NYS Records Retention Statement

Article 1. Purpose and Scope

This organization , Ogdensburg Public Library adheres to the records retention and disposition
schedules established by the New York State Archives, specifically the LGS-1 Schedule for
Local Government Records. This policy applies to all records, regardless of physical format or
media (paper, electronic, email, etc.).

Article 2. Retention Schedule
Records will be retained for the minimum periods stipulated in the applicable NYS Archives
Retention and Disposition Schedule.
2.1 Administrative/Fiscal Records: Typically retained for 6 years after the close of the
fiscal year.
2.2 Personnel/Employment Records: Retained according to specific legal requirements.
2.3Grant/Contract Records: Retained for 6 years after final payment.

Article 3. Litigation or Audit Exception

If any records are known to be relevant to active or anticipated litigation, audits, or Freedom of
Information Law (FOIL) requests, they MUST NOT be destroyed until the matter is resolved,
even if the retention period has expired.

Article 4. Disposal Process

Upon expiration of the retention period, records will be destroyed securely (e.g., shredding,
overwriting electronic media). A Records Disposition Request Form or equivalent log must be
completed to document the destruction, noting the record series, date range, and destruction
date.

Article 5. Responsible Official
The Executive Director is responsible for overseeing the retention and lawful disposition of
records.
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