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	This consolidated schedule encompasses the original schedule approved January 12, 1983; subsequent amendments approved April 13, 1983, July 13, 1983, October 12, 1983, October 17, 1984, January 16, 1985, August 9, 1985, July 6, 1986, January 14, 1987 January 13, 1988, April 13, 1988, July 13, 1988, October 12, 1988, December 7, 1988, April 12, 1989, July 12, 1989, October 11, 1989, January 17, 1990, October 17, 1990, January 16, 1991, October 16, 1991,  April 15, 1992, October 14, 1992, July 14, 1993, October 16, 1996, January 22, 2004, July 22, 2004, October 29, 2009, January 27, 2011, January 22, 2015, January 23, 2020, April 22, 2021, April 27, 2023, and January 25, 2024; two "Repeal and Replace" documents dated October 15, 1986 and January 14, 1987; and an Archives and Records Commission resolution dated April 15, 1987.  Series 5‑6, 5‑7, and 7‑5 have been deleted because they are duplicated in other series.

Convenience or Reference Copies

	Copies of records created for the user’s convenience may be destroyed when they are no longer required for administrative purposes. Access restrictions, if any, apply to copies and originals alike.  It is not necessary to request approval for destruction of convenience copies of records.

Record Format

	Individual agencies, boards, commissions, and institutions shall maintain individual record series in the most efficient and cost-effective format consistent with sound records management principles, state and federal laws, rules and regulations, court decisions, and their individual records keeping needs.`ph
 
	If statutory provisions, court decisions, Code of Federal Regulations (CFR), Oklahoma Rules and Regulations adopted in accordance with the Administrative Procedures Act (75 O.S. §250 et seq.), or other state and federal regulations mandate retention periods longer than those stipulated in this Schedule or require that records be retained in hard copy or other format, the applicable statutes, court decisions, CFR, or other state and federal regulations shall govern the retention periods and formats of the records.

	Information regarding requirements for specific record formats is located in the Introduction to the General Records Disposition Schedule for State Agencies, Boards and Commissions, which can be found at the Oklahoma Department of Libraries website.

	All records, including temporary and permanent records, may be stored at the State Records Center, located at 426 E. Hill Street. For information regarding charges for these services, contact the Oklahoma Department of Libraries State Records Center.

Director's Office

1‑1	Administrative Subject File  deleted from schedule, July 14, 1993


1‑2	Employee Health Insurance File   (Refer to General Records Disposition Schedule, Series 3‑16)


1‑3	Personnel Files (Active)   (Refer to General Records Disposition Schedule, Series 3‑1A)


1‑4	Personnel Files (Inactive)   (Refer to General Records Disposition Schedule, Series 3‑1C and 3-1D)


1‑5	Director's Correspondence   (Refer to General Records Disposition Schedule, Series 1‑3A)


1‑6	Library Board Files

	Description:	Material relating to ODL Board, including appointments, minutes and attachments, and correspondence.

	Disposition:	Retain in office two (2) years, then transfer to the State Archives for permanent preservation.
		Language Correction April 15, 1987


1‑7	Arts and Humanities Council, Secretary's File   Deleted from Schedule April 13, 1988


1‑8	ODL Board Files (Library Services and Construction Act)

	Description:	File contains copies of Minutes and other Board actions pertaining to administration of the LSCA Program.

	Disposition:	Retain in office until no longer required for administrative purposes, then transfer to State Archives for permanent preservation.
		[Formerly Series 3‑13]
		Added July 13, 1988

Director's Office   

1‑9	SOURCE File	transferred to series 15-4, July 14, 1993


1‑10	Publicity Files of ODL Board Members (PIO)

	Description:	Biographical sketches, photographs, news clippings, and copies of relevant correspondence on ODL board members.

	Volume:	less than 1 cubic foot per year

	Disposition:	Retain in office until no longer required for administrative purposes, then destroy.
		Added July 13, 1988


1-11	Questionnaire File

	Description:	Files contain questionnaires received by the Department of Libraries from other agencies, various associations, and those compiling directories and other publications.

	Volume:	less than 1 cubic foot per year

	Disposition:	Maintain current and preceding four (4) year's questionnaires in Director's Office and destroy all others.
		[Formerly Series 3-8]
		Added July 14, 1993


1-12	Library Services and Construction Act Advisory Council Files

	Description:	Files contain correspondence and allied documents pertaining to the administration of and appointments to the Library Services and Construction Act Advisory Council.

	Volume:	less than 1 cubic foot per year

	Disposition:	Retain in office until no longer required for administrative purposes, then transfer to the State Archives for permanent preservation.
		[Formerly Series 3-11 and 3-12]
		Added July 14, 1993


Fiscal Services

No record listed in this schedule shall be destroyed unless:  (1) it has been audited (if subject to audit) and the state audit report has been issued, and (2) it has met federal retention requirements (if applicable).


2‑1	Accounting Reports

	Description:	Cumulative monthly internal accounting reports by branch and division showing expenditures by object.  Not subject to audit.

	Disposition:	Retain final runs for each year in office five (5) years, then destroy.  Keep all other reports three (3) years, then destroy.
		Language Correction April 15, 1987


2‑2	Ledgers   (Refer to General Records Disposition Schedule, Series 2‑32A)


2‑3	Receipt Books   (Refer to General Records Disposition Schedule, Series 2‑29A)


2‑4	Deposits and Reconciliations   (Refer to General Records Disposition Schedule, Series 2‑15A and 2‑26)


2‑5	Sales Tax Reports   (Refer to General Records Disposition Schedule, Series 2‑41)


2‑6	Payroll Claims   (Refer to General Records Disposition Schedule, Series 2‑13A) 


2‑7	Miscellaneous Paid Claims   (Refer to General Records Disposition Schedule, Series 2‑12A and 2‑80A)


2‑8	Social Security Printouts   (Refer to General Records Disposition Schedule, Series 3‑12)


2‑9	Requisition Files   (Refer to General Records Disposition Schedule, Series 2‑18A)


2‑10	Budget Work Programs   (Refer to General Records Disposition Schedule, Series 2‑6A)

Fiscal Services   

2‑11	Budget Requests   (Refer to General Records Disposition Schedule, Series 2‑7A)


2‑12	Monthly Budget Office Printouts   (Refer to General Records Disposition Schedule, Series 2‑49)

2‑13	Quarterly Allotment Forms   (Refer to General Records Disposition Schedule, Series 2‑1)


2‑14	Personnel Card File

	Description:	Contains active and inactive payroll information.

	Disposition:	Retain in office permanently. 

