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Records Retention Policy 
Approved by the Patterson Library Board of Trustees on 11/14/2024 

 

The Director and the staff of Patterson Library are committed to maintaining documents and paperwork 

essential to the business and history of the Library and those required by law. Record Retention and 

disposal will be guided as follows: 

This policy applies to all records regardless of form (i.e. electronic, email, physical, etc.) 

Patterson Library is required to keep library records confidential according to Civil Practice Laws and 

Rules, Section 4509. As an Association Library, Patterson Library is not bound to Retention and 

Disposition Schedule for New York Local Government Records (LGS-1) but will make all attempts to 

comply. 

Current LGS-1 specific to libraries is attached below. 

Archives: 
Prior to purging, all records of the Library are appraised for historical significance or value for collections 
documentation prior to disposition. Some of these records may have continuing value for historical or 
other research and should be retained permanently. Records retained permanently due to historic or 
research value are designated as “Archives.” 
 

General Guidelines: 
Association Library Charter, bylaws, Annual Reports Permanent 

All records made available per the Open Meetings Law Permanent 

Employee-Related 7 years after termination of employee 

Fiscal & Financial 7 years, unless the relevant fiscal policy, 
document or transaction it is related to 
requires longer. 

 

Disposal: 
At the end of the retention period, physical copies are purged via shredding as their retention period 

expires. 

At the end of the retention period, electronic records are routinely disposed of by a process approved by 

CCLS Information Technology. 
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“Library/Library System.” New York State Archives, 2020, www.archives.nysed.gov/records/local-government-
record-schedule/librarylibrary-system. Accessed 16 Oct. 2024. 
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Council.” Wnylrc.org, 26 July 2022, wnylrc.org/raq/retention-period-employee-records. Accessed 16 Oct. 
2024.  


