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Records Management Liaison

Amy Christiansen

I help county/local govt offices manage their records

Presentations & education on records & information
management

Traveling! Contact me if you’d like an in-person visit to your
county

Email bulletin about mid-month then a Microsoft Teams Chat
on the last Wed of the month at 11 a.m. If interested, email
“subscribe me!” to cty@iara.in.gov

Revise and create retention schedules

Answer your RIM questions!


mailto:cty@iara.in.gov

2026 Regional Trainings: Spread the Word!

Indjana R E co R Ds

Archives
° P
. ~ TRAINING
« April 17: Henry County V n
FREE FOR ANY COUNTY/LOCAL OFFICE!
A training on records & information management,
destroying and transferring records, permanent & critical
i June 12 : La Porte County records, electronic records, digitization projects, & learning
about the County Commission of Public Records. Other
benefits include a Q&A session & 1:1 discussions,

* July: Vanderburgh County [YRFEL YT VVhoshouidAttend:

s Public Libraries
* |ocal Health Depts.

© 10:00 a.m. - 12:00 p.m.

* (Cities & Towns

« August 6: Bartholomew County st S LT

* Township Trustees

260 W County Rd 100 N ¢ K-12 Public Schools
New Castle, IN 47362 * Public Safety Agencies
* October 30: Whitley County (m

by Monday, April 13!

Limited space available

 December: Marion County

@ otygioraingov @ (a12) 929-3882




Retention Schedules

IARA creates records retention schedules to make it as easy as possible for
you, listing and describing

* the categories of records commonly created by your office

« how long to keep the records in each category

- what happens to those records both during and after that time period

A retention schedule is a collection of record series in much the same
way that a dictionary is a collection of definitions, except that a record
series both defines a type of record and tells you what need to be done with it.



Where to find retention schedules

SITATE RECORDS
MANAGEMEN|,

State Records Management
Program

MANAGEN ENT

County/Local Records
Management Program

IARA’s website (in.gov/iara)
Divisions> Records and
Information Management

Or

Email IARA’s County/Local
Records Management staff
cty@iara.in.gov

Electronic Records Program

All retention schedules can be found on the IARA website



https://www.in.gov/iara/
mailto:cty@iara.in.gov
https://www.in.gov/iara/divisions/records-management/records-retention-schedules/
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https://www.in.gov/iara/files/RIM_CountyRetentionInstructions_2025.pdf

2 Types of Retention Schedules

1. Office-specific: Non-Judicial County Clerks (CL)

lists all the record series that belong to a general function of county or local government, rather than any
specific county, city, or other political subdivision.

So, the Non-Judicial County Clerk (CL) retention schedule applies to all county clerks across the state of
Indiana.

2. County/Local General (GEN)

contains broad and common record series that can apply to all units of county or local government. Those
record series should only be used, however, if there isn't an applicable record series on the specific retention
schedule for your type of government office.



https://www.in.gov/iara/divisions/records-management/countylocal-records-management/countylocal-retention-schedules/
https://www.in.gov/iara/divisions/records-management/countylocal-records-management/countylocal-retention-schedules/
https://www.in.gov/iara/divisions/records-management/countylocal-records-management/countylocal-retention-schedules/
https://www.in.gov/iara/files/county_general.pdf

Office-Specific: Non-Judicial County

Clerk (CL)

Men-Judicial County Cherk Retention Schedule [TL)
INDIANA ARCHIVES AND RECORDS ADMINISTRATION [|ARA) = County Lol Records Managemaent
"“'-l o | TITLL/ERSCBPTION
i
[FRUST REGISTERS AND DISBLIRSEME KT RECDRDS.
o] REGETERS OF FEES AND FURDS HELD I TRUST

Mon-Judicial County Cherk Retention Schedule (TL)
IMDIANA ARCHIVES AMD HRDS ADMINIETRATION [IARA) - County'Local Records Managemant

Mon-Judicial County Clerk Retention Schedule [CL)
INDIAMA ARCHWVES AND RECORDS ADMINISTRATION (IARA) - County'Local Reccrds Managemant
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What about Judicial Records?