2‑15	Quarterly Personnel Reports
	Deleted from schedule, January 22, 2015

2‑16	Federal Funding Files 

	Description:	File includes reports, correspondence, requests for withdrawals, and other information related to federal funding.

	Disposition:	Retain in office until four (4) years after all audits have been completed and all applicable audit reports have been accepted and resolved by all applicable federal and state agencies and provided no legal actions are pending, then transfer to the State Archives for permanent preservation.  If legal action is pending transfer two (2) years after exhaustion of all legal remedies provided records meet all stipulated retention requirements.
		Repeal & Replace October 15, 1986
		Language Correction April 15, 1987
		Amended January 22, 2015

2‑17	Insurance Files
	Deleted from schedule, January 22, 2015

2‑18	Inventory Files
	Deleted from schedule, January 22, 2015

2‑19	Contract Files  (Refer to General Records Disposition Schedule, Series 2-91)
	Amended January 22, 2015

2‑20	Reference Files   (Refer to General Records Disposition Schedule, Series 1‑7)

2‑21	Surplus Property   (Refer to General Records Disposition Schedule, Series 2‑42)

Fiscal Services   

2‑22	Invoices (ILL)
	Transferred to series 11-9, January 22, 2015
	

2‑23	Budget Work Program Balances and Federal Grants Accounting Tapes

	Description:	File includes information regarding expenditures and receipts of funds related to Budget Work Program balances and federal grants accounting.

	Disposition:	Retain in office five (5) years, then destroy provided all audits have been completed and all applicable audit reports have been accepted and resolved by all applicable federal and state agencies and provided no legal actions are pending.  If legal action is pending destroy two (2) years after exhaustion of all legal remedies provided records meet all stipulated retention requirements.
		Amended January 22, 2015

2‑24	Budget Work Program Balance Reports
	Transferred to series 2-23 January 22, 2015
	
2‑25	Federal Grants Accounting Reports
	Transferred to series 2-23 January 22, 2015
	
2‑26	Pay Envelopes
	Deleted from schedule January 22, 2015

2‑27	Inventory Reports   Delete from Schedule October 17, 1990.

2‑28	Monthly Billing Reports

	Description:	Reports listing the volume of records each agency has in storage at the State Records Center on the first day of the month, the volume transferred during the month, the volume destroyed during the month, and the total volume in storage on the last day of the month.

	Volume:	less than 1 cubic foot per year

	Disposition:	Retain in office until one (1) year after all audits have been completed and all applicable audit reports have been accepted and resolved by all applicable federal and state agencies and provided no legal actions are pending, then destroy.  If legal action is pending destroy two (2) years after exhaustion of all legal remedies.
		Added January 17, 1990

Library Services Technology Act Coordinator

3‑1	Annual Report and Directory

	Description:	Annual statistical reports from libraries in Oklahoma.

	Volume:	less than 1 cubic foot per year

	Disposition:	Retain in office until no longer required for administrative purposes, then destroy.
		Amended July 14, 1993


3-2	Annual Reports	Deleted from Schedule December 7, 1988


3‑3	Library Services and Construction Act Annual Reports and Exhibits

	Description:	Copies of reports sent to the U.S. Department of Education concerning the administration of grants received under provisions of the Library Services and Construction Act.

	Volume:	less than 1 cubic foot per year

	Disposition:	Retain one (1) copy of each year's report in office until no longer required for administrative purposes, then transfer to the State Archives for permanent preservation.
		Amended July 14, 1993


3‑4	Library Services and Construction Act Annual Programs

	Description:	Preliminary proposals submitted to the U.S. Department of Education for Library Services and Construction Act funding.

	Volume:	less than 1 cubic foot per year

	Disposition:	Retain one (1) copy of each year's proposal in office until no longer required for administrative purposes, then transfer to the State Archives for permanent preservation.
		Amended July 14, 1993



Library Services Technology Act Coordinator   

3‑5	Library Services and Construction Act Long Range Program

	Description:	Five-year plans for proposed use of Library Services and Construction Act funds (includes any yearly amendments) required by the U.S. Department of Education.

	Volume:	less than 1 cubic foot per year

	Disposition:	Retain one (1) copy of each year's report in office until no longer required for administrative purposes, then transfer to the State Archives for permanent preservation.
		Amended July 14, 1993


3‑6	Library Services and Construction Act Basic State Plan  deleted from schedule, July 14, 1993


3‑7	Project Files

	Description:	Files on each Title II construction project in Oklahoma using Library Services and Construction Act funds through the Department of Libraries.  Documents include applications, contracts, claims, and progress reports. 

	Volume:	less than 1 cubic foot per year

	Disposition:	Retain in office three (3) years, then transfer to State Archives for permanent preservation.
		Amended July 14, 1993


3‑8	Questionnaire File  transferred to series 1-11, July 14, 1993


3‑9	Correspondence and Administrative File deleted from schedule, July 14, 1993


3‑10	Reading File   deleted from Schedule July 13, 1988


3‑11	Library Services and Construction Act Advisory Council Files  transferred to series 1‑12, July 14, 1993

Library Services Technology Act Coordinator   

3‑12	Library Services and Construction Act Documents and Correspondence (Advisory Council)  transferred to series 1-12, July 14, 1993


3‑13	ODL Board Files (LSCA)   Moved to Series 1‑8 July 13, 1988


3‑14	Network Advisory Council Files   Deleted from Schedule April 13, 1988


3‑15	Network Coordinator Working Files  deleted from schedule, July 14, 1993


3‑16	Source File   Moved to Series 1‑9 July 13, 1988


3‑17	Pictorial File   Moved to Series 9‑8 July 13, 1988


3‑18	Network Special Projects  deleted from schedule, July 14, 1993


3‑19	Special Project Files

	Description:	Files include material on planning, implementation, follow‑up, and relevant correspondence about projects in which the Office of Federal Operation is involved such as exhibits, workshops, brochures, articles, and scrapbooks.

	Volume:	less than 1 cubic foot per year

	Disposition:	Retain in office until three (3) years after completion of project, then destroy.
		Amended July 14, 1993


3‑20	Working File  deleted from schedule, July 14, 1993


3‑21	Monthly Calendar   (Refer to General Records Disposition Schedule, Series 1‑15)

Office of Government Information – Administrative Archivist’s Files

4‑1	Reference Files

	Description:	Topical files including newspaper clippings, committee information, copies of Attorney General opinions, and other reference materials.

