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This Records Disposition Schedule was amended April 23, 2015.

In accordance with an Archives and Records Commission Resolution of July 15, 1998, where applicable, references to the General Records Disposition Schedule have been updated to reflect current titles and series numbers.

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. 


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.
LibraryPRIVATE 

1‑1
Accession (Donor) Files

Description:
Files contain the legal documentation pertaining to the receipt of, transfer of title, administration, conservation and disposition of books in the collections.


Volume:
1 cubic foot per year


Disposition:
Retain in office permanently.
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1‑2
Card Catalogue

Description:
File includes information regarding titles, volumes, descriptions, and locations, of library materials in the collections.


Volume:
less than 1 cubic foot per year


Disposition:
Retain in office and destroy individual records after applicable book has been removed from the Library's holdings.
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1‑3
Correspondence Files

Description:
Incoming letters and memos and copies of outgoing responses.


Volume:
1 cubic foot per year


Disposition:
Retain in office until no longer required for administrative purposes, then destroy.
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1‑4
Receipts (Refer to General Records Disposition Schedule, Series 2‑30)

1‑5
Interlibrary Loan File  (Record Copy)


Description:
Copies of interlibrary loan requests for materials borrowed from other libraries.


Volume:
less than 1 cubic foot per year


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

Library  

1‑6
Microfilm Inventory Records

Description:
Master inventory card file and log books listing of all books microfilmed by the Society.  Data includes roll numbers, titles, and inclusive dates covered by each reel.


Volume:
less than 1 cubic foot per year


Disposition:
Retain in office permanently.

1‑7   
Microfilm Sales Records

Description:
Correspondence and forms pertaining to sales of microfilm to publishers, libraries, museums, and individuals.


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.

1‑8
Purchase Order Files  (Refer to General Records Disposition Schedule, Series 2‑19)

1‑9
Quarterly Reports

Description:
Narrative reports of division director to the Executive Director and Board of Directors reflecting the activities, projects, services and accomplishments of the division during the reporting period.


Volume:
less than 1 cubic foot per year


Description:
Retain in office two (2) years, then destroy.
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Library   

1‑10
Research Request File   Confidential Record  65 O.S.§1‑105


Description:
File consists of incoming letters and copies of outgoing responses, memoranda of telephone calls from patrons, and applicable forms pertaining to requests for newspaper and archival research.


Volume:
1 cubic foot per year


Disposition:
Retain in office one (1) year, then destroy.
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1‑11
Research Request Response  Confidential Record  65 O.S.§1‑105


Description:
Notations on original lists including records researched, findings, and materials sent.


Volume:
less than 1 cubic foot per year


Disposition:
Retain in office one (1) year, then destroy.
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1‑12
Researcher Application

Description:
Forms listing researcher name and type of research being done.  Researchers read the listed rules and regulations and signs to acknowledge they will comply with library use rules. 


Volume:
less than 1 cubic foot per year


Disposition:
Retain in office two (2) years, then destroy, 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.
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Library

1‑13
Researcher Registration and Microfilm Reader Assignment Record

Description:
Sign‑in and sign‑out record listing names of researchers using library listing arrival and departure times and assignment of microfilm readers. 


Volume:
less than 1 cubic foot per year


Disposition:
Retain in office until no longer required for administrative purposes, then destroy.
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1‑14
Shelf List 

Transferred to series 1-2, April 23, 2015
1‑15
Vault Access Records

Description:
Completed forms recording access by staff members to storage vault listing entry dates and purposes of entry and forms completed by researchers requesting use of materials from vault.


Volume:
less than 1 cubic foot per year


Disposition:
Retain in office one (1) year, then destroy.
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1‑16
Visitor Registration Record

Description:
Registration forms signed by researchers visiting the Newspaper Department.


Volume:
less than 1 cubic foot per year


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