Judicial records or court records are retained according to

Administrative Rule 7 and you will contact the Indiana Judiciary

Tom Jones

tom.jones@courts.in.gov

IARA does not have jurisdiction over judicial records,
you must contact the Indiana Judiciary

for retention information related to court records.


mailto:tom.jones@courts.in.gov

County/Local General Retention Schedule (GEN)

Cownty/Local General Retention Schedule (GEN)
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» This Retention Schedule is divided into five
(5) categories:
1. Administrative
2. Accounting and Finance
3. Personnel
4. Publications and Reports
5. Audio, Video and General Media

* GEN schedule is applicable to ALL offices in
addition to their office specific Retention
Schedule.



Record Series

Record Series includes a Number #, Title & Description, and
Retention & Disposition instructions

ITEM NO. | RECORD SERIES TITLE/DESCRIPTION RETENTION PERIOD
2 CL 10-17 B%IL AGENT LICENSE/POWER OF ATTOENEY DESTROY three|(3) yvears after expiration of license.
T Retenti ased on IC 27-10-3. y \

: NN N

Record Series Number | Record Series Title and Description® | Retention Period and Disposition Instructions




Retention Periods

Retention period instructions may include:
1. Information on how long the records need to remain
2. What finally happens to your records after their retention period is over

Examples: RETENTION PERIOD

EY DESTROY three|(3) years after expiration of license.
PERMANENT, PERMANENT =
& CRITICAL, \
DESTROY/DELETE, RETAIN, etc. Retention Period and Disposition Instructions




When it says, “DESTROY” or

NON-PERMANENT records

If a record series says “DESTROY” on the retention period, these are
non-permanent records, and they may be kept in ANY format or media.

« One format may be better than another for easy access; one medium may be better than

another at preserving records for a long time.

« The order of importance is the other way around: how long you are required to keep a
record should be one of the first things you consider when you're choosing the best

media and formats to balance your access and preservation requirements.



PERMANENT records

Only one Copy of Record is required to exist,
IARA recommends that copy be physical (paper or microfilm)

unless the original format makes it impossible to create a physical copy.

You can digitize in addition to microfilming or keeping the paper,
but it is not a best practice to only keep a digital copy of

permanent records.



CRITICAL Records

Only one Copy of Record is required to exist,
TARA recommends that you maintain 2 copies:
1 copy being physical (paper or microfilm)

and a second copy that can be in any of the following approved formats:

« Physical paper or electronic format.
» Verified microfilm (per 60 IAC 2).
« Verified digitized files (per OCPR Policies and Electronic Records Guidelines).



Electronic Records

« SAME record keeping requirements as paper
records, doesn’t matter the media and format, it’s
about the content or type of information.

 Handbook, pages 23-26, OCPR Policies 20-01 and 20-02, Electronic
Records Guidelines, Retaining Email Records — Quick Reference,
Recommended Capabilities for Electronic Recordkeeping Systems

« To find these ER publications/policies, check IARA’s Website,
iara.in.gov

N
N
!

=
—— e e T
Some wre=50

-
-

« 2 Electronic Records Archivists — Anna Lucas & Kalita Lopez!
Contact them at erecords@iara.in.gov

—a ..




REMEMBER...

When trying to locate the correct record series for a record...

First, always look at your office-specific retention schedule
(Non-Judicial County Clerks (CL))

Second, look at the GEN retention schedule

Third, if you can’t find your records on the retention schedule(s),
reach out to JARA (me) for help!