	Volume:	2 cubic feet per year

	Disposition:	Retain in office until no longer required for administrative purposes, then destroy.
		Amended October 16, 1991


4‑2	Personnel Files   
	(Refer to General Records Disposition Schedule, Series 3‑1B)


4‑3	Word Processing Files   (Machine‑Readable Record)
	Deleted from Schedule, January 22, 2004


4‑4	Correspondence	

	Description:		File includes correspondence related to Archives and Records Management activities.
	
	Disposition:	Retain in office until no longer required for administrative purposes, then destroy.
		Amended, April 27, 2023


4‑4B	Correspondence	(Electronic Record)
	Transferred to series 4-4 January 22, 2015
	

Office of Government Information – Administrative Archivist’s Files   

4‑5	Monthly Billing Reports   (Record Copy)

	Description:	Reports listing the volume of records each agency has in storage at the State Records Center on the first day of the month, the volume transferred during the month, the volume destroyed during the month, and the total volume in storage on the last day of the month.

	Volume:	less than 1 cubic foot per year

	Disposition:	Transfer original report to Fiscal Services (Series 2‑28) and retain other copies in office until no longer required for administrative purposes, then destroy.
		Amended January 22, 2004


4‑6	Destruction Reports   (Record Copy)

	Description:	Reports listing records destroyed by state agencies or by the State Records Center on behalf of the agencies in accordance with approved Records Disposition Schedules and Records Disposition Authorizations.

	Volume:	less than 1 cubic foot per year

	Description:	Retain in office permanently.
		Amended January 22, 2004


4‑7	Last Transaction Reports
	Deleted from Schedule, January 22, 2004

Office of Government Information – Administrative Archivist’s Files   

4‑8	Storage Reports   (Record Copy)

	Description:	Inventory reports used to compile monthly billing reports (Series 4‑5) sent to Fiscal Services (Series 2‑28) to generate monthly invoices to state agencies for State Records Center Storage Fees.  Records also contain staff notes relative to billing compilations.

	Volume:	3 cubic feet per year

	Disposition:	Retain in office until one (1) year after all audits have been completed and all applicable audit reports have been accepted and resolved by all applicable federal and state agencies and provided no legal actions are pending, then destroy.  If legal action is pending destroy two (2) years after exhaustion of all legal remedies.
		Added October 16, 1991


4‑9	Consolidated Records Disposition Schedules

	Description:	Convenience copies of documents issued to state agencies by the Administrative Archivist incorporating information contained in approved Records Disposition Schedules and all amendments to the original schedule.

	Volume:	two (2) cubic feet per year

	Disposition:	Retain in office until superseded, then destroy.
		Amended January 22, 2004


4‑10	Annual Report to the Secretary of State

	Description:	Annual reports summarizing records transferred to the Records Management Division and the State Archives and Records destroyed by state agencies in accordance with approved Records Disposition Schedules.  The state office of record is the Archives and Records Commission (Schedule 89‑11, Series 1‑4).

	Volume:	less than 1 cubic foot per year

	Description:	Retain one (1) copy in office permanently.
		Amended January 22, 2004

Office of Government Information – Administrative Archivist’s Files   

4‑11	Agency Survey Responses

	Description:	Responses by agencies to surveys from the Administrative Archivist requesting information regarding optical imaging compliance, records storage and other matters related to archives and records management.

	Volume:	less than 1 cubic foot per year

	Description:	Retain in office until no longer required for administrative purposes, then destroy.	
		Added January 22, 2004


4‑12	Reports to Archives and Records Commission

	Description:	Reports by the Administrative Archivist to the Archives and Records Commission regarding matters related to archives and records management.

	Description:	Retain in office permanently.
		Amended, April 27, 2023

Oklahoma Publications Clearinghouse

5‑1	Depository Libraries

	Description:	File includes list of depository libraries and correspondence between the Publications Clearinghouse and the libraries.

	Disposition:	Retain in office until no longer required for administrative purposes, then destroy.
		Amended, January 23, 2020


5‑2	State Government Agencies

	Description:	File includes correspondence with state agencies or other organizations related to publications deposited in the Clearinghouse or the Clearinghouse program.  

	Disposition:	Retain in office until no longer required for administrative purposes, then destroy.
		Amended, January 23, 2020


5‑3	Magnetic Tapes   Transferred to Series 15‑1, January 16, 1991


5‑4	"Paste Ups"   Transferred to Series 15‑2, January 16, 1991


5‑5	Transparencies   Transferred to Series 15‑3, January 16, 1991


5‑8	Shipping Lists

	Description:	File includes lists of the publications included in shipments from the Clearinghouse to depository libraries.

	Disposition:	Retain in office until no longer required for administrative purposes, then destroy.
		Amended, January 25, 2024


5‑9	Transmittal Forms
	Deleted from schedule, January 23, 2020


5‑10	Advisory Council Minutes   
	Deleted from schedule, January 23, 2020
Oklahoma Publications Clearinghouse   

5‑11	General Correspondence   

	Description:	File includes general correspondence related to Clearinghouse program and publications.

	Disposition:	Retain in office until no longer required for administrative purposes, then destroy.		
		Amended, January 23, 2020

5‑11B	General Correspondence   
	Transferred to series 5-11, January 22, 2015

5‑12	General Reference File
	Deleted from schedule, January 23, 2020

5‑13	Microfiche File
	Deleted from schedule, January 23, 2020

5‑14	Cataloging
	Deleted from schedule, January 23, 2020

5-15 Shelf List Catalog

	Description:	File contains bibliographic record, with holdings, of publications in the Oklahoma Publications Clearinghouse.

	Disposition:	Retain in office permanently.
		Amended, January 23, 2020

5-16 Publications Officers Information

	Description:	File contains contact information for Publications Officers of state agencies.

	Disposition:	Retain in office until superseded, then destroy.
			Amended January 22, 2015


5-17 OKGov Database (Electronic Record)
Deleted from schedule, January 22, 2015



Oklahoma Publications Clearinghouse   

5-18	Vertical File Database (Electronic Record)

	Description:	File includes descriptions of items, such as pamphlets and other ephemera, submitted to the Clearinghouse.  These items are not included in the online catalog.

	Disposition:	Retain in office permanently.
		Amended, January 23, 2020

Office of Government Information‑State Archives Division

6‑1	Agency Files ‑ Schedules and Records Disposition Authorizations

	Description:	Working copies of approved Records Disposition Schedules, Records Disposition Authorizations, and amendments to Records Disposition Schedules.  The Archives and Records Commission is the state office of record (Schedule 89‑11, Series 1‑1.)

