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RECORDSRETENTION AND DISPOSITION SCHEDULE
Library, Indiana State

Agency: Library, Indiana State

Division:

ITEM| RECORD TITLE/DESCRIPTION RETENTION PERIOD
NO.| SERIES (This Retention Schedule is approved on a space-available basis)

1|2002- 07 STATEMENT OF COWPLI ANCE W TH STANDARDS DELETE i ndi vi dual reports after three (3)
Public libraries are required to file this report with the | years. TRANSFER one (1) copy of cunulative
I ndiana State Library yearly under 590 | AC 6-1-4(0). report to the | NDI ANA ARCHI VES for
Information fromindividual reports is conpiled into a permanent archival retention. RETAIN
cunul ative report. el ectronic version of cunulative report

permanently in agency due to agency need.

2(2002- 09 PUBLI C LI BRARY ANNUAL REPORT SUPPLEMENT DELETE i ndi vidual reports after five (5)
Survey on selected topics sent as a supplenent to the years. TRANSFER one (1) copy of cunulative
PUBLI C LI BRARY ANNUAL REPORT (RS 2002-08). Questions change | report annually to | NDI ANA ARCHI VES, for
yearly. Information fromindividual reports is conpiled EVALUATI ON, SAMPLI NG, and VEEDI NG pur suant
into a cunmul ative report. to archival principles. RETAIN el ectronic

version of cunulative report pernmanently in
agency due to agency need.

3[2013-13 LI BRARI AN CERTI FI CATI ON FOLDERS TRANSFER to the | NDI ANA ARCHI VES, for
Fol ders typically contain an application, supporting EVALUATI ON, SAMPLI NG or WEEDI NG pursuant to
docunents, and any correspondence. archival principles after fifty (50) years

or the lapse of certification, whichever
occurs earlier.

412002- 03 WORKSHOP REGQ STRATI ON FORMS DELETE registration information after
Used to electronically register for workshops hosted by the | workshop has been conpl et ed.

State Library.

5(/2002-04 |[WORKSHOP EVALUATI ON AND ATTENDANCE FORMS DELETE after five (5) years.
Conpl eted by attendees of State Library workshops.

6[2002- 05 I NTERNET SERVI CE APPLI CATI ONS DESTROY after five (5) years.
Applications frompublic libraries for federal support of
internet service; the processing of these applications is
outsourced to a vendor who handles all further interaction
between the libraries and the federal governnment. No funds
are received or handled by the State Library.

712002- 08 I NDI ANA PUBLI C LI BRARY ANNUAL REPORT TRANSFER one (1) copy of each report
Public libraries are required to file this report with the |annually to the | NDI ANA ARCH VES, for
Indiana State Library yearly under |C 4-23-7.1-22. Includes | EVALUATI ON, SAMPLI NG, and WEEDI NG pur suant
statistics and library information, including staff salary |to archival principles. RETAIN original
dat a. el ectronic reports permanently in agency

due to agency need.

8[2002- 10 PUBLI C LI BRARY ACCESS CARD STATI STI CS DELETE i ndi vidual reports after three (3)
Annual report filed with the Indiana State Library by each | years. TRANSFER one (1) copy of cunul ative
public library, of |oans made to citizens using the Public report to | NDI ANA ARCHI VES, for EVALUATI ON,
Li brary Access Card. Information fromindividual reports is | SAMPLING and WEEDI NG pursuant to archival
conpiled into a cunul ative report. princi ples. RETAIN el ectronic version of

cunul ative report permanently in agency due
to agency need.

