The key steps to creating a record retention policy are as follows:
1. Conduct an inventory or audit of records and data
 Identify and categorize all physical and digital records your organization holds, grouping them by department or function (e.g., human resources, finance, legal). Include both internal and external documents and remove duplicates or irrelevant files.
See the Record Retention Spreadsheet for examples- You can always add or remove what doesn’t fit your library. 
2. Research legal, regulatory, and operational retention requirements
Determine how long each type of record must be kept according to federal, state, and industry laws, as well as your library needs. This step ensures compliance and prevents unnecessarily long retention. You will want to check with your library board and city government to ensure the correct retention schedule is followed. 
3. Define the purpose and scope of the policy
 Clearly state why the retention policy exists, its benefits, and what types of records and organizational units it covers, and how records are disposed of. This helps library staff, board, and other entities understand the policy’s importance and applicability.
4. Assign roles and responsibilities
 Designate a process owner or records manager responsible for maintaining and enforcing the policy. Also clarify roles for departments or individuals handling records management.
Consider who this is for one-person libraries, is the city or board involved, if a director leaves. 
5. Develop a detailed retention schedule
 Specify retention periods for each category of records with dates or durations, aligned to legal requirements. Include instructions for secure disposal or destruction of records once the retention period expires.
6. Establish procedures for protecting, storing, and disposing of records
 Outline security measures such as access restrictions or encryption and describe proper disposal methods to protect sensitive information throughout the records lifecycle.
7. Communicate and train employees on the policy
 Ensure all staff understand their responsibilities and how to comply with the policy through training and clear distribution of documentation.
8. Review, audit, and update the policy regularly
 Conduct regular audits to verify compliance, adjust retention periods or procedures as laws evolve, and enforce accountability to maintain effectiveness over time.
A concise policy template generally includes:
· Purpose
· Scope
· Policy statement (types of records governed)
· Retention periods by record type
· Disposal methods
· Protection and access controls
· Approvers for exceptions
· Definitions or appendices if needed
Following these steps creates a comprehensive record retention policy that supports legal compliance, organized records management, and data security.