	Volume:	1 cubic foot per year

	Disposition:	Retain in office until no longer required for administrative purposes, then destroy.
		Amended October 16, 1991


6‑2	Consolidated Records Disposition Schedules

	Description:	Convenience copies of documents issued to state agencies by the Office of Archives and Records incorporating information contained in approved Records Disposition Schedules and all amendments to the original schedule.

	Volume:	two (2) cubic feet per year

	Disposition:	Retain in office until superseded, then destroy.
		Amended July 22, 2004


6‑3	Correspondence Files  

	Description:	File includes correspondence related to Archives and Records Management activities.

	Disposition:	Retain in office until no longer required for administrative purposes, then destroy.
		Amended, April 27, 2023


6‑3B	Correspondence Files  [Records Maintained in Electronic Mail Systems]
	Transferred to series 6-3, October 29, 2009


Office of Government Information‑State Archives Division 
		
6‑4	Checkout Slips   (Records are subject to 65 O.S., §1‑105)

	Description:	Receipts signed by authorized state agency personnel who have checked out records.

	Volume:	less than 1 cubic foot per year

	Disposition:	Retain in office until discharged, then destroy.
		Amended July 22, 2004


6‑5	Accession Records

	Description:	File consists of records transfer authorizations listing records and other materials transferred to the State Archives.

	Volume:	less than 1 cubic foot per year

	Disposition:	Retain in office permanently.
		Amended October 16, 1991


6‑6	Financial Records

	Description:	File consists of reference copies of purchase orders, requisitions, authority orders, budgets and budget requests, contracts, and other documents relating to equipment and supplies ordered for use by the State Archives Division.

	Volume:	less than 1 cubic foot per year

	Disposition:	Retain in office until no longer required for administrative purposes, then destroy.
		Amended October 16, 1991



Office of Government Information‑State Archives Division   

6‑7	Reference and Research Request Forms   (Records are subject to 65 O.S., §1‑105)

	Description:	Forms listing patron names and addresses, requested information and other data pertaining to services provided by the Division.

	Volume:	one (1) cubic foot per year

	Disposition:	Retain in office until no longer required for administrative purposes, then destroy.
		Amended July 22, 2004


6‑8	Invoices  (Refer to General Records Disposition Schedule, Series 2‑12B)
	Deleted Series from Schedule, July 22, 2004


6‑9	Reference and Research File

	Description:	Topical files, including copies of Attorney General opinions; memoranda; committee information; and other reference materials.

	Volume:	less than 1 cubic foot per year

	Disposition:	Retain in office until no longer required for administrative purposes, then destroy.
		Amended October 16, 1991


6‑10	Accession Register

	Description:	Ledger listing records or material accessioned into the State Archives.  Data includes names of transferring agencies, records titles, and inclusive dates of the records.

	Volume:	less than 1 cubic foot per year

	Disposition:	Retain in office permanently.
		Amended October 16, 1991


Office of Government Information‑State Archives Division   

6‑11	Record Group Files

	Description:	Files consist of shelf lists of records and materials on deposit in the State Archives.

	Disposition:	Retain in office permanently.
		Amended, April 27, 2023


6‑12	Word Processing Files   (Electronic Record)
	Deleted October 29, 2009
	

6‑13	ODLARCHIVE Working File
	Deleted from schedule, April 27, 2023


6‑14	NOTIS File   (Machine‑Readable Record)
	Deleted Series from Schedule, July 22, 2004


6‑15	ODLARCHIVE
	Deleted from schedule, April 27, 2023


6-16	Grant Files

	Description:	File includes working materials used for administration of grants funded with state and federal funds, which include the application, budget request, project information, correspondence, and reports. Note: Grants received from federal agencies may be subject to retention requirements for records at 2 CFR § 200.334.

	Disposition:	Retain in office seven (7) years, then destroy, provided all audits have been completed and all applicable audit reports have been accepted and resolved by all applicable federal and state agencies and provided no legal actions are pending. If legal action is pending, destroy two (2) years after exhaustion of all legal remedies, provided records meet all stipulated retention requirements.
		Added to schedule, April 27, 2023

Office of Government Information‑Records Management Division

7‑1A	Correspondence Files   [Hard Copy Records]
	Transferred to series 6-3, October 29, 2009

7‑1B	Correspondence Files   (Records Maintained in Electronic Mail Systems)
	Transferred to series 6-3, October 29, 2009

7‑2	Records Destruction Files (Agencies other than Oklahoma Department of Libraries Records Management Division)
	Deleted October 29, 2009
	

7‑3	Records Destruction File (Records Management Division)   (Record Copy)

	Description:	File contains Notices of Intent To Destroy Records and documentation relating to records destroyed by staff of the Records Management Division in accordance with approved Records Disposition Schedules and Records Disposition Authorizations.

	Volume:	less than 1 cubic foot per year

	Disposition:	Transfer original Notice to the Office monthly activities for inclusion in Archives and Records Commission Destruction Files (Schedule 89‑11, Series 1‑5 and retain one (1) copy in office permanently.
		Amended October 16, 1991


7‑4	Accession Records

	Description:	File consists of accession ledgers listing records and other materials transferred to the State Records Center.

	Volume:	less than 1 cubic foot per year

	Disposition:	Retain in office permanently.
		Amended January 22, 2004


7‑5	Financial Records   (Refer to General Records Disposition Schedule, Series 2‑18B, 2‑21B, 2‑6C, 2‑7C, and 2‑20B)


7‑6	Personnel Records   (Refer to General Records Disposition Schedule, Series 3‑1B)


Office of Government Information‑Records Management Division   

7‑7	Reference and Research Request Forms   (Records are subject to 65 O.S. §1‑105)

	Description:	Forms listing patron names and addresses, requested information and other data pertaining to services provided by the Division.

	Volume:	1.5 cubic feet per year

	Disposition:	Retain in office until no longer required for administrative purposes, then destroy.
		Amended January 22, 2004


7‑8	Invoices  (Refer to General Records Disposition Schedule, Series 2‑12B)

7‑9	Subject Files

	Description:	Topical files, including committee information, newsletters, and newspaper clippings used solely for reference purposes.

	Volume:	2 cubic feet per year

	Disposition:	Retain in office until no longer required for administrative purposes, then destroy.
		Amended October 16, 1991


7‑10	Word Processing Files   (Electronic Record)
	Deleted from schedule, October 29, 2009
	

7‑11	Micrographics Targets
	Deleted from Schedule, January 22, 2004


7‑12	Agency Records Inventory Reports

	Description:	RMD Form 1, 1MRR‑PI, and 1MRR‑PII, Record Inventory Reports, submitted by state agencies for compilation of Records Disposition Schedules, amendments to Records Disposition Schedules, and Records Disposition Authorizations.