9[2002- 11 LI BRARY DEVELOPMENT OFFI CE SURVEYS DELETE i ndi vi dual surveys after three (3)
One-time surveys conducted on an as-needed basis with years. TRANSFER one (1) copy of cunul ative
Indiana libraries, on a variety of subjects. Infornation report to | NDI ANA ARCHI VES, for EVALUATI ON,
fromindividual surveys is conpiled into a cunul ative SAMPLI NG, and WEEDI NG pursuant to archival
report. principles. RETAIN el ectronic version of

cunul ative report pernanently in agency due
to agency need.
10|2013-06 LI BRARY SERVI CES AND CONSTRUCTI ON ACT PROJECT FI LES TRANSFER to the | NDI ANA ARCHI VES for

This file includes copies of applications, annual prograns,
eval uations, actual expenditure reports, program nenos and
various related notes. Pursuant to the Institute of Miseum
and Library Sciences, citing 20 U. S.C. 355(b), "Federal
interest is attributable to all state projects funded in
part by Title Il for a period of 20 years after the

conpl etion of those projects.”

EVALUATI ON, SAMPLI NG or WEEDI NG pursuant to
archival principles, twenty (20) years
after conpletion of particular grant

project and after recei pt of STATE BOARD OF
ACCOUNTS Audit Report and satisfaction of
unsettl ed charges.
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11]2013-07 PUBLI C G FTS AND AGREEMENTS TRANSFER one (1) copy for each gift to the
The record contains descriptions of collections and gifts I NDI ANA ARCHI VES f or EVALUATI ON, SAMPLI NG
of material and agreenents with other agencies. Retention or VEEDI NG pursuant to archival principles,
based on | C 34-13-1-1. ten (10) years after the end of the

cal endar year of the gift agreenment and
after recei pt of STATE BOARD OF ACCOUNTS
Audit Report and satisfaction of unsettled
charges. RETAIN original electronic version
permanently in agency due to agency need.

12{2013- 08 PRI VATE DONOR | NFORMATI ON TRANSFER one (1) copy for each gift to the
Cards and ot her docunentation of patrons who give naterial I NDI ANA ARCHI VES f or EVALUATI O\, SAMPLI NG
about Indiana to the Indiana State Library. D sclosure of or VEEDI NG pursuant to archival principles,
these records nay be subject to IC 5-14-3-4(b) (16). ten (10) years after the end of the

cal endar year in which the gift was

recei ved and after recei pt of STATE BOARD
OF ACCOUNTS Audit Report and satisfaction
of unsettled charges. RETAIN origi nal

el ectronic version pernmanently in agency
due to agency need.

13|2013-09 |[GRANTS TRANSFER to the | NDI ANA ARCHI VES, for
The file has information pertaining to various grants EVALUATI ON, SAMPLI NG or WEEDI NG pursuant to
received and the source. The grant administrator also has a | archival principles; ten (10) years after
record of the grant. Retention based on | C 34-13-1-1. conpl etion of the grant period and after

recei pt of STATE BOARD OF ACCOUNTS Audi t
Report and satisfaction of unsettled
char ges.

1412013- 10 | NDEXES, SHELF LI STS, AUTHORI TY AND ACQUI SI TI ON FI LES TRANSFER to the | NDI ANA ARCHI VES, on
Al'l indexes, subject guides, acquisition informati on and | egislative dissolution of the | ND ANA
related col l ecti on managenent materials for Indiana State STATE LI BRARY.

Li brary hol dings and historical reference services,
including but not limted to biographical, periodical,

pi cture, broadside, manuscript, mcrofilm nusic, map and
scrapbook col |l ecti ons.

15]|2013-11 PATRON REG STERS DELETE two (2) years after the end of the
Di scl osure of these records may be subject to IC registration year.
5-14-3-4(b) (16)(A).

162013-12 LOAN RECORDS - | NTER- LI BRARY DELETE two (2) years after the end of the
Inter-library | oan sheets fromlibraries requesting cal endar year of the request.
informati on, and in/out |ogs used as a control.

1712020- 03 LI BRARY EDUCATI ON UNI T PROVI DER APPLI CATI ONS DESTROY six (6) years after approval.

Subnmitted by |libraries, organizations, and individuals who
are presenting workshops for which library staff wll
receive Library Education Units to maintain their
certification status. Workshop approvals expire after two
(2) years; total retention based on five (5) year
certification cycle for audit purposes.
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