned to records that contain specific
information that is exempt from public inspection
and copying pursuant to 1 V.SA. § 317 and require
exempt information to be redacted from the records
prior (o public use, inspection andlor copying.

Assigned to records that are generally not exempt

fram public nspection and copying pursuant o 1
in imited circumstances, may be

excle kel evicwandior poly 1 edued

STATE OF VERMONT SPECIFIC RECORD SCHEDULE

Appendix C: Retention Requirements

A rotnon requrement i the length oftime @ record must be retained by an egency belore k mey be deslmmo/ faoetared o e State

Archives or an agency archives (aiso see "Dispositior ). The retention vents or trggers that
couse records o moe bom an sctve i acie stae. An svent-i5 6 1.8 $peci o requremont. Lo, Hetain Untl Colondar Yoar Ends”
PLUS 3 Years

Retention

ription

Usage 1

Audt Complete

Cabendar Year Ends

Completed/Closed

Expired

Fiscal Year Ends

Life of Asset Ends

Obsolete

Superseded

Retain untd an audit or verification is complete.

Retain untd the end of the calendar year.

Retain untd the activity or process supporied by the record
s completed

Retain untl the conditions or requirements supported by
the record are satisfied and no further action is needed.

Retain untd the end of the fiscal year

Retain for the lfe of the person, structure, object.
‘organization, etc. that is the subject of the record.

Retain untd the rocord is no longer needed and s valusless.

Retain untl the record is superseded, updated, or revised

Assigned to records that are actively used or
needed unt the information contained therein has
boen audited or versied

Assigned to records that are acively used or
needed untl the end of the calendar year

Assigned to records that are actively used or
needed unt the activty s formaly completed,
closed, or finaized (inchides appeals)

Assigned to records that are actively used or
needed untl the condtions or requirements are
satisfied and compiete.

Assigned to records that are actively used or
needed untilthe end of the fiscal year

Assighed to records that are actively used or
needed for the ife of person, structure, object
organization, elc.

Assigned to records that have sméed
administrative value and may be purged when they
o longer have any adminisirative value. Agency
must develop nternal policy Mhat states when
records o longer have administrative value.

Assigned 1o rscords that il be superseded
updated, of revi
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Appendix D: Disposition Requirements

A disposition requirement is how an agency must dispose of a record from its legal custody once retention requirements have been met.
Disposition is based on the record's appraisal value. If the record has been appraised as non-archival it will be destroyed after wetion
requirements are met. if appraised as archival the record wil be transferred to the State Archives or agency archives for permaner

preservation and access. The disposition requirements beiow represent actions that an agency must take once a record has met e retntion

requirements
Dispositior Description Usage
Archives Retain permanently These records are ehgtle for ransfer Assigned 1o records that have been appraised as
1o the State Archives or agency archives having archival value and aro theroforo pormanent
recorcs
Cofiem Confirm dispostion with the Vermont State Archives and signed to records that are maintained i a
Records Admavstration afte retenton requrement has centralzed database or information system or are
baen met. appraised as conditonal archival
Destroy (General) Destroy by recycling or deleting the record. Assigned to records that have been apprarsed as
non-archival and are not exempt from pubic
sccess. Agency dsscretion advised for general
record schedues
Destroy (Shred) Destroy by shredding (includes electronic shvedding) Assigned 10 records that have been sppraised as
non-archival and are exempt from public access of
contain sensitve informaton
Unapprarsed Defaut valus for records that have not bean appraised. Assigned 1o records that have not been appraised
nd 0o not yet have relention or dispostion
requirements
Weed Separate records thal meet the condions of a “Vermont

Avchival Record” from those that do not (temporary).