	Volume:	4 cubic feet per year

	Disposition:	Retain in office until no longer required for administrative purposes, then destroy.
		Amended October 16, 1991

Office of Government Information‑Records Management Division   

7‑13	Records Transfer Authorization

	Description:	RMD Form 2 or equivalent, Records Transfer Authorization, used by state agencies to transfer records to the State Records Center.

	Volume:	less than 1 cubic foot per year

	Disposition:	Retain in office permanently.
		Amended October 16, 1991


7‑14	Records Management Division Schedule Development Files

	Description:	Files consist of working drafts of Records Disposition Schedules, amendments to Records Disposition Schedules, and Records Disposition Authorizations.

	Volume:	3 cubic feet per year

	Disposition:	Retain in office until no longer required for administrative purposes, then destroy.
		Amended October 16, 1991


7‑15	Agency Files ‑ Schedules and Records Disposition Authorizations

	Description:	Working copies of approved Records Disposition Schedules, Records Disposition Authorizations, and amendments to Records Disposition Schedules.  The Archives and Records Commission is the state office of record (Schedule 89‑11, Series 1‑1.)

	Volume:	1 cubic foot per year

	Disposition:	Retain in office until no longer required for administrative purposes, then destroy.
		Amended October 16, 1991


Office of Archives and Records‑‑Records Management Division   

7‑16	Consolidated Records Disposition Schedules

	Description:	Convenience copies of documents issued to state agencies by the division incorporating information contained in approved Records Disposition Schedules and all amendments to the original schedule.

	Volume:	two (2) cubic feet per year

	Disposition:	Retain in office until superseded, then destroy.
		Amended January 22, 2004


7‑17	ODL RECORD File
	Deleted from schedule, April 27, 2023


7‑18	Workshop Registration and Evaluation Forms

	Description:	Registration and evaluation forms filled out by attendees of workshops conducted by the Records Management Division.

	Volume:	less than 1 cubic foot per year

	Disposition:	Retain in office until no longer required for administrative purposes, then destroy.
		Amended January 22, 2004


7‑19	Records Management Coordinator Appointment Forms

	Description:	ARC Form 11 or its equivalent used by agencies to appoint Records Management Coordinators.

	Volume:	less than 1 cubic foot per year

	Disposition:	Retain in office and destroy individual forms three (3) years after superseded provided no legal actions are pending.  If legal action is pending destroy two (2) years after exhaustion of all legal remedies provided records meet all stipulated retention requirements.
		Amended April 15, 1992



Office of Government Information‑Records Management Division   

7‑20	Records Management Workshop Materials

	Description:	Copies of workshop handouts, transparencies, agendas, and other materials pertaining to workshops conducted by the Records Management Division.

	Volume:	1 cubic foot per year

	Disposition:	Retain in office until no longer required for administrative purposes, then destroy.
		Amended October 16, 1991


7‑21	Quality Evaluation Forms

	Description:	ARC Form 5A, or its equivalent, used by certified micrographics laboratories to report the results of quality evaluations of microforms.  The Archives and Records Commission is the state office of record (Schedule 89‑11, Series 1‑5.)

	Volume:	less than 1 cubic foot per year

	Disposition:	Retain in office permanently.
		Amended October 16, 1991


7‑22	Inventory   (Electronic Record)

	Description:	Computer record listing the volume and physical locations of state agency records stored in the State Records Center and Annex.
	
	Disposition:	Retain records in electronic format.  Maintain a backup copy in a storage area that meets the manufacturer's recommendations for temperature and humidity controls.  If no recommendations are provided by the manufacturer, store the electronically formatted record in a storage area whose temperature is between 65° and 75° Fahrenheit and whose relative humidity is between 30% and 50%.
		Amended January 22, 2004



Office of Archives and Records‑‑Records Management Division   

7‑23	Billing Reports   (Record Copy)

	Description:	Monthly billing reports (Series 4‑5) sent to Fiscal Services to generate monthly bills to state agencies for State Records Center storage fees.  Reports also contain staff notes relative to billing compilation.

	Volume:	two (2) cubic feet per year

	Disposition:	Transfer to Administrative Archivist (Series 4‑8).
		Amended January 22, 2004


7‑24	Receipts   (Refer to General Records Disposition Schedule, Series 2‑29B)
	Added January 17, 1990


7‑25	Microfilm Inventory   (Electronic Record)

	Description:	File includes inventory of microfilm held on behalf of state agencies and county offices for security or disaster recovery purposes.

	Disposition:	Retain in office permanently.
		Amended, April 27, 2023


7‑26	Transfer Reports   (Electronic Record)

	Description:	Record of agency transfers to the State Records Center and Annex.

	Disposition:	Retain in office permanently.
		Amended, April 27, 2023


7‑27	Destruction Reports

	Description:	Reports generated from data in Series 7‑2 and 7‑3 listing agency and State Records Center destructions.

	Volume:	less than 1 cubic foot per year

	Disposition:	Transfer to Administrative Archivist (Series 4‑6).
		Amended January 22, 2004




Office of Archives and Records‑‑Records Management Division   

7‑28	Last Transaction Reports
	Deleted from Schedule, January 22, 2004


7‑29	Check In/Check Out Log 

	Description:	Logs used to record in and out times for personnel from other agencies authorized by their agencies and the Department of Libraries to enter the State Records Center stack area to reference records. Authorized persons are permitted to reference only records transferred by their agencies.

	Disposition:	Retain in office until no longer required for administrative purposes, then destroy.
		Amended, April 27, 2023


7‑30	Monthly Billing Reports   (Record Copy)   
	Deleted from Schedule October 16, 1991


7‑31	ODL RECORD 
	Deleted from schedule, April 27, 2023

Library Services Branch

8‑1	County Files

	Description:	Files for each public, academic, special, or institutional library.  Includes history, telephone and field visit reports, annual reports, clippings, and other relevant material.  Used daily.

	Disposition:	Retain in office permanently.
		Language Correction April 15, 1987


8‑2	Construction File

	Description:	All records, including job interviews, specifications, blueprints, and contracts for library construction projects funded under LSCA Title II which were supervised by the agency.

	Disposition:	Retain in office until completion construction of project.  Transfer to State Records Center for fifteen (15) years, then destroy.
		Language Correction April 15, 1987


8‑3	Professional Vertical File

	Description:	Material in non‑book form (articles, pamphlets, folders, etc.) used by professional librarians.  Supplement to ODL professional collection.

