VL.

TOWN OF MENDON
RECORDS MANAGEMENT & RETENTION POLICY

PURPOSE

All public agencies in Vermont are responsible for creating, managing, and disposing of
records in accordance with state and federal laws and regulations. This policy ensures

that all Town of Mendon (“Town”) officials and employees conform with and are aware

of these regulations and sets a destruction schedule for certain records in compliance

with the law.

SCOPE

The Town’s public records are 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.”

POLICY STATEMENT

Itis the policy of the Town to comply with 1 V.S.A. Chapter 5, Subchapter 3 (Vermont’s
“Public Records Act”). All written or recorded information, regardless of physical form
or characteristics, which is produced or acquired in the normal course of town
business, shall be managed in accordance with the Record Retention Schedule below.

APPLICABLE LAWS, STANDARDS, AND PROCEDURES

a. 1V.5.A88315-320: Access to Public Records, including V.S.A. § 317A: Management
of Public Records

b. 3V.S.A.§8117: Vermont State Archives and Records Administration

c. 3V.S.A.8218: Agency/Department Records Management Program

d. Archives and Records Management Standards and Best Practices
https://sos.vermont.gov/vsara/manage/information-governance/standards/

GENERAL RECORD SCHEDULES and DISPOSITION ORDERS

Vermont State Archives & Records Administration’s (VSARA) General Record
Schedules (GRS) shall govern the Town’s 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continue to be used until superseded by GRS.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 VSARA has yet to issue
a GRS to define the retention period. Records falling into these categories will be
retained until a ruling has been made.

RECORDS MANAGEMENT GUIDELINE

1. Onan annual basis, beginning on July 1, 2025 and every July thereafter, the Town
will review and dispose of any records that have been completed, closed,
expired, or superseded as specified in the Record Retention Schedule

Town of Mendon

Record Management and Retention Policy
As Adopted May 14, 2025

Page 1 of 13



(Attachment A), that have not already been disposed of pursuant to this policy,
provided that:

a. Therecord has been authorized for destruction through a GRS or DO and
the minimum retention requirement for the record, as stated in the
applicable GRS or DO, has been fully met.

b. Any additional retention requirement adopted by the Town and included
in this policy has been fully met.

c. Records not yet covered by a GRS or DO will not be destroyed and will be
retained by the Town.

2. Onamonthly basis, the Town’s employees and officials shall review all
transitory records in their custody and dispose of any obsolete record according
to the schedule set forth in Attachment A.

3. Not more than on a quarterly basis, the Town Clerk may require Town officials
and/or employees to transfer any Town record in their custody to the Town Clerk
for ongoing retention and access, in accordance with the schedule set forth in
Attachment A. Town employees and officials shall comply promptly with such
requests.

4. Documents may be scanned for ease of access, but this is not considered
permanent retention unless provision is made by the Town to transfer files to
future file formats.

Vil. TRANSITION AND EFFECT
To bring the Town of Mendon into compliance with this policy, an internal review and
subsequent destruction of records as authorized by this policy will take place
beginningin July 2025. This Policy supplants any Record Retention Policy or practices in
existence prior to its effective date. All earlier revisions of this document are
superseded by this revision. This policy is effective as of the date of its adoption.

Adopted by the Town of Mendon Select Board on this ‘ day of /\/ (i% , 2025.
YN i

Megan Smith

= T

Sarah Buxton
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