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Retention Sch

edule

RECORD SERIES

| ADMINISTRATIVE
GEN 10-1

Column 1: Note
Record Series Number

GEN 10-3

olumn 2: Description of the

TiTLe/DESCRIPTION

tes of any county/local agency, board, commission, or
on. THIS IS A CRITICAL RECORD. [IC 5-15-6-2.5); [IC 5
15-5.1-12]

COUNTY/LOCAL AGENCY, BOARD OR COMMISSION
MEETING RECORDINGS

For offices, boards or commissions that record their meetings and
use the recordings to complete the minutes of the meetings.

POLICY FILES — OFFICE HOLDERS, DEPUTIES, AND DIVISION
DIRECTORS,

These office files document substantive actions of the county o
local government unit and constitute the official record of the
unit's performance of its functions and the formation of policy and
program initiatives. This series may include various types of
records such as correspondence, memos, and reports concerning
policy and procedures, organization, program development and
reviews. THIS S A CRITICAL RECORD. Disclosure of these records
may be affected by the discretion of a public agency, IC 5-14-3-4(b)
(6). [IC 5-15-6-2.5]; [IC 5-15-5.1-12]

GENERAL FILES

RETENTION PERIOD

PERMANENT. Microfilm according to 60 IAC 2
standards. Original may be retained in office or
transferred to the Indiana State Archives pursuant to

| IC5-15-6-6 at such time as record no longer has
| official value but has histarical value.

ERASE or DESTROY after official minutes derived
from them are approved.

PERMANENT. Microfilm according to 60 1AC 2
standards. Original may be retained in office or
transferred to the Indiana State Archives pursuant to*
IC 5-15-6-6 at such time as record no longer has
official value but has historical value.

DESTROY after three (3) calendar years.

Office records that are not related to policy implementation. This
series includes correspondence, memos, and routine staff files.

LEGAL FILES

(MIso called Litigation Files.) All records pertaining to litigation with
the county/local government and all supporting documentation.
Also includes investigation files and reports from agencies who
investigate civil violations (including housing and employment
discrimination). This includes the Notice of Tort Claim for Property
Damage and/or Personal injury, SF 54668, if a claim is brought
against the political subdivision. (See GEN 14-1 if no claim is
brought ) Disclosure of these records may be affected by IC 5-14-3-
4(a) (1), {3), and (8), and also by the discretion of a public agency,

GEN 10-4

Documents

RETAIN in office five (5) calendar years after
exhaustion of litigation. Evaluate and transfer to the
Indiana State Archives, pursuant to IC 5-15-6-6, only
these files that have been determined to have
historical significance.

olumn 3: Retention Perio

GEN 10-5

GEN 10-6

GEN 10-8

Remember “Plus 1 Rule”:
Retention period + 1
(ex. Gen 10-5 = 5 yrs)

2010 records cannot be
Destroyed until 2016.

IC 5-14-3-4{b) {6). Retention consistent with IC 34-11-2-6, IC 35-41-
4-2(a), and IC 34-11-2-4.

ORDINANCES AND RESOLUTIONS

Includes records created by a county/local agency related to the
legislature’s review of proposed laws or adoption of administrative
rulefs). THIS IS A CRITICAL RECORD. Disclosure of these recards
may be affected by the discretion of a public agency, IC 5-14-3-
4(b)(e).

DISASTER RECOVERY AND CONTINUITY PLANS

The copy of all Disaster Recovery/Continuity Plans, including those
for electronic systems, as well as supporting documentation used
in the development of the plans. Disclosure of these records may
be affected by the discretion of a public agency, IC 5-14-3-4(b)(19).

NOTICES & CERTIFICATES

Excludes SO 10-8, Form 100R - Certified Report of Names,
Addresses, Duties and Compensation of Employees [PERMANENT]

PERMANENT. Microfilm according to 60 1AC 2
standards. Original may be retained in office or
transferred to the Indiana State Archives pursuant to
IC 5-15-6-6 at such time as record no longer has
official value but has historical value.

TRANSFER one copy of each plan to the Indiana
State Archives for permanent archival retention,
upon its approval by the county/local agency.
DESTROY remaining copies when outdated or
replaced. DESTROY supporting documentation three
(3) years after current plan is outdated or replaced

DESTROY after three (3 calendar years and after
receipt of STATE BOARD OF ACCOUNTS Audit Report
and satisfaction of unsettled charges.