	Volume:	2 cubic feet per year

	Disposition:	Retain in office five (5) years, then destroy.
		Amended April 15, 1992


8‑4	Consultant Working Files

	Description:	Material used in daily operation by branch consultants to libraries.  Includes correspondence, reports, committee information, and other material relevant to consultant activity.  Primarily duplicates.  Essential material is transferred to County Files (see Series 8‑1).

	Disposition:	Retain in office.  Weed duplicate and obsolete information as needed.  Transfer essential information to County File.


8‑5	LSB Personnel Files   (Refer to General Records Disposition Schedule, Series 3‑1B)

Library Services Branch   

8‑6	LSCA File

	Description:	Included in this file are copies of opinions issued by the General Counsel of the U.S. Department of Education, program and information memoranda, and rules and regulations governing LSCA funded programs.

	Disposition:	Retain in office and weed as needed.


8‑7	Working Files

	Description:	Files consist of copies of Attorney General opinions and work sheets for LSCA reports which feed into Administration LSCA reports.

	Disposition:	Weed Attorney General opinions as needed and retain LSCA work sheets for three (3) years, then destroy.


8‑8	Administrative File

	Description:	Included in this group are copies of travel claims (Branch Head's personal copies of his/her claims), LSB monthly activity reports, ODL Board Minutes, LSCA Advisory Committee files, and OLA Committee files.

	Disposition:	Retain in office until no longer required for administrative purposes, then destroy.
		Language Correction April 15, 1987


8‑9	Library Director's Meeting Files

	Description:	The documents in this group are minutes of meetings involving the Director of ODL, the LSB Branch Head, and personnel representing libraries serving a constituency of 25,000 or more persons.

	Disposition:	Retain in office permanently.
		Language Correction April 15, 1987


Library Services Branch   

8‑10	Workshop Files (Current)

	Description:	File consists of workpapers, preliminary and final art work and brochures, participant lists, promotional materials, and other materials relating to workshops planned by LSB consultants.

	Volume:	2 cubic feet per year

	Disposition:	Retain Current file until applicable workshop has been held, then transfer to Series 8‑11.
		Added October 14, 1987


8‑11	Workshop Files (Past)

	Description:	Contains the same type of materials and information as Series 8‑10.

	Disposition:	Retain in office and review on an annual basis.  Destroy duplicate and ancillary materials as well as substantive materials three (3) or more years old.
		Added October 14, 1987


8‑12	Association Files

	Description:	Files pertain to consultant membership and participation in professional organizations such as the Oklahoma Library Association, the American Library Association, and the Continuing Library Education Network and Exchange.

	Volume:	less than 1 cubic foot per year

	Disposition:	Retain in office until no longer required for administrative purposes, then destroy.
		Added October 14, 1987


Library Services Branch   

8‑13	Correspondence Files

	Description:	Files consist of incoming letters and copies of outgoing responses.

	Volume:	less than 1 cubic foot per year

	Disposition:	Retain in office and review on an annual basis.  Destroy duplicate and ancillary materials as well as substantive materials three (3) or more years old.
		Added October 14, 1987


8‑14	Activity Reports

	Description:	Copies of monthly and special reports submitted to the LSB Branch Head, Director, or Assistant Director.

	Volume:	less than 1 cubic foot per year

	Disposition:	Retain in office until no longer required for administrative purposes, then destroy.
		Added October 14, 1987


8‑15	Desk Calendars

	Description:	Daily record of activities, including appointments, consultations, and workshops.

	Volume:	less than 1 cubic foot per year

	Disposition:	Retain in office until no longer required for administrative purposes, then destroy.
		Added October 14, 1987

Library Services Branch‑‑Audio‑Visual Section

9‑1	Film Card Catalog
	Deleted from Schedule, January 22, 2004


9‑2	Film Catalogs
	Deleted from Schedule, January 22, 2004


9‑3	Statistical Information
	Deleted from Schedule, January 22, 2004


9‑4	Packet Statistics
	Deleted from Schedule, January 22, 2004
 

9‑5	Proof Sheet File
	Deleted from Schedule,  January 22, 2004


9‑6	Booking Cards
	Deleted from Schedule, January 22, 2004


9‑7	Film Use Report Cards   
	Deleted from Schedule October 12, 1988 


9‑8	Pictorial File
	Deleted from Schedule, January 22, 2004
Office of OTIS and Information Services

10‑1	Branch Head's Administrative File

	Description:	Information used in daily administration of branch.  Includes copies of personnel files, memos, activity reports, working papers.

	Disposition:	Retain in office until no longer required for administrative purposes, then destroy.
		Language Correction April 15, 1987


10‑2	Technical Services Working File

	Description:	Background information on technical services, annual and monthly reports.

	Disposition:	Retain in office until no longer required for administrative purposes, then destroy.
		Language Correction April 15, 1987


10‑3	Acquisitions Fiscal File  (Electronic Record)

	Description:	File contains information related to acquisitions of the Library and Technical Services division, including purchase orders, cancellations, continuations and standing orders.

	Disposition:	Retain records in electronic format until no longer required for administrative purposes.  Maintain a backup copy in a storage area that meets the manufacturer's recommendations for temperature and humidity controls.  If no recommendations are provided by the manufacturer, store the electronically formatted record in a storage area whose temperature is between 65° and 75° Fahrenheit and whose relative humidity is between 30% and 50%.
		Added January 22, 2004 


10‑4	"On Order" File
	Transferred to Series 10-3, January 22, 2004

Office of OTIS and Information Services   

10‑5	Cancellations
	Transferred to Series 10-3, January 22, 2004


10‑6	Processed Orders
	Transferred to Series 10-3, January 22, 2004


10‑7	Correspondence

	Description:	Correspondence concerning change of address, billing problems, inquiries, and new publications.

	Disposition:	Retain in office until no longer required for administrative purposes, then destroy.
		Language Correction April 15, 1987


10‑8	Invoices   (Refer to General Records Disposition Schedule, Series 2‑12B)


10‑9	Standing Order File
	Transferred to Series 10-3, January 22, 2004

 
10‑10	On-Line Catalog (Electronic Record) (Circulation Records-Confidential Record 65 O.S. §1-105)

	Description:	On-line catalog of all materials accessioned into the Oklahoma Department of Libraries.  Database includes record of items in circulation.
	
	Disposition:	Retain in electronic format and update as needed.  Delete circulation records upon return of items.  Maintain a backup copy in a storage area that meets the manufacturer's recommendations for temperature and humidity controls.  If no recommendations are provided by the manufacturer, store the electronically formatted record in a storage area whose temperature is between 65° and 75° Fahrenheit and whose relative humidity is between 30% and 50%.
		Amended January 22, 2004

Office of Library Resources 

11‑1	Interlibrary Loan Transactions

	Description:	Request slips for interlibrary loan material and material related to disposition of request.

