
VERMONT STATE ARCHIVES 

 
 

 
 

Authority 

 
Units 

Divisions 

 
Others who 

perform part 
of function  

 
 
Stakeholders

 
 

History 
 Authorizing of function 

o Legislation 
 Others who used to 

perform this function 
 Statutory requirements 

Recordkeeping Requirements
 Creation 
 Access 
 Content 
 Form 
 Quality 
 Retention 

LAWS 
RULES 

REGULATIONS

ACTIONS 
TASKS

INTEREST

LINKED 
ACTIVITIES

INTERACTIONS/ 
TRANSACTIONS 

INTERACTIONS/ 
TRANSACTIONS 

INTERACTIONS/
TRANSACTIONS

INTERACTIONS/ 
TRANSACTIONS 

FUNCTION

Information Sharing 
 Are those who are 

dependent on the 
function adequately 
informed 

 Are communication paths 
clear 

 Is information conveyed 
in a meaningful and 
useful way 

Risk Assessment 
 What activities carry a high risk 
 What transactions form these 

activities 
 Do the recordkeeping 

requirements match the need 

 
** UNITS/DIVISIONS: IDENTIFY THE UNITS AND DIVISIONS THAT CARRY 
OUT THE FUNCTION AND SPECIFIC ACTIONS (or ACTIVITIES) AND TASKS 
THAT ARE PERFORMED 
 
** INTERACTIONS/TRANSACTIONS: IDENTIFY THE INTERACTIONS AND 
TRANSACTIONS THAT GENERATE RECORDS 
 
** STAKEHOLDERS: IDENTIFY INTERNAL AND EXTERNAL STAKEHOLDERS 
WHO HAVE AN INTEREST IN THE FUNCTION OR A SPECIFIC ACTIVITY OR 
TASK UNDER THE FUNCTION AND THE NATURE OF THE INTEREST 
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