If your record(s) can be

NOTICE OF DESTRUCTION OF COUNTY / LOCAL INDIANA ARCHIVES AND RECORDS ADMINISTRATION
GOVERNMENT RECORDS IN ACCORDANGE WITH COUNTY |/ LOCAL RECORDS MANAGEMENT

402 West Washington Street, Room W4T2

s 1Y
d I N /AN APPROVED RETENTION SCHEDULE Indianapolis, Indiana 46204
e S r O e u S e e O i Saate Form 44808 (R10/ 4-23) Telephone: 317-232-3380
[ X N ) E-madl: ctyifiiara in.nov

This fovmn 15 o be used omly for documenting the destruction of records a5 scheduled on an approved counly /local records relention schedule.

o ®
For requasts fo dispose of reconds not isted on a relention schedule use Srate Form 30505 Faor requests to transfer recor’s schedwled as PERMANENT to &
focal historical entity insfead of mantaining them in the onginating office or transfeming them to the indiana Archives, use State Fomm 57236

INSTRUCTIONS: 1. Complete ALL Contact and Record Senes information fields. Record Seres Number is REQUIRED for all records Nsted

& I you do not know the Record Senes Number, contact IARA's County / Locsl Records Mansgement section for more information.

b i the records do nof have & Record Serles Number, use State Form 30505 as descrbed above.

* ‘ 2 Dastroy recaonds it sccovdance with the listed Riecord Senes Number and complete the Destruction information fialds on thiz form
nS ruc lonS 3 Zand one (1) copy of the completed form o the secretary of your Counfy Commission of Public Records for inclusion i tha

minutes of the next meating and retain ane (1) for your recoras.

CONTACT INFORMATION

MName of cifice

ContaCt — Rekfrems riamber ard st iy
If your record is on the CLor ~ Information e

G EN rete ntl O n S Ch e dul e S , RECORD SERIES TITLE OF RECORDS DﬁTREE:f:zESESIFEEzC":H;?J:M“T:::.GRD SERIES NUMBER VOLUME

TO BE DESTROYED {m  yyyy to m/ pyyy (REQUIRED) (number of boxes, rolls, efc.)

and met its Record Series -
. . . — 0
retention period, Information 3

you can destroy those .

County

ZIF code

E.mail address

records. :
Fill out the SF44905, -

also called the -

Notice of Destruction form Destruction | BT Sy rr——v——"
or “NOD” for short. Information

Signature of official destroying records Dat= signed [movth, day, year)

Prinied name of afficial destroying recors Position Dt records destoyed (montf, day, year)




Example

DESTROY two (2) years after the month of

, . mailing.
Let’s say your office wants to destroy
records today in March 2026.
You have Returned Mail, Grant DESTROY ten (10) years after expiration of the

contract and after receipt of State Board of
7 Accounts Audit Report and satisfaction of
unsettled charges.

applications, & Budgets

Returned Mail: GEN 23-0

Grants: GEN 10-25 DESTROY after five (5) years.
Budgets: GEN 10-26 | >




Destruction Eligibility

To calculate the date when records become eligible for destruction if all other
requirements are met, start with the month/year date of the latest records,
then add the period specified in the retention schedule, + one month.

Budgets can be destroyed after five (5) years. If the latest budget file expired in February
2021, then the contents of the box may be destroyed in March 2026.

Grants can be destroyed after ten (10) years and an audit. If the latest file expired in
February 2016, then the contents of the box may be destroyed in March 2026.

Returned mail can be destroyed two (2) years after month of mailing. If the latest mail
expired in Januwary2024-(so February 2024), then the contents of the box may be destroyed
in March 2026.



Contact Information

CONTACT INFORMATION

Mame of office County
Address (number and streef) City ZIP code
Mame of contact person Telephone number E-mail address
CONTACT INFORMATION
Name of office County
Random Office Name Random
Address (humber and slreel) City ZIP code
123 Main St Random 12345

Name of contact person

Amy Random

Telephone number

(123) 456-7890

E-mail address

amy@random.com




Record Series Information

RECORD SERIES INFORMATION

RECORD SERIES TITLE OF RECORDS DATE RANGE OF RECORDS | RECORD SERIES NUMBER VOLUME
TO BE DESTROYED (m /yyyy tom/yyyy) (REQUIRED) (number of boxes, rolls, etc.)
Returned Malil 01/2000 = 01/2024| GEN 23-04 4 folders
Grants 01/2000 +© 02/2016| GEN 10-25 2 boxes