	Disposition:	Retain current and previous two (2) years in office.  Destroy others.


11‑2	Administrative Working File

	Description:	Information about committees, conferences, associations, workshops, and material used in the administration of the office.

	Disposition:	Retain in office until no longer required for administrative purposes, then destroy.
		Language Correction April 15, 1987


11‑3	OTIS File

	Description:	Copies of all material relating to OTIS functions.

	Disposition:	Retain in office until no longer required for administrative purposes, then destroy.
		Language Correction April 15, 1987 


11‑4	Oklahoma Information Lines and Reference Work Notes (Confidential Record 66 O.S. §1-105)

	Description:	Notes created by division staff in response to reference requests from patrons and interlibrary loan requests.

	Disposition:	Retain in office until no longer required for administrative purposes, then destroy.
		Amended January 22, 2004 


11‑5	Reference Work Forms   (Confidential Record)
	Transferred to Series 11-4, January 22, 2004

Office of Library Resources 

11‑6	Circulation Records   Confidential Record   65 O.S. Supp. 1989, §1‑105.
	Transferred to Series 10-10, January 22, 2004


11‑7	Personnel File   (Refer to General Records Disposition Schedule, Series 3‑1B)


11‑8	Reading Oklahoma Blog
	Deleted from schedule, April 27, 2023


11-9	Invoices (ILL)
	
	Description:	These documents are copies of invoices sent to persons or libraries who have lost materials or books provided to them by the Department's Interlibrary Loan program.  (Records of payment are reflected in receipt books, Series 2‑3).

	Disposition:	Retain in office one (1) year, then destroy provided all audits have been completed and all applicable audit reports have been accepted and resolved by all applicable federal and state agencies and provided no legal actions are pending.  If legal action is pending destroy two (2) years after exhaustion of all legal remedies provided records meet all stipulated retention requirements.
		Transferred from series 2-22, January 22, 2015
U.S. Government Information

12‑1	Claims Files

	Description:	File includes ledger of print publications received and claims filed for publications not received by the U.S. Government Information depository library.

	Volume:	one cubic foot per year

	Disposition:	Retain in office permanently.
		Amended, January 23, 2020


12‑2	Government Printing Office Shipping Lists

	Description:	File includes shipping lists of material sent to the U.S. Government Information depository library.

	Volume:	Less than one cubic foot per year

	Disposition:	Retain in office one (1) year, then destroy.
		Amended, January 23, 2020


12‑3	Interlibrary Loan File

	Description:	Working file of material requested and disposition of requests.

	Volume:	Less than one cubic foot per year

	Disposition:	Retain in office until no longer required for administrative purposes, then destroy. 
		Amended, January 23, 2020 


12‑4	Correspondence

	Description:	File includes general correspondence of the U.S. Government Information office.

	Disposition:	Retain in office until no longer required for administrative purposes, then destroy.
		Amended, January 23, 2020


U.S. Government Information   

12‑5	Reference Requests

	Description:	Reference request forms completed by staff upon receipt of requests via personal request, telephone call, letter or e-mail.

	Volume:	Less than one (1) cubic foot per year.

	Disposition:	Retain in office until no longer required for administrative purposes, then destroy.
		Added January 22, 2004

12‑6	Discard Lists

	Description:	File includes lists of items eligible for discard from the U.S. Government Information collection and related correspondence.

	Volume:	Less than one (1) cubic foot per year.

	Disposition:	Retain in office until no longer required for administrative purposes, then destroy.
		Added to schedule, January 23, 2020

12‑7	Federal Depository Library Program 

	Description:	File includes correspondence, forms, agreements, and other information related to the Oklahoma Department of Libraries' participation in the Federal Depository Library Program.

	Volume:	Less than one (1) cubic foot per year.

	Disposition:	Retain in office until superseded, then destroy.
		Added to schedule, January 23, 2020

12‑8	Reports 

	Description:	File includes monthly and annual reports summarizing activities of the U.S. Government Information office.

	Volume:	Less than one (1) cubic foot per year.

	Disposition:	Retain in office ten (10) years, then destroy.
		Added to schedule, January 23, 2020

U.S. Government Information   

12-9	Training Files

	Description:	Files include program descriptions, agendas, workshop materials, evaluations, and registration information related to training about the Federal Depository Library program or collection.
                                              
	Volume:	Less than one (1) cubic foot per year

	Disposition:	Retain in office until no longer required for administrative purposes, then destroy.
		Added to schedule, January 23, 2020

12-10	Shelf List – Federal Depository Library Collection

	Description:	Files include information regarding federal documents arranged in the order in which they stand on the shelf. The shelf list includes information about all documents through 1990. Since that time, serials and numbered monograph series continue to be added to the shelf list.  Other monographs have been included in the online catalog.
                                              
	Volume:	Less than one (1) cubic foot per year

	Disposition:	Retain in office permanently.
		Added to schedule, January 23, 2020



Jan Eric Cartwright Memorial Library

13‑1	Working Bill Files
	Deleted from Schedule, January 22, 2004


13‑2	Vertical File

	Description:	Reference file arranged by subject or name of individual.  Includes clippings, brochures, finding aids and selected informational materials.

	Disposition:	Retain in office for primary use.  Weed as needed.  If appropriate to the collection, transfer weeded material to the Administrator of the Library and Technical Services division for possible inclusion in the Oklahoma Collection. 

		OR

		Retain in office and transfer data to electronic format.  Destroy hard copy documents except those that cannot be reproduced in a legible and readable condition upon certification that all records have been successfully entered on disk.  Store a back up copy of the records in an off site storage area that meets the manufacturer's recommendations for temperature and humidity controls; or if no recommendations are provided by the manufacturer, store the back up records in an off site storage area whose temperature is between 65° and 75° Fahrenheit and whose relative humidity is between 30% and 50%; and after retaining at least one (1) user copy of the records in the agency.
		Amended January 22, 2004


13‑3	News Clipping Service File   Deleted from Schedule July 13, 1988


13‑4	Appointment File
	Deleted from Schedule, January 22, 2004 


13‑5	Oklahoma Vertical File   Combined with Series 13‑2 July 13, 1988


13‑6	Bill Status Files   Deleted from Schedule April 13, 1983

Jan Eric Cartwright Memorial Library   (continued)

13‑7	Subject Index to Introduced Legislation (1951‑1984)

	Description:	Card file containing bill numbers, author, and summaries of content.  Arranged biennially by subject.