Adopted 9/21/2016 by the Oversight Committee on Public Records
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otice of Destruction

NOTICE OF DESTRUCTION OF NONPERMANENT | e K IS TRATION

RECORDS (Local Government Public Records) Indianapolis, indiana 46204
State Form 44905 (R7 / 7-15) Telephane: 317 232-3380
cty@iara in.gov

INSTRUCTIONS: This form may be used only for the destruction of nonpermanent records. Use State Form 30! Request for Permission to Destroy
or Transfer Certain Public Records (PR-1), to request destruction of permanent records.
Complete all Contact and Record Series Information fields.
Send the original to the secretary of the County Commission of Public Records.
Send a copy of this form to the Indiana Archives and Records Administration at the above address.
Delay destruction of records listed for thirty (30) days. During this period, the Indiana Archives and Records Administration will
review the request and may follow up with the requestor. If he requestor is nol coniacted by the Indiana Archives and Records
Administration during this period, the records may be destroyed.
Complete the Destruction Information fields and retain a copy of the completed form for your records.

Aschives box (10" x 12" x 15") =1 cubic fool of records Linear fool of & 112" x 14" documents = 1 cubic foot
Letter size file drawer = 1 1/2 cubic feel of records Linear foot of 8 112" a 11" documenl i5 cubic feel
Legal size file drawer = 1 1/2 cubic feet of records 1 Linear foot of tab cards = 1/6 cubic feet
Number 11 record transfer box = 2 cubic feel of records 1 Linear foot of 3" x 5" cards = 1/8 cubic feet
i i CONTACT INFORMATION
Name of office: ate submitted (o secretary and IARA (month, day, year) | County

‘Address (rumber and sireef)
Name of contact person Telephone number address

RECORD SERIES INFORMATION

—
Used for records found e e e T
on a retention schedule

Records deslroyed according lo a refention schedule approved for use by the Oversight Commillee on Public Records.

‘Signalure of offiial destraying records

Prited name of official destroying recoms Posilion




Completed NOD Form

e

NQTICE OF DESTRUCTION OF NONPERMANENT
i RECORDS (Local Government Public Records) “‘"’Gmmi!::‘ :;E'wm

Stats Form 44908 (R7 1 7-15) T!lﬂﬂ:-nz M':"zn;a‘am
1y @isra.in.gov

INSTRUCTIONS: 1. This form may be used only for the destruction of nenpermmanent records. Use Slale Form 30505, Request far Pemmission lo Desiroy
or Transtér Cenain Public Records (PR-1), fo reques! desiruclion of permanen records.
Complate ail Contact and Record Series Information fields,

2
" | 3. Send the original (o the secretary of the County Commisajon of Public Records.
4. Send a copy of this form {o the indlana Archives and Records Adminisiration al the above address.
" 5. Doiay destruction of records fistad for thity (30) days. During Ihis peniod, Ihe indiana Archives and Records Administration will
roview the requast and may follow up will the requesior. If the requestor Is nol contacied by Ihe indiena Archives and Records
Adminislralion during Ihis peried, the records may be destroyed.
Complete the Destruction Informalion fislds and retsin & copy of the completsd form for your racords.

RECORDS MEASUREMENT TABLE

Avehives box (107 x 12" x 157 Inside = 1 cubic: fool of records 1 Linaar foot of B 172° x 14" documents = 1 cublc foot
Leller size file drawer = 1 112 cubic feet of records 1 Linear foot of 8 172" a 11* documents = 4/5 cubic feet
"1 Legal aize file rawer = 1 1/2 cubic fael of records “ 1 Linear foot of tab cards = 1/6 cublc feel
- Numbar 11 record iransfer box = 2 cubic feet of records 1 Uinear foat of 3" x 5" cands = 1/8 cublc feet
= Each column is completed
Name of offica Date submitied 1o sscretary and IARA (month, day, year) | County
| Allen County Public Library 05/15/2017 Al

Addrosy (tumber end siree) City cod
800 Library Plaza Fort Wayne 46802
Name of contact person Totephone number E-madl addrese
Jean Henry ( 260 )421-1271 | jhenry@acpl.info