Budgets 01/2000 t 02/2021 GEN 10-26 5 boxes

to

to

to

to

to

to

tfo

to

to




Find the Errors! (there are 3)

RECORD SERIES INFORMATION
RECORD SERIES TITLE OF RECORDS DATE RANGE OF RECORDS | RECORD SERIES NUMBER VOLUME

TO BE DESTROYED Mﬂw (REQUIRED) (number of boxes, rolls, efc.)
Old Files (0112016 0 0172028 N\ 1 box
Grants 2016  ©2016_A )| 5boxes

Budgets 01/2000 0 12/2019 \/ 3 folders

to

to

to

to

to

to

to

to

to




Review the 2 Sections

You as the records custodian are responsible for checking that
the Contact and Record Series Information are correct,

Including that the record series retention period matches the dates you
list on the NOD form.

IARA is available to review your NOD form or answer any questions
you have when filling out the NOD form.



Destroy the records!

Once the NOD form is verified as correct by your
office or IARA, then you can destroy the record immediately
or schedule* destruction for a certain date in the future.

*If scheduling, you will have to wait to complete and send in the NOD
form until the records are destroyed, see Destruction Information
section.*

Destroy means ALL Copies of a record no longer exist now.



Methods of Destruction (paper)

The proper way to destroy paper records R

@ would be through / a f‘j};\:_ ¥4
§>C shredding or incineration. :' <(,$}
e

*Do not sell or give public records away.*

Public records must either be destroyed in an authorized location such as
government property or by a vendor that specializes in the destruction of
records. Public records cannot be destroyed in an unauthorized location, such as your
home or a similar location.

For methods of destruction for electronic records or severely damaged records,
contact JARA’s Records & Information Management division.



Methods of Destruction (electronic)

Nonpermanent records that have reached their
disposition can be destroyed via:

 Destroying the physical media

* Deleting the files from your network or electronic

recordkeeping System Documents > Electronic Records -
Share
0 Name
Copy link
For additional information on destroying electronic AIENOITIEE  anage access
records use "A Guide to Responsible Records © Backup &DF 1,160
Destruction". Dashboard R Add shortcut to OneDrive

Dell Storage. Delete

Automate
ER Access Nc

Donama


https://secure.in.gov/iara/files/responsiblerecordsdestruction.pdf
https://secure.in.gov/iara/files/responsiblerecordsdestruction.pdf

Destruction Information

DESTRUCTION INFORMATION

These records were destroyed according to a retention schedule approved for use by the Indiana Oversight Committee on Public Records.

%'Gnature of official destroving records

Nate csioned imonth dav vear)

Printed name of anfficial destravinn records Pnsitinon

Date records destroved (month. dayv. vear)

DESTRUCTION INFORMATION

Signature of cfficiy deskoying reconds 4

Pnarted name of official dastroying recornds Pasition

Amy Random Random Title

These recorcs were destrayed according to a retention schadute approved for use by the Indiana Oversight Committee on Public Recards

Nate sinned imonth. dav vesr)

03/10/2026

Date records destroyed (month, day. vear)

3/10/2026




;. NOTICE OF DESTRUCTION OF COUNTY / LOCAL ARCHIVEE AND RECOREIS AKANISTRATION
!/ GOVERNMENT RECORDS IN ACCORDANCE WITH | © CAL RECORDS MANAGEMENT
S/ AN APPROVED RETENTION SCHEDULE

Keep a copy in your files according
to GEN 20-01 permanently

: Send a copy to the
Secretary of your

TO BE DESTROYED (m/yyyy to m/yyyy)

. Retumned Mail  01/2000 = 12/2023 olders o o o
County Commission of Public

Records (CCPR)

Don’t know who your County
Secretary is? It’s Nicole Keesling,
Allen County Recorder



https://www.in.gov/iara/services-for-government/workshops-and-training/online-tutorial-countylocal-government-records-using-the-notice-of-destruction,-state-form-44905/

When during the year can I fill out the

Notice of Destruction form?