	Volume:	eight (8) cubic feet per year

	Disposition:	Retain in office permanently.
		Amended January 22, 2004


13‑8	Oklahoma Register Official Filings  Transferred to Secretary of State Schedule 92‑15, Series 6‑1, October 14, 1992


13‑9	Oklahoma Register Subscription Record  Transferred to Secretary of State Schedule 92‑15, Series 6‑5, October 14, 1992


13‑10	Oklahoma Register Working Files  Transferred to Secretary of State Schedule 92‑15,
	Series 6‑5, October 14, 1992


13‑11	Oklahoma Register Index  Transferred to Secretary of State Schedule 92‑15, Series 6‑6, October 14, 1992


13‑12	Opinions of the Attorney General   
	Deleted Series from Schedule, July 22, 2004 


13‑13	Working File for Publication
	Transferred to Series 15-2, January 22, 2004


Jan Eric Cartwright Memorial Library   (continued)

13‑14	Administrative File

	Description:	Information about collection, planning, branch procedures, legal research issues workshops, and other records related to daily operations.

	Volume:	less than one (1) cubic foot per year

	Disposition:	Retain in office until no longer required for administrative purposes, then destroy.

		OR

	Retain in office and transfer data to electronic format.  Destroy hard copy documents except those that cannot be reproduced in a legible and readable condition upon certification that all records have been successfully entered on disk.  Store a back up copy of the records in an off site storage area that meets the manufacturer's recommendations for temperature and humidity controls; or if no recommendations are provided by the manufacturer, store the back up records in an off site storage area whose temperature is between 65° and 75° Fahrenheit and whose relative humidity is between 30% and 50%; and after retaining at least one (1) user copy of the records in the agency.  Delete records when no longer required for administrative purposes.
Amended January 22, 2004


13‑15	Personnel Records   (Refer to General Records Disposition Schedule, Series 3‑1B)


13‑16	Oklahoma Register Publication Galleys  Transferred to Secretary of State Schedule 92‑15, Series  6‑4, October 14, 1992

Staff Committee Files

14‑1	Staff Committee Files

	Description:	These are files of such committees as SOC, Dorothea Dale, Policies and Procedures, etc.

	Disposition:	Retain in office for four (4) years, then transfer to State Archives for permanent preservation.
		Language Correction April 15, 1987

Office of Public Information 

15‑1	Magnetic Tapes
	Transferred to Series 15-2, January 22, 2004


15‑2	Oklahoma Almanac Source Files

	Description:	Working materials used for the Oklahoma Almanac.

	Volume:	1 cubic foot per year

	Disposition:	Retain in office until no longer required for administrative purposes, then destroy. 
		Amended, April 22, 2021


15‑3	Transparencies
	Transferred to Series 15-2, January 22, 2004


15-4	SOURCE File
	Deleted from Schedule, January 22, 2004


15‑5	“Agencies, Boards and Commissions” Source Files
 
	Description:	Working materials used for “Oklahoma State Agencies, Boards and Commissions.”

	Volume:	1 cubic foot per year

	Disposition:	Retain in office until no longer required for administrative purposes, then destroy.
Amended, April 22, 2021


Office of Public Information

15‑6	Oklahoma Center for the Book
 
	Description:	File includes working materials used for Oklahoma Center for the Book, a state affiliate of the Center for the Book in the Library of Congress, including the Oklahoma Book Awards and Letters About Literature.  File also includes project reports submitted to the Library of Congress annually.

	Disposition:	Working materials:  Retain in office until no longer required for administrative purposes, then destroy.
		Reports:  Retain in office permanently.
		Added to schedule, April 22, 2021

15‑7	Project Files
 
	Description:	Working materials used for preparation of publications, press releases, and other resources developed by the Public Information Office in support of the agency.  

	Disposition:	Working materials:  Retain in office until no longer required for administrative purposes, then destroy.
		Master/Final copy:  Retain in office permanently.
		Added to schedule, April 22, 2021

[bookmark: _Hlk68082955]15‑8	Social Media Posts
 
	Description:	Files include working materials used for preparation of social media posts and reports associated with social media activity, as well as social media posts and comments received in response to posts.

	Disposition:	Retain in office until no longer required for administrative purposes, then destroy.
		Added to schedule, April 22, 2021

Office of Literacy Resources

16‑1	Literacy Grants

	Description:	File includes working materials used for administration of literacy grants funded with state and federal funds, which include the agency’s request for proposals, applicant proposals, contracts, claim forms, correspondence, and reports.

	Disposition:	Retain in office for seven (7) years, then destroy, provided all audits have been completed and all applicable audit reports have been accepted and resolved by all applicable federal and state agencies and provided no legal actions are pending.  If legal action is pending, destroy two (2) years after exhaustion of all legal remedies provided records meet all stipulated retention requirements.
		Added to schedule, April 22, 2021

16‑2	Temporary Assistance to Needy Families (TANF)

	Description:	File includes working materials used for administration of Temporary Assistance to Needy Families (TANF) grants, which are funded by the Oklahoma Department of Human Services (DHS), which include the agency’s contracts with DHS, contracts with funded programs, claim forms, correspondence, and reports.

	Disposition:	Retain in office for seven (7) years, then destroy, provided all audits have been completed and all applicable audit reports have been accepted and resolved by all applicable federal and state agencies and provided no legal actions are pending.  If legal action is pending, destroy two (2) years after exhaustion of all legal remedies provided records meet all stipulated retention requirements.
		Added to schedule, April 22, 2021

16‑3	Literacy Publications

	Description:	File includes working materials used for publications of the Office of Literacy Development, including books, brochures, and manuals.

	Disposition:	Retain in office until no longer required for administrative purposes, then destroy.
		Deposit required copies with the Oklahoma Publications Clearinghouse of the Oklahoma Department of Libraries in accordance with 65 O.S. § 3‑114.  
		Added to schedule, April 22, 2021

Office of Literacy Resources

16‑4	Project Files

	Description:	File includes working materials used for Office of Literacy Development projects, such as Read Across Oklahoma and My First Library, including proposals for private funding, budgets, invoices, promotional information, and reports.

	Disposition:	Retain in office for seven (7) years, then destroy, provided all audits have been completed and all applicable audit reports have been accepted and resolved by all applicable federal and state agencies and provided no legal actions are pending.  If legal action is pending, destroy two (2) years after exhaustion of all legal remedies provided records meet all stipulated retention requirements.
		Added to schedule, April 22, 2021
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