RECORD SERIES INFORMATION

TITLE OF RECORDS TO BE DESTROYED DATE OF RECORDS RECORD SERIES NUMBER VOLUME (cublc

 Signed and dated N T T R

g Deposil Tickets - 2012 82013 | GEN 10-19

ﬁ' End of Year Depository Balances m GEN 10-18

Deposit Receipts 2008 8 2010 [ GEN 10-10

D

« Destruction date is 30 P N

Purchase Orders

[Pucnassowos |
u u
days after submission
I
I
-
]

Dais signed (month, day, yaor]
05/13/2014

Prinisd name of official Dal reconds destroyed (month, day. year)
David K Sedestrom 07/1012017




Request for Permission to
PDestroy or Transfer (PR1)

REQUEST FOR PERMISSION To DESTROY DR INDIANA ARCHIVES ANDREGQRDSADM“’"ST’RITIQ"
TRANSFER CERTAIN PUBLIC RECORDS (PR-1) N inarom, s acion,

State Form 30505 (RS / 6-15) Telephone: 317-232-3380
cly@iara.in.gov

INSTRUCTIONS: Prepare in quinluplicale (five (5) copies).
2. The onginal and three (3) copies must be filed with the County Commission of Fubiic Records and a copy retained by the onginating agency.
Upon approval by the County Commission, the Secretary must forward one (1) copy lo the Indiana Archives and Records
Adminisiration at the above address; one (1) copy fo the county historical society (if any); and retain the original and one (1) copy for
sixty (60) days, during which time the records may be procured by an active genealogical or historical sociely of the counly or by the
indiana Archives and Records Administration, State Archives Division.

-
. Upon the expiration of sixty (60) days the copy retained shall be forwarded to the agency. as authonty to dispase of the records in
accordance with the action thereon by the County Commission.
The onginai shalt be preserved as a pan of the minutes of the County Commission.

- RECORDS MEASUREMENT TABLE
Archives box (10" x 12" x 15") inside = 1 cubic foot of records Linear foot of B 1/2" x 14" documents Gubic foot

-
1
0 u n 0 n a r e e n I O n Lolet sie flodrawer = 1 112 cubc fol of records 1 Lincar fool of 8 112" 1" documents = 415 cubic ect
Legal size file drawer = 1 1/2 cubic feel of records. 1 Linear foot of 1ab cards = 1/6 cubic feet
2 cubic feet of records. 1 Linear foot of 3" x 5" cards = /9 cubic feet

Number 11 record transfer bo:

TO BE COMPLETED BY THE ORIGINATING AGENCY OR OFFICE.

S (: h e d u I e e f o erert ey el Gt G 7697

Address of government agency (number and street, city, state, and ZIP code)

Name of cantact person E-mail address

Type of request (check one) [] Requesl lo destroy [0 Request to microfilm and destroy :equest to destroy previously microfiimed criginals
[ Request to transfer to:

: Secretary, Commission of Public Records, of County, Indiana

VOLUME OF RECORDS DATE OF RECORDS
NAME OR DESCRIPTION OF RECORDS (See records measurement table.) (month, day, year)

Must wait for the IARA to

approve before
destruction

ing audit

All of the above records have mel their retention requirements in an applicable schedule as of January 1, of the present year. Al records req|
have been audited by the State Board of Accounts for the period indicated; the report of the audit is on file and does not show any exceptions taken or

unsellled charges,
Approved by

Date (month, day, year)

(month, day, year)




Request for Permission to
PDestroy or Transfer (PR1)

ACTION BY THE COUNTY COMMISSION OF PUBLIC RECORDS
TO (name of government agency).

| r—

! You are hereby notified that your request to destroy or otherwise dispose of the public records listed thereon was approved by the County Commission of
Public Records al a meeling held this dale, subject lo the following limilations or exceplions:

Page 2 of the form is for
the County Commission
officers to complete.

| Inthe evenl that a genealogical or historical society in or of the county, or the Indiana Archives and Records Administration, State Archil

ves Division, does
not procure all or part of these public records wilhin the sixty (50) day period required by IC 5-15-6-7, Ihese public records may be destroyed or olherwise
disposed of by authority of the County Commission of Public Records.

| Signalure of Chairman of County Canmission of Public Records Date signed (month, day, year)
ATTEST - Signature of Secretary

Dale afier which public records may be destroyed |
(Sixty (60) days affer above date}

NOTIFICATION BY GENEALOGICAL OR HISTORICAL SOCIETY OR
INDIANA ARCHIVES AND RECORDS ADMINISTRATION, STATE ARCHIVES DIVISION, TO PROCURE RECORDS

Should be returned to

[ 1. Mo written statemenl has been received from any genealogical or historical sociely or Ihe Indiana Archives and Records Administration,
State Archives Division, 1o procure any of such records.

and comments.

