
 
Chapter 15 

Public Library Records Retention 
 

Public Libraries Retention Schedule and  
County/Local General Retention Financial Schedule 

 
 
The Public Libraries Retention Schedule and the County/Local General Retention Financial 
Schedule were adopted in 2010.   All public libraries in Indiana must follow the same general 
retention financial schedule.   
 
Any records not on the approved list cannot be destroyed without the permission of the County 
Commission on Public Records and the Indiana Commission on Public Records. 
 
Included in this chapter are a printout of the section of Chapter 6 of the State Board of 
Accounts Library Manual ( pages 5 through 9) explaining  the preservation and destruction of 
public records, the Public Libraries Retention Schedule and the County/Local General Retention 
Financial Schedule .  There are links on this page to the SBOA Library Manual, the June 
presentation by Jim Corridan, Chief Archivist and Director, Indiana Commission on Public 
Records, on retention schedules, and the two retention schedules.  
 
State Board of Accounts Library Manual, Reissued 2010: www.in.gov/sboa/2802.htm  
 
Public Proceedings and Public Records, Preservation and Destruction of Public Records  
(Chapter 6): www.in.gov/sboa/files/lib2010_006.pdf 
 
Adobe presentation by Jim Corridan, Chief Archivist and Director, Indiana Commission on Public 
Records, on retention schedules: 
webinar.isl.in.gov/p37554645/?launcher=false&fcsContent=true&pbMode=normal 
 
Public Libraries (LIB) Retention Schedule and the County/Local General Retention Schedule 
(GEN) www.in.gov/icpr/2739.htm 
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Records Retention FAQs 
 
Q1) How long should we keep past insurance policies/coverage that have been replaced with 
new policies/coverage? 
A1) Insurance paperwork would be considered a contract; keep for 10 years after the end of the 
insured year. 
 
Q2) How long should we keep past in-house staff directories? 
A2) If they simply provide personnel information in a different format, destroy. 
 
Q3) How long should we keep statements of Concern regarding library materials completed by 
patrons? 
A3) Regard as correspondence and destroy after 3 years. 
 
Q4) How long should we keep incident reports (injuries, accidents, behavior)? 
A4) 10 years, as for public library annual reports 
 
Q5) How long should we keep emails? 
A5) Treat emails as you would print correspondence regarding a particular issue.  They are 
public records. 
 

Evansville Courier & Press.com – 6/17/2012 www.courierpress.com/news/2012/jun/17/no-
headline---ev_publicrecords/ 

INDIANAPOLIS — “An Indiana commission will soon set new rules for how long state and local 
governments must keep employee emails and other electronic records — and which of those 
missives will be considered public records. 

The Indiana Commission on Public Records will also review and adopt rules for paper-based 
public records, which local governments will now be required to implement within 30 days of 
the commission adopting them…. 

That's why the commission plans to work in July — in a meeting not yet set — to create a 
statewide policy regarding email and other electronic communications. This policy will deal with 
what qualifies as a public record that must be kept — and for how long. 

The commission also plans to readopt the retention policies they already have in place. The 
new state law requires the commission to reconsider those policies before they are 
implemented for local governments.” 
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