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● Archived Webinars page
https://continuinged.isl.in.gov/find-training/archived-trainings 

● Wednesday Word
https://www.in.gov/library/news/newsroom 

● Continuing Education
https://continuinged.isl.in.gov/find-training 

Indiana State Library 
webpage links

https://continuinged.isl.in.gov/find-training/archived-trainings
https://www.in.gov/library/news/newsroom
https://continuinged.isl.in.gov/find-training
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Meet our presenter …

Director of Digitization & 
Micrographics Services

Kim Hagerty
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Retention Schedule
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1. Scan documents in house
● Which documents should be scanned?

All agendas, minutes, and supporting documents presented in meetings
● Settings: 300 DPI, TIF format preferred, PDF is acceptable 

2. Save documents by dates YYYY-MM-DD (arrange in folders by year)

3. IARA does not require a scheduled timeline for preservation

4. Send files to IARA via USB vs sending original documents

5. Microfilming documents
● Doesn’t make sense to do this yearly (2,500 documents = a 16mm microfilm reel)
● Depending on how many documents, might be best to send every 20 years

Best practices to consider …
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● IARA State Imaging Lab
https://www.in.gov/iara/divisions/imaging-and-microfilm-services/ 

● New Director Manual 2022, Chapter 14 Public Library Records Retention
https://www.in.gov/library/files/NDM2022_Chapter_14.pdf 
(This link is subject to change with updates to the manual)

● Public Library & County/Local Retention Schedule
https://www.in.gov/iara/files/county_library.pdf 
https://www.in.gov/iara/files/county_general.pdf 

Resources

https://www.in.gov/iara/divisions/imaging-and-microfilm-services/
https://www.in.gov/library/files/NDM2022_Chapter_14.pdf
https://www.freepik.com/free-photo/two-canvas-books_3585818.htm/?utm_source=slidesgo_template&utm_medium=referral-link&utm_campaign=sg_resources&utm_content=freepik
https://www.in.gov/iara/files/county_library.pdf
https://www.in.gov/iara/files/county_general.pdf
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Thanks!

Paula Newcom, Northeast Regional Coordinator, ISL
pnewcom@library.in.gov / 317-447-0452 
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http://bit.ly/2PfT4lq