At any point of the year!

Ideally, you will get your completed form into the CCPR secretary
right before their annual meeting so that they can compile and
include them in the meeting minutes but...

If you miss the meeting? That’s ok, just send it in and the CCPR
secretary will compile it for the next meeting.



PR-1 A or B: Destroy or Transfer Certain Public

Records

They will contact IARA
before filling out either
form

« Parts 1-5 must be
completed before
submission to CCPR
meeting

- Approved by County
Commission at their
meeting

« PR-1 Workshop here.


https://www.in.gov/iara/services-for-government/workshops-and-training/webinar-countylocal-records-using-the-pr-1-forms/

Destroy/Transfer Certain Public Records

PR-1A: Destroy nonscheduled records (records NOT on a retention schedule)

or severely damaged records.

PR-1B: Transfer nonscheduled & scheduled records, to the Indiana Archives or

active genealogical or historical entity of the county or back to the original agency.*

*If the records contain confidential information, they may be transferred as-is to the Indiana Archives, but if transferring to a local

historical entity, that confidential information must be removed and destroyed before the transfer. If all the records are confidential, then

transferring to a local historical entity is not an option.*

Contact IARA before filling out these forms.



Severely Damaged Public Records

How does IARA define severely damaged records?

They are records that are:

1.a danger to human health, life, or property PREVENTING &

. DEALING
2. unsalvageable — unusable: unable to be used in any way wWITH
and/or , DAMAGE TO
3.unsalvageable — unconvertible: unable to be reformatted PUBLIC RECORDS
(scanned, digitized, or converted to microfilm).

Brought to you by:

IARA's Records & Information Management division

Contact IARA's Records & Information
Management division if you have severely
damaged records.



What is the County Commission of Public

Records (CCPR)?

Every county in Indiana has a County Commission of Public Records
(CCPR) that meets at least once per year, is made up of (7) office holders,
and they are one of your partners in records management.

The CCPR gathers NOD forms for their meeting minutes, approves/denies
PR-1A or PR-1B forms, and helps guide county offices on records retention
and IARA updates.

Want to know more about the CCPR? Pages 28-31,
County/Local Records Custodian Handbook, the Webpage or the Webinar!



https://www.in.gov/iara/files/handbook-countylocalrecordscustodian.pdf
https://www.in.gov/iara/services-for-government/county-commission-of-public-records/
https://www.youtube.com/watch?v=_wZMeNqjjrA&feature=youtu.be

As Clerks, what are your duties to the

CCPR?

« Share the responsibility of the Secretary position with the Recorder by
mutual agreement or elected by CCPR members.

» Attend CCPR meetings or send proxy/designee.

If secretary: notify the county offices & the genealogical/historical entity
in the county about the CCPR meeting, compile completed NOD forms,
submitted PR-1A or B forms for inclusion in meeting minutes or
approval at the meeting, plan & execute meetings.

* Support county offices when needed or forward questions to IARA.



Where can I access the information from this

presentation?

Indiana s
Archives SIS

COUNTY/LOCAL GOVT.OFFICES . . . . . . .

The new RIM Orientation Packet or the PUBLIC RECQRDs
County/Local Records Custodian Handbook! 0R|ENTAT|0N

IARA’s website: https://www.in.gov/iara/

Subscribe to the monthly email bulletin or
attend monthly chats

by emailing “subscribe me!” to cty@iara.in.gov

Contact me!



https://www.in.gov/iara/files/orientationpacket-countylocal.pdf
https://www.in.gov/iara/files/handbook-countylocalrecordscustodian.pdf
https://www.in.gov/iara/
mailto:cty@iara.in.gov

Indiana

Archives

and Records Administration

Thank You!

achristiansen@iara.in.gov
cty@iara.in.gov
(812) 929-3882 (please leave a VM)
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