Assigned to records that have been appraised as
conaiional archival. Upon weeding the lemporary

records from the archival recards, transfer archival
records to Archives and destroy temporary records,
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1.
2.
3.
4

Exempt
General
Redact

Review

Retention Requirements are listed in

Appendix C. Public records move from
active to inactive status based on one of the
following:

ONOoO U WNE

Audit Complete
Calendar Year Ends
Completed/Closed
Expired

Fiscal Year Ends
Life of Asset Ends
Obsolete
Superseded

Disposition Requirements are listed in

Appendix D. Based on appraisal value and
legal requirements, the disposition of public
records is one of the following:

OAWN PP

Archives

Confirm

Destroy (General)
Destroy (Shred)
Weed


https://www.sec.state.vt.us/media/27840/PublicAccessRequirements.pdf
https://www.sec.state.vt.us/media/27846/RetentionRequirements.pdf
https://www.sec.state.vt.us/media/27843/DispositionRequirements.pdf
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AT Mo s om0 seneous Legal References are listed in Appendix
o bt wesainaits — E. All legal recordkeeping requirements
e O A S A e et e associated with the public records listed in
S . the schedule are cited here and include:
s - - 1.  Vermont Statutes Annotated
- - 2. Code of Vermont Rules
P — —— 3. Vermont Court Rules Annotated
e . " 4.  Executive Orders
oyl K 5. Court Administrative Orders
aaise 6.  Administrative Bulletins
bhomp e 7.  Code of Federal Regulations
— 8.  United State Code
9. OMB Circulars

Record Schedules: Life Cycle Management, Retention and Disposition

All schedules are based on the business functions assigned in statutes to specific public agencies.
The beginning of each schedule provides: (1) scope; (2) classification (critical for electronic
records management); (3) retention summary; and (4) public access.

The scope of the schedule below is the public agency business function of: registering voters.

Voter: Defined in 17 V.S.A. § 2103 as an individual who is “qualified to vote in an
election in this state or a political subdivision of this state.”

e Reqistering: Defined in the American Heritage Dictionary of the English Language, 4th

edition, published by Houghton Mifflin Company as “tasks associated with the formal or
official recording of items, names, or actions.”

STATE OF VERMONT SPECIFIC RECORD SCHEDULE

SRS-1319.1109: Voter Registration Records

registering of persons qualified to vote in an election in this State or a political subdivision of this State.

Cl

SRS5-1319.1109: This schedule is reserved for recorded evidence of activities and transactions that relate to or affect, in a specific manner, the

assification: Voters (Registering)

Retention: Applications and decisions to decline to register to vote shall be retained until the general election for which they were used is complete or the

decision to decline is received, plus four (4) years, then destroyed.

For minutes of public meetings related to voter registration use the retention requirerments for Minutes in GRS-1000.1102 (Adminstrative Policy)
and retain permanently.

Other records shall be retained as specified in this schedule with the exception of transitory records. Transitory records created or received as
part of the voter registration process may be weeded as appropriate in accordance with SRS-1714.1000 (Municipal Clerk's Transitory Records).

Public Access: Redact



https://www.sec.state.vt.us/archives-records/records-management/standards-best-practices/classification-(vclas)/vclas-domains.aspx
https://www.sec.state.vt.us/archives-records/records-management/standards-best-practices/classification-(vclas)/vclas-activities.aspx
https://www.sec.state.vt.us/media/852606/municipalclerks_approvedrecordschedule.pdf
https://www.sec.state.vt.us/media/852606/municipalclerks_approvedrecordschedule.pdf
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Below the scope, every category/type of record produced or acquired in the course of agency
business is listed with their specific recordkeeping requirements is listed. Each Record
Category/Type contains the following recordkeeping information:

oakrwdE

Standard term for Record Category/Type (critical for electronic records management)
Applicability and Use (within the context of the business function, e.g. registering voters)
Appraised Value
Retention Requirement (plus amount of time record must be retained before being disposed)
Disposition Requirement
Public Access Requirement

SPECIFIC RECORDKEEPING REQUIREMENTS for SRS-1319.1109 (see APPENDIX E for related legal references)

Record Category/Type:
SRS-1319.1100.8
Applications

Public Access: Exempt

Applicability/Use:

Use for completed voler registration applications and caths or

Appraised Value:
Temporary (Legal)

affirmations. Includes written notices of intent to apply and
applications submitted by or through the Department of Motor
‘Vehicles or voler registration agencies on which individuals
declined to register.

Retention/Disposition:
RETAIN UNTIL: Completed/Closed
PLUS: 4 Year(s)

THEN: Destroy (Shred)

SR5-1319.1109.133
Decisions
Public Access: General

Use for written decigions related to voter registration. Includes

Temporary (Legal)

town clerk's and the Board of Civil Authority's voter renewal
decisions. For decisions on voter registration that are in formal
written minutes of the Board of Civil Autherity, use the retention

requirements for Minutes in GRS-1000.1102 {Administrative
Policy Records).