Signature of secretary Date signed (monih, day, yesr)




Completed PR1 Form

< (5 ampleF

REQUEST FOR PERMISSIO O DESTROY OR
TRANSFER CERTAIN PUBLIC RECORDS (PR-1)

State Form 30505 (R3/10-03)

INSTRUCTIONS: 1. Brepare in quintuplicate (five copies)

. The original and lhree copies shall be filed with the County Commission of Public Records and a copy retained by the
originating agen

. Upon approval hy the County Commission, the Secretary shall forward one copy to the Indiana Commission on Publm
Records, 402 W Washinglon St., Rm W472, Indianapolis, IN 46204; one copy o the counly historical society (if an
and retain the original and one cnpy for 60 days, during which time the records may be procured by an active historical
sociely of the county or by the indiana Commission on Public Records, State Archives Division.

. Upen the expiration of 60 days the copy retained shall be forwarded la the agency, as authorily to dispose of the records
in accordance with the action thereon by the County Commission,

. The original shall be preserved as a parl of the minutes of the County Commission,

TO BE FILLED OUT BY ORIGINATING AGENCY OR OFFICE

Government agency Dale (monin, day, vear)

CITY OF FORT WAYNE - NEIGHBORHOOD CODE ENFORCEMENT 05/17/16

‘Address of government agency | Check proper box below:

200 E. BERRY STRET [

Reguest to destroy

0 Request to destroy previously microfilmed originals
[J Request to microfilm and destroy

[ Reguest to transfer to:

LSUITE 320

FORT WAYNE, IN 46802

RECORDS MEASUREMENT TABLE

TO: Secretary, Commission of Public Records, of 1 Archives box (10" X 12" X 15" inside) = 1 cu. 1. of records

1 Lelter size file drawer = 1 1/2 cu. ft. of records
ALLEN County, Indiana 1 Legal size file drawer = 2 cu. . of records
1 Number 11 record transfer box (12" X 24" X 101/2") = 2 cu, fi. of records.

VOLUME OF RECORDS

NAME OR DESCRIPTION OF RECORD (see rapords measuroment table) DATE OF RECORDS

CODE ENFORCEMENT HOUSING CASE FILES 20 ARCHIVE BOXES 2013

WEED PROGRAM FILES 9 ARCHIVE BOXES 2013*

DEMOLITION FILES 2 ARCHIVE BOXES 2013*

ABDANONED VEHICLE FILES 5 ARCHIVE BOXES 2013

VEHICLE AUCTION PAPERWORK/DISPOSAL RECORDS

OLD AV DAILY SCHEDULE/PAPERWORK

“PERMISSION TO DESTROY THESE RECORDS AFTER

12-31-16

All of the above records are more than three years old as of January 1, of the present year. All records requiring audit have been
audited by the Stale Board of Accounts for the period indicated, the report of the audit is on file and does not show any exceptions
taken or unsetlled charges.

Spprovefl gy Requestad by:
L Pl — Sharon Parks

fille _0 7 4 Signaturé | tille’
Deputy Director, NCE sl L2

ACTION BY COMMISSION OF PUBLIC RECORDS
(To be filled out by the County Cammission of Public Records)

TG: (name of govermment agency)

NCE

You are hereby notified that your request to destroy or otherwise dispose of the public records listed thereon was approved
by the County Commission of Public Records at a meeting held this date, subject to the following limitations or exceptions.

1 @j’(u% i{)TiQSiﬂT]%' Flmbf' resubmit in _ZELQ. A0l

In the event that neither an historical society in or of the county, nor the Indiana Commissicn on Public Records, State Archives
Division, procures all or part of these public records within the 80 day period required by IC 5-15-6-7, these public records may be
destroyed or otherwise disposed of by authority of the County Commission of Public Records.

