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Archival Value:
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retained. Records should be promptly and orderly disposed of at the end of their retention period. Keeping records longer than the retention period
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General Records Retention Schedule for
All State And Local Agencies

Library Records
GS 1035
Item # Records Series Retention (Yrs.) Start of Retention

10503. | Book Discussion Group Records 1 After created or received.
Includes records of books checked
out for book discussion groups.

10504. | Bookmobile Program Records - After administrative value
Program documentation for the has been served.
Preschoolers acquiring Literacy
Skills (PALS) and County
bookmobiles.

Includes waiting lists of sites
requesting service and sites
currently receiving service,
information brochures and
schedules.

10505. | Borrowers / Cardholders / - After expired, updated or
Visitor Registration Records obsolete.

Includes records for users of
public access computers.

10506. | Catalog of Collection Holdings - After item referred to is
Includes shelf lists. removed from the

collection.

10507. | Circulation Records - Borrower- - After administrative value
Specific has been served.
Confidential pursuant to ARS §41-

151.22. ARS § 41-151.22.

10508. | Circulation Records - Book Title - After administrative value
and / or Author-Specific has been served.

10509. | Community Service Records 1 After application received.

10510. | Donation / Gift Records - Added - After administrative value

to Collection
Including one-time and on-going.

has been served.

Ted Hale, State Records Management Ofﬁcef /QA
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General Records Retention Schedule for
All State And Local Agencies

Library Records

GS 1035

Item# Records Series

Retention (Yrs.)

Start of Retention

10511. | Donation / Gift Records - Not
Added to Collection
Including one-time and on-going.

10512. | Equipment Reservation / Sign-
up Records

After administrative value
has been served.

After administrative value
has been served.

10513. | E-Rate Records 6 After fulfilled, cancelled or
Includes technology plans. revoked.

47 CFR 54.516.

10514. | Incident / Accident Records - Please see Administrative
Please see Administrative and and Management Records
Management Records General General Retention
Retention Schedule. Schedule.

10515. | Intra / Inter-Library Loan 3 After calendar year
Records - Photocopies of created.

Periodicals

When borrowing in a manner that In compliance with

retains the numbers of copies of Commission on New

periodicals being borrowed. Technology Uses
(CONTU) guidelines /
copyright laws.

10516. | Intra / Inter-Library Loan - After administrative value
Records - All Other Records has been served.

10517. | Jail Library — Patron Request - After administrative value
Records has been served.

Requests to borrow materials or
for the library to purchase
materials not currently owned.

10518. | Library Display / Exhibit 10 After created.
Records - Calendar of Exhibits
Displays of art or authors.

Including, but not limited to,
forms, inventory lists, and waivers.
Ted Hale, State Records Management Ofﬁcg?? GS 1035
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General Records Retention Schedule for
All State And Local Agencies
Library Records

GS 1035

Item #

Records Series

Retention (Yrs.)

Start of Retention

10519.

10520.

10521.

10522.

10523.

Library Display / Exhibit
Records - All Other Records
Displays of art or authors.

Including, but not limited to,
forms, inventory lists, and waivers.

Library History Collection
Records

Records regarding library
buildings.

Includes photographs of events
and newsletters.

Special Services Machine
Exchange Records

Forms used to exchange machines
from the Arizona Talking Book
Library.

Includes user name, address and
phone number.

Machines are owned by the
Arizona Talking Book Library.

Statistical Records
Does not include the Annual
Report.

Summer Reading Program
Records

Records of summer reading
program.

Including, but not limited to, any
fees charged, information on
incentive prizes, lists of presenters,
registration materials, and samples
of handouts.

3

Permanent

After exhibit removed

Retain per Arizona
Standards for Permanent
Records or transfer to State
Archives when
administrative value has
been served.

After equipment returned.

After cumulative update
completed.

After administrative value
has been served.
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General Records Retention Schedule for
All State And Local Agencies
Library Records

GS 1035

Item #

Records Series

Retention (Yrs.)

Start of Retention

10524.

Working Records for Online
Catalog

Includes item records downloaded
from vendor or bibliographic
utility databases for which local
cataloging has not yet been
completed.

After superseded or
obsolete.

Supersedes schedule #000-12-17, signed March 08, 2012.
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