
Secretary - Local Public 
Records Commission
Indiana Archives & Records Administration (IARA):

Secretary Selection, Duties



There are two positions, chairperson (chairman) and secretary, that should be
designated according to the Indiana Administrative Code:

IC 5-15-6-1 (c)  The commission shall elect one (1) of its members to be chairman.

The clerk of the circuit court or the county recorder must be secretary of
the commission.  The person who serves as secretary shall be determined as 
follows:

1.  By mutual agreement of the clerk of the circuit court and the 
county recorder.

2. If a mutual agreement cannot be reached under subdivision (1), can be by
an affirmative vote of a majority of members of the county commission.



The commission shall provide to the administration (IARA) 
the names and contact information for the chairman and 
secretary not later than (30) days after the date of the 
determination.  

The members of the county commission shall serve 
without compensation and shall receive no disbursement 
for any expense.



DUTIES OF THE SECRETARY 

FOR THE COUNTY COMMISSION

OF PUBLIC RECORDS 



(1) Keep up with updated requirements and information set forth by the IARA.

(2) Inform Custodians of Records for each of your local offices how they can keep
up with the most current information.

(3) Receiving and processing records disposition notices and requests from the 
governmental offices in your county:

Notice of Destruction (SF 44905)

 You should receive this notice after the destruction is already completed.  

 Make sure that the date of destruction and signature is present.

 Keep copy to add to the agenda in the Official Minutes for the next meeting of 
your County Commission of Public Records.  They can be read verbally but is not
required, as long as copy of the forms are attached to the minutes.

 File your copy and maintain them permanently under Record Series GEN 20-1.



(4) Receiving and Handling Requests for Permission to Destroy 
or Transfer Certain Public Records PR-1 SF 30505

 Collect the PR-1 forms as they arrive. Add them to the agenda for the next meeting.
The Commission will review and vote to approve (or not approve) the requests.

 A copy of each PR-1 should be added to the Official Minutes.

If the request was not approved:

- Send an unsigned copy of the form back to the office of origin with a letter  
of explanation. File a copy of both in your office permanently.



(4) (Continued)

If approved:

- Sign and date the appropriate fields and add contact information.

- Have the Chairman of the Commission sign and date.

- Send one copy to IARA and send one copy to any active local historical 
entity in your county.  

- Note: New PR-1 forms have a response section for your historical society and 
Indiana Archives to respond whether they wish to procure or not.

- Wait 60 days for response.  

- After 60 days have passed, fill out the section on your copy titled
FINAL NOTIFICATION FOR ORIGINATING AGENCY check the 
appropriate box with the final decision.  Send to originating entity.

- File copy of form and all correspondence permanently in your office.





(5) Conducting a 
Meeting

COUNTY COMMISSIONS 
OF PUBLIC RECORDS

Must meet at minimum 
once a year, and 
ideally once a month

 IC 5-15-5.1-14  ‘A public official or 
agency may not mutilate, destroy, sell, 
loan or otherwise dispose of any 
governmental record, except under a 
record retention schedule or with written 
consent of the Indiana Commission on 
Public Records.’



Before the Meeting– PREPARATION

Prior to a planned meeting of a County Commission of Public Records, the 
Secretary (or other designated member of the County Commission) should:

A. Assemble a list of county commission members (as set forth in Indiana Code 5-15-6-1)
that will consist of:
1.  the judge of the circuit court;  (Usually Chairperson)
2.  the clerk of the court;
3.  the president of the board of county commissioners;
4.  the county auditor;
5.  the county recorder;
6.  the superintendent of schools of the school district in which the county seat

is located;
7.  the city controller of the county seat city  (if there is no city controller, 

the clerk-treasurer of the county seat city or town)

And send notices to the Commission notifying them of the upcoming meeting.





Before the Meeting– PREPARATION (Continued)

B. Assemble a list of the local government units in the county that will consist of:

1.  county offices;
2.  cities and towns offices;
3.  township offices;
4.  public libraries;
5.  public schools and;
6.  multi-county (regional) units and/or special districts. 

(Example: Regional Sewer District)





Before the Meeting– PREPARATION (Continued)

 Send blank copies of SF 30505 (PR-1) and SF 44905 (Notice of Destruction) to
each local government unit with a deadline for response. (By letter or e-mail)

 Request that they:

- Prepare PR-1 forms
- Prepare Notices of Destruction.

 After your deadline and receiving the responses, set the agenda.  

 Post a copy of the meeting agenda and/or announcement at least 48 hours 
prior to the meeting  (excluding Sat., Sun. and legal holidays)

- at the principal office of the public agency holding the meeting
or delivering to all news media

- on your website, if you have one
- at some point - at the entrance to the location of the meeting

 Inform county historical and/ or genealogical societies of meeting plans.



Sample Agenda



During the Meeting

1.  Take/record minutes
2.  Vote/discuss matters as members of the Commission
3.  Review each PR-1 and vote to approve or deny.
4.  Determine the date of the next meeting.
5.  Adjourn 

After the Meeting

1.  Send the approved and signed PR-1s, copy of the agenda, copy of the 
official minutes to IARA  County/Local Records Management section

2.  Send copies of the approved and signed PR-1s to the relevant local
historical entities for review.

3.  File agenda, minutes, PR-1s, Notices of Destructions in permanent file.

4.  Notify appropriate local government unit – final status of PR-1



Questions??
 Amy Christiansen Janicki

 Records Management Liaison

 IARA

 812-929-3882

 achristiansenjanicki@iara.in.gov
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