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Disposition Description Usage

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 retention 
requirements are met. If appraised as archival the record will be transferred to the State 
Archives or agency archives for permanent preservation and access. The disposition 
requirements below represent actions that an agency must take once a record has met its 
retention requirements (also see Retention Requirements and Appraisal Values in 
Handbook). 

Archives Retain indefinitely. These records are 
eligible for transfer to the State Archives 
or agency archives.

Assigned to records that have been 
appraised as having archival value and are 
therefore permanent records.

Confirm Confirm disposition with the Vermont 
State Archives and Records 
Administration after retention 
requirement has been met.

Assigned to records that are maintained in 
a centralized database or information 
system or are appraised as conditional 
archival.

Destroy (General) Destroy by recycling or deleting the 
record.

Assigned to records that have been 
appraised as non-archival and are not 
exempt from public access. Agency 
discretion advised for general record 
schedules.

Destroy (Shred) Destroy by shredding (includes 
electronic shredding).

Assigned to records that have been 
appraised as non-archival and are exempt 
from public access or contain sensitive 
information.

Unappraised Default value for records that have not 
been appraised.

Assigned to records that have not been 
appraised and do not yet have retention or 
disposition requirements.

Weed Separate temporary records from 
archival records in accordance with the 
approved records schedule.

Assigned to records that have been 
appraised as conditional archival. Upon 
weeding the temporary records from the 
archival records, transfer archival records 
to the Archives.

ARCHIVES AND RECORDS MANAGEMENT HANDBOOK  Last Revised: 1/5/2011


