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Retention and Disposition of Records Policy

The following are the rules and regulations of The Richards Library Board of Trustees. They will be reviewed every 5 years or as needed reflect changes in laws, regulations, or Library operations. Any new or revised Retention and Disposition Schedule of New York Local Government Records will supersede previous versions.
PURPOSE
This policy establishes guidelines for the minimum retention length of time and proper disposition of The Richards Library’s records in accordance with the Retention and Disposition Schedule of New York Local Government Records. This ensures:
1. records are retained as long as needed for administration, legal and fiscal purposes;
2. state and federal record retention requirements are met;
3. records with enduring historical and other research value are identified and retained permanently; and
4. encourage and facilitate the systematic disposal of unneeded records.
The Richards Library is an association library, which means it is a nonprofit, privately governed library that serves the public and receives public funds. As such, not all rules governing municipal or public libraries apply. However, The Richards Library voluntarily follows appropriate record-keeping practices, including guidelines set by the New York State Archives and Education Department, where applicable.
This policy applies to all physical and electronic records created or received in the course of Library business, including those related to administration, operations, programs, personnel, and finances.
General Principles
1. Records Retention
Records shall be retained for the minimum periods recommended by the New York State Archives' Records Retention and Disposition Schedule LGS-1, where applicable, or as otherwise required by contracts, audits, grants, or legal counsel. This schedule covers the vast majority of records. 
For any record not listed the Library Director will contact the State Archives to determine if it is indeed covered by this Schedule and if a legal minimum retention period has been established. If not, the State Archives will consult with appropriate state and local officials and users of local government records and advise the Library on the disposition of the record. If the record is not covered by an item on this Schedule it must be retained until a revised edition of or addendum to the Schedule is issued containing an item covering the record in question and providing a minimum legal retention period for it.
The mere fact that a record is identified on this Schedule should not be interpreted as a requirement that the record must be created.
2. Disposition of Records
When records have reached the end of their retention period and are no longer needed for business, legal, or historical purposes, they will be disposed of in a secure and responsible manner. Disposition includes shredding, digital deletion, or other appropriate methods.
3. Historical or Archival Records
Records of historical value to The Richards Library or the greater Warrensburg community may be retained permanently in the Library archives, even if they are no longer required for operational purposes.
4. Records Created Before 1910
Disposition of records created before 1910 requires specific written approval from the State Archives, as required by Section 185.6 (c) of 8NYCRR, the Regulations of the Commissioner of Education. Certain records which would normally be disposable under this Schedule may need to be kept if created before 1910. Often these records have continuing historical or research value because: 
1) Other documentation no longer exists. Many earlier records were destroyed through natural disasters or through destruction by public officials prior to the passage of the first state statute in 1911 requiring the consent of the Commissioner of Education to the disposition of local public records; 
2) The volume and type of information contained in records have changed since the beginning of the 20th century. Older records often have more detailed and historically significant information than those produced today; 
3) Early records sometimes have intrinsic value beyond the information they contain. "Intrinsic value" refers to qualities, such as value for exhibits, association with significant events, and aesthetic value, which records may possess beyond merely the information they contain. 
Further information on identifying records with intrinsic value is provided in the State Archives' Publication No. 36, Intrinsic Value of Local Government Archival Records. Before disposing of any records created before 1910 the Library Director will contact the State Archives, to obtain disposition request forms. This requirement also applies to the disposition of original records predating 1910 which have been microfilmed. The State Archives will review each request and advise the local government on retention or disposition of the records.
Roles and Responsibilities
· The Library Director is responsible for ensuring compliance with this policy and maintaining a current retention schedule (see at end of policy).
· Library staff shall manage records in accordance with this policy.
· The Board of Trustees may authorize increased retention periods, especially for documents of legal, historical, or administrative importance.
Retention Schedule Reference
For categories of records and recommended retention periods, The Richards Library will use Schedule LGS-1 from the New York State Archives as a guiding reference, adapting it to fit the unique circumstances of an association library. A copy of the schedule can be found at: https://www.archives.nysed.gov/records/local-government-record-schedule/lgs-1-title-page 
The following is the Schedule for Libraries/Library Systems found at https://www.archives.nysed.gov/records/local-government-record-schedule/librarylibrary-system 
591. CO2 340, MU1 304, ED1 165, MI1 254 
Incorporation, chartering and registration records
RETENTION: PERMANENT 
592. CO2 341, MU1 305, ED1 158, MI1 255 
Accession records
RETENTION: 1 year after accessioning procedure becomes obsolete 
NOTE: Some libraries accession manuscripts, rare books and special collections, but not their general library holdings. In these cases, the accession records need to be retained only for the kinds of materials still accessioned. 
593. CO2 342, ED1 166, MI1 256 
Informational copies of records prepared by and received from public library system, including but not limited to directories, minutes, budgets and reports
RETENTION: 0 after superseded or obsolete 
596. CO2 343, MU1 307, ED1 159, MI1 257 
Borrowing or loaning records
RETENTION: 0 after no longer needed 
598. CO2 344, MU1 308, ED1 160, MI1 258 
Catalog of holdings
a. Manuscript or published catalog
RETENTION: PERMANENT
b. Continuously updated catalog
RETENTION: 0 after superseded or obsolete
599. CO2 345, MU1 309, ED1 161, MI1 259 
Individual title purchase requisition which has been filled or found to be unfillable
RETENTION: 1 year 
600. CO2 346, MU1 310, ED1 162, MI1 260 
Records documenting selection of books and other library materials
RETENTION: 0 after no longer needed 
601. CO2 347, MU1 311, ED1 163, MI1 261 
Library material censorship and complaint records, including evaluations by staff, patrons’ complaints and record of final decision
RETENTION: 6 years after last entry 
NOTE: Appraise these records for historical significance prior to disposition. Some Library censorship records deal with serious constitutional issues and may have value for future research. 
602. CO2 348, MU1 312, ED1 164, MI1 262 
Patron’s registration for use of rare, valuable or restricted non-circulating materials: RETENTION: 6 years
594. MU1 306, 
Directory of public library system and member libraries, prepared by public library system (member library's copy)
RETENTION: 0 after superseded or obsolete 
597. Interlibrary loan records, including requests to borrow or copy materials from other libraries, receipts for materials, copy logs, accounting records, and circulation records
a. When no copies of original materials are requested
RETENTION: 0 after no longer needed 
b. When copies of original materials are requested
RETENTION: 5 years after order is completed 
595. Library card application records
Retention: 3 years after card expires or inactive
603. Program and exhibit file documenting planning and implementation of programs, services and exhibits sponsored of co-sponsored by the library, including but not limited to photographs, sketches, worksheets, publicity, brochures, exhibit catalogs, inventory lists, loan agreements, correspondence, attendance sheets or registration forms, and parental consent forms.
a. Parental consent records
RETENTION: 6 years, or 3 years after child attains age 18, whichever is longer 
NOTE: Photo release records are covered under item no. 68 in General Administration section. 
b. Attendance sheets and registration forms, when no fee is charged
RETENTION: 0 after no longer needed 
c. All other records
RETENTION: 6 years after exhibit closed or program ended 
NOTE: Appraise these records for historical significance or value for collections documentation prior to disposition. Some of these records may have continuing value for historical or other research and should be retained permanently. Contact the State Archives for additional advice.
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