[Gignature of Gnnwﬁn 'of County Commission of Public Records Daie signed (month, cay, year)

lolMoliLp

[ATTEST. Signature of Segtary, =Dxlﬁ after which public racords may be destroyed
/ (66-deye-sflor ahoue dale)
Dt Pl 01foiaoiT

NOTIFICATION BY HISTORICAL SOCIETY OR
INDIANA COMMISSION ON PUBLIC RECORDS, STATE ARCHIVES DIVISION TO PROCURE RECORDS

You are further notified that;

ﬂ 1. No writlen statement has been received from any historical society or the Indiana Commission on Public
Records, State Archives Division, 10 procure any of such records.

O 2. Awritten statement has been received from

of its intent o procure the following records.

Signalure of Secrelary j 74/ M i 2 |Date signed |m}9n:.ua/y. e, 1/




Certificate of Compliance

CERTIFICATION OF COMPLIANCE / VERIFICATION

State Form 42775 (R5 / 6-15)

INSTRUCTIONS: 1. Type or print legibly.
2. Forward completed form to IARA, Records Management, IGCS W472.
3. Signature must be signed by hand,

ROLL NUMBER AGENCY NAME RECORD SERIES NUMBER DOCUMENT NUMBER

Used when you want to

| hereby certify that this roll of microfilm ts the methods and procedures established by the Indiana Archives and Records
Administration and is consistent with 60 IAC 2 as promulgated by the Oversight Commitige.

destroy records that have e

L

Final destination of the film

been microfilmed.

FRAME BY FRAME INSPECTION

I hereby certify that this rall of film was inspected and verified frame by frame, according lo the methods and procedures established by the Indiana
‘ Archives and Records Administration and is consistent with 60 IAC 2 as promulgated by the Oversight Committee. (Negative responses explained below).

This inspection to be performed by agency request

Must be submitted to IARA [
with the PR1 if the records [Jiaa — ]
are considered permanent.

alure of Supervisor ame of Supervisar Dale (month, day, yean




Example of IARA Letter for PRI

Y Oximp

. QF N A James R. Corridan, Director and State Archivist Sincerely
f

MICHAEL R. PENCE, Governor INDIANA ARCHIVES AND RECORDS ADMINISTRATION
Knifa Mather 402 Wesi Washington Street, Room W472 Beverly A. Stiers

Indianapolis, Indiana 45204-
Recorder, Allen County & ':;:Ez;e:'[;';‘? 2;;?3;8%739 County/Local Records

1 E. Main St., Room 100 fara.IN.gov
Fort Wayne, IN 46802

Once again, thank you for your continued fine cooperation with us in the management of public
records.

Dear Anita:

We are in receipt of your Minutes of the Allen County Commission of Public Records meeting of
June 14, 2016 which we received on June 20, 2016. Also enclosed were seven (7) Requests for
Permission to Destroy or Transfer Certain Public Records (PR-1s) from the following local/county
offices:

. East Allen County Schools (4-13-16);
. Fort Wayne Community Schools (4-19-016);
. Fort Wayne Police Department (5-26-16);
City of Fort Wayne-Neighborhood Code Enforcement (5-17-16);
. Three Rivers Ambulance Authority (4-22-16);
. Allen County Voter Registration (Four (4) PR-1’s and no date on forms); and
. Fort Wayne-Allen County Department of Health (6-14-16).

The Indiana Commission on Public Records grants permission for destruction of all records
submitted on the PR-1’s with the following exceptions:

1. East Allen County Schools — This PR-1 is requesting to destroy Form 369, which is a
Capital Assets Ledger. In the School Retention Schedule under EDS-16-010, Book and
Equipment Inventory, this is listed as a Permanent record. I checked with the State Board of
Accounts and they said that they would have to have a listing of all inventory. If the record
listed on this PR-1 is just a report of this information, it would be o.k. for destruction as long
as they have a permanent list of inventory. If they have any questions or concerns about
this, please have them call State Board of Accounts, 317-232-2512, and ask for Ryan
Preston or Tyler Michael.

. Fort Wayne Community Schools — Line 2 on this PR-1 lists School Lottery Applications.
We would like to know what these records are.

City of Fort Wayne-Neighborhood Code Enforcement — This PR-1 requests that the
records listed on it be destroyed after 12-31-16, which is approved.

6. Allen County Voter Registration - This PR-1 requests that these records be destroyed
after November 8, 2016, which is approved.

Equal Opportunity Employer




~ Questions?

contact infol nation for Indiana
Archives expel

_ : bstiers@icpr.in.qov
Phone: (317) 232-3661



mailto:bstiers@icpr.in.gov
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