TOWN OF MIDDLESEX
TOWN RECORDS MANAGEMENT POLICY
L. PURPOSE
All Vermont public agencies are responsible for creating, managing and disposing
records in accordance with State and Federal laws and regulations. This policy is to
ensure that all Town of Middlesex employees conform to and are aware of those
mandates.

I1. SCOPE
All Town of Middlesex records are public records defined by 1 V.S.A. § 317 as: “any
written or recorded information, regardless of physical form or characteristics, which
is produced or acquired in the course of public agency business.”

III.  POLICY STATEMENT
It is the policy of the Town of Middlesex (referred to as the “Town™) to comply with
1 V.5.A. Chapter 5, Subchapter 3 (referred to as “Vermont’s Public Records Laws™).
All written or recorded information, regardless of physical form or characteristics,
which is produced or acquired in the course of Town business shall be managed in

accordance with the Vermont State Archives & Records Administration’s General
Records Schedules. (GRS).

IV.  UNIFORM LAWS, STANDARDS, AND PROCEDURES
a. 1 V.S.A §§315-320: Access to Public Records, including V.S.A. § 317A:

Disposition of Public Records
https://www.sec.state.vt.us/media/2 7740/PublicRecordsLaw.pdf
3 V.S.A. § 117: Vermont State Archives and Records Administration
http:/flegislature. vermont.gov/statutes/section/03/005/00117
3 V.S.A. § 218: Agency/Department Records Management Program
hitp://law.justia.com/codes/vermont/2012/title03/chapter9/section218
f.  Archives and Records Management Handbook

https://www.sec.state.vt.us/archives-records/records-management/handbook.aspx

oo o

V. GENERAL RECORD SCHEDULES and DISPOSITION ORDERS
Vermont State Archives & Records Administration’s General Record Schedules
(GRS) shall govern the management of records, specifically access, retention, and
disposition. In limited circumstances, Disposition Orders (DO) may continue to be
used until superseded by GRS.
In a few instances the Vermont State Archives & Records Administration has yet to
issue a GRS to define the retention period. These documents will be retained until a
ruling has been made.

Vi. TRANSITORY RECORDS
Transitory records created or received as part of the daily operations of the Middlesex
Town Offices will be culled as appropriate in accordance with GRS-1000.1000
{Transitory Records).

04/25/2017



VII. REFERENCES

The following references are used for determining the record retention schedule: Disposition
Order (DO), State of Vermont Agency of Administration, Public Record Division, State of
Vermont General Record Schedule (GRS) and Vermont State Archives & Records
Administration, and the Environmental Protection Agency.

e DO-9771 Al Municipal Treasurers
https://www.sec.state. vt.us/media/458869/DO MunicipalTreasurers.pdf

e GRS-1000.1000 Transitory Records
hitps://www.sec.state.vi.us/media/66866/GRS-10001000 TransitoryRecords.pdf

¢ (GRS-1000.1002 Accounting Records

hitps://www.sec. state.vt.us/media/66914/GRS-10001002 Accounting. pdf

¢ GRS-1000.1102 Administrative Policy
https://www.sec.state.w.us/media/6691 1/GRS-10001102 Administrating.pdf

¢ GRS-1000.1103 Operational / Managerial Records
- https:/f'www.sec.state.vi.us/media/66878/GRS-10001103 Managing.pdf

e (GRS-1009-1103 Payroll Management Records
https://www.sec.state. vt.us/media/66875/GRS-10091 103 PavrollRecords.pdf

e (GRS-1254.1114 Land Acquisition Records
hitps://www.sec.state. vi.us/imedia/66860/GRS_ Statel ands.pdf

e (GRS-1304.1103 Personnel Files .
htips:/fwww.sec.state. vi.us/media/66872/GRS-13041 103 ManagingEmployees.pdf

e  GRS-1601-1119 Infrastructure Construction Records
https://www.sec.state, vt.us/media/790793/grs infrastructure. pdf

¢ Environmental Protection Agency, 40 CFR, Part 141.33, Subpart D, Record
Maintenance
https://www.gpo.gov/fdsys/pkg/CFR-2011-title40-vol23/pdf/CFR-201 1 -title40-
vol23-sec141-33.pdf
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Reviewed and approved as a duly warned agenda item by the Middlesex Select Board
i jarly scheduled meeting on April 25, 2017:

Peter O. Hood, Chalr

Mary Just Skinner, Vice Chair
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THE MIDDLESEX SELECT BOARD

I attest that the above policy was received and recorded in the Middlesex Town
Records on April 26, 2017.

‘ZJ »A’V 1,«(/(,«.“._—-‘

Carah Memman Town Clerk/Select Board Assistant
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