RETAIN UNTIL: Completed/Closed
PLUS: 2 Year(s)
THEMN: Destroy (General)

5R5-1313.1109.50
MNotices, Legal
Public Accass: General

Use for evidence of official written notices or wamings. Includes

Temporary (Legal)

proof of challenge letters, certificates of service and certified

mail receipts.

RETAIN UNTIL: Completed/Closed
PLUS: 4 Year(s)
THEN: Destroy {General)

All legal recordkeeping requirements are fully documented and available in VCLAS.

Applications, within the context of registering voters, has more than 20 legal recordkeeping
requirements that were reviewed under the formal appraisal process and are now associated with
this record schedule.

grylnventory

rtTerm

ST

stDescriptor

IgNotes

Applications|11 CFR 9428.4

Contents [related to
national mail voter
registration form]

"(b) Additional information required by the Act. (42
U.S.C. 1973gg-7(b) (2) and (4)). The form shall also:

(6) State that if an applicant declines to register to vote,
the fact that the applicant has declined to register will
remain confidential and will be used only for voter

registration purposes; and

(7) State that if an applicant does register to vote, the
office at which the applicant submits a voter registration
application will remain confidential and will be used only

for voter registration purposes.”



https://www.sec.state.vt.us/archives-records/records-management/standards-best-practices/classification-(vclas)/vclas-record-types.aspx
https://www.sec.state.vt.us/media/27837/AppraisalValues.pdf
https://www.sec.state.vt.us/media/27846/RetentionRequirements.pdf
https://www.sec.state.vt.us/media/27843/DispositionRequirements.pdf
https://www.sec.state.vt.us/media/27840/PublicAccessRequirements.pdf
https://www.gpo.gov/fdsys/pkg/CFR-2010-title11-vol1/pdf/CFR-2010-title11-vol1-sec9428-4.pdf
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grylnventory

rtTerm

ST

stDescriptor

IgNotes

Applications

17V.S.A. 82124

\oter's oath or
affirmation; how
administered

"(c) At a minimum, the town clerk shall keep the
completed applications for addition to the checklist, or an
electronic copy thereof, through the end of the general
election cycle that follows the one in which the
application was received. The town clerk shall verify,
upon request, that a voter has been given the oath or
affirmation.”

Applications

17 V.S.A. 8§ 2144a

Registration [related
to persons eligible to
vote]

"...(1) Simultaneously with his or her application for, or
renewal of, a motor vehicle driver's license or nondriver
identification card as provided in section 2145a of this
chapter.

(2) By completing a voter registration application at a
voter registration agency.

(3) By delivering, during regular hours, or mailing a
completed application form to the office of the clerk of
the town in which the applicant claims to be a resident.

(4) By completing a voter registration application and
delivering it to the presiding officer before the close of the
polls at the polling place of the town in which the person
seeks to register."

Applications

17 V.S.A. § 2144b

Additions to
checklist by town
clerk

" (a) (1) A town clerk shall review all applications to the
voter checklist and shall approve those applications that
meet the requirements of this chapter..."

Applications

17 V.S.A. § 2145

Application forms

"(a) The voter registration application shall be in the form
approved by the federal election commission or by the
secretary of state. The application form approved by the

secretary shall include..."

Etc....

All schedules are published online: https://www.sec.state.vt.us/archives-records/records-
management/records-retention.aspx

Legal recordkeeping requirements (by public agency and regardless of schedule) are also online:
https://www.sec.state.vt.us/archives-records/records-management/legal-

requirements/recordkeeping-database.aspx



https://legislature.vermont.gov/statutes/section/17/043/02124
https://legislature.vermont.gov/statutes/section/17/043/02144a
https://legislature.vermont.gov/statutes/section/17/043/02144b
https://legislature.vermont.gov/statutes/section/17/043/02145
https://www.sec.state.vt.us/archives-records/records-management/records-retention.aspx
https://www.sec.state.vt.us/archives-records/records-management/records-retention.aspx
https://www.sec.state.vt.us/archives-records/records-management/legal-requirements/recordkeeping-database.aspx
https://www.sec.state.vt.us/archives-records/records-management/legal-requirements/recordkeeping-database.aspx

