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What are we going to talk about?

•Some definitions
•County Commissions on Public Records
•Digital Records
•The Two Ways to Dispose of Public
Records
•Retention Schedules
•Tips and the Wrap Up



What is a Public Record??
IC 5-15-5.1-1 (o) "Record" means all documentation of the informational, 
communicative, or decision making processes of state and local government, its 
agencies and subdivisions made or received by any agency of state and local 
government or its employees in connection with the transaction of public business 
or government functions, which documentation is created, received, retained, 
maintained, or filed by that agency or local government or its successors as 
evidence of its activities or because of the informational value of the data in the 
documentation, and which is generated on:

(1) paper or paper substitutes;

(2) photographic or chemically based media;

(3) magnetic, electronic, or machine readable media; or

(4) any other materials, regardless of form or characteristics.



What is not a Public Record??

IC 5-15-5.1-1(l) "Non-record materials" means all identical 
copies of forms, records, reference books, and exhibit 
materials that are made, or acquired, and preserved solely for 
reference use, exhibition purposes, or publication and that are 
not included within the definition of record.



County Commission on Public Records

• Many Counties have a Commission or Archivist to deal with 
Public Records

• They are the ones that decide if a record can be transferred or 
destroyed.

• The commission is responsible for implementing the retention 
schedules, approving the destruction of records that do not have 
a retention schedules, approving any exemptions to the retention 
schedules.

• If your county does not have an Archivist, then contact the State 
of Indiana

• Made up of a variety of local officials



Digital Records – Were they “born” as digital records or 

were they “converted”to digital records?

Indiana Oversight Committee on Public Records Policy 20-01 
Electronic Records Retention and Disposition 

• Applies to: Electronic records of all Indiana government entities except 
those exempted in IC 5-15-5.1. If records of exempted entities are 
transferred to the Indiana Archives, they must adhere to this policy. 

• Purpose: To ensure electronic records are retained in a trustworthy, 
accessible, and appropriate manner. 

• Effective Date: 1/15/2020 Authority: Indiana Code 5-15-1-1 (a) and (b), 
Indiana Code 5-15-5.1-12, and Indiana Code 5-15-5.1-14.  



CONTACT INFORMATION

www.IN.gov/iara

ADMINISTRATIVE OFFICES 
W472 IGCS 402 West 

Washington Street 
Indianapolis IN  46204 
Voice:  317-232-3380 
Fax:  317-233-1713 

Amy Christiansen-Janicki
Records Management Liason

Indiana Archives & Records Administrator
achristiansenjanicki@iara.in.gov

Mobile: 812.929.3882

mailto:achristiansenjanicki@iara.in.gov


Definitions:
Retention schedule means a Records Retention and Disposition 
Schedule approved by the Indiana Oversight Committee on Public 
Records. 

Electronic records are stored in digital format on an information 
technology device and include both born-digital and digitized 
records.  

Born-digital records are created in electronic format. 

Digitized records are electronic copies of physical records and can 
include images and audiovisual information. 

Physical records can be read without the aid of an information-
technology device and include paper, film, and audio and video 
tapes. 



Annual Reports



“We’ll just scan 
everything and 
eliminate the paper!”

If documents qualify as Public Records, the paper 
version CANNOT be destroyed before the schedule 
allows, EVEN though it’s been scanned.

VOID     VOID VOID VOID
VOID VOID VOID



Two Ways to Legally Destroy or Transfer Public 
Records:

•Retention Schedule exists – Form 44905

•No Retention Schedule exists and permission 
must be granted – Form 30505







Collections preapproved to destroy - 44905

Box # Name of Records Date of Records Record Series Number Volume (cubic feet)

C4 1991 Water timecards and records copies 1991 GEN 10-17 1.5

C6 1987-88 water timecards 1987-1988 GEN 10-17 1.5

C8 annual reports 1995-1997 GEN 10-38 1.0

C14 AMR bid documents 2002 GEN 10-25 1.0

C15 2002 wasterwater payroll copies & timecards 2002 GEN 10-17 1.0

C22 1993-95 water daily operational data and logs 1993-1995 SD 10-9 1.0

C27 1991-93 wastewater bid documents 1991-1993 GEN 10-25 1.0

C30 Trash and recycling reports 2003 GEN 10-38 1.0

C38 1986 City financial report, 1988 City financial report 1986 & 1988 GEN 10-38 1.5

C44 2003 payroll copies & timecards 2003 GEN 10-17 1.0

C62 2001 wastewater payroll copies & timecards 2001 GEN 10-17 1.0

C64 2003 timecards and payroll copies 2003 GEN 10-17 1.0

C68 2003 wastewater payroll copies & timecards 2003 GEN 10-17 1.0

C70 2004 wastewater and traffic timecards copies 2004 GEN 10-17 1.0

C74 2003 payroll copies & timecards 2003 GEN 10-17 1.0

C75 2001 wastewater payroll copies & timecards 2001 GEN 10-17 1.0

C76 2000 water payroll copies & timecards 2000 GEN 10-17 1.0



Box # Name of Records Volume (cubic feet) Date of Records

C2 1969 pension correspondence, 1967 pension proposals, 1979 pension documets 1.5 1969 & 1979

C5 1989-91 driveway permits 1.5 1989-1991

C7 1989-99 ELCO theater records 1.0 1989-1999

C8 1995-97 correspondence, and 1936-86 misc water works files, 1990-94 complaint call out sheets 1.0 1995-1997

C9 1986-97 trash & recycling 1.0 1986-1997

C10 2002 Engineering & traffic files 1.0 2002

C11 2001 water - wellness, callouts, check copies and ledger sheets 1.0 2001

C12 2000 excavation permits 1.0 2000

C13 1996-97 sanitary and storm sewer project files 1.0 1996-1997

C14 2002  and misc water files 1.0 2002

C19 1989-95 driveway permits 1.0 1989-1995

C20 1994 water wellness, uniform records, & correspondence 1.0 1994

C21 1988-2003 safety training manuals 1.0 1988-2003

C24 2001 BOW & misc Engeering, Traffic EEC 1.0 2001

C25 1992 Rebuild Elkhart files 1.0 1992

C30 2003  trash and recycling general information 1.0 2003

C33 1997 water inventory and hydrant info 1.0 1997

C35 2005 sewer callout sheets and PM records 1.5 2005

C38 1992 staff meeting notes 1.5 1988 1986 1992

C41 1993-2002 AEP files, Elkhart Gateway files and O &M goals 1.0 1993-2002

C42 1993 IURC water rates & bond financing copies 1.0 1993

C43 1992-94 personal correspondence and rebuild Elkhart files 1.0 1992-1994

C45 1998-2000 catch basin and sanitary PM and callouts 1.0 1998-2000

C46 2000 sanitary PM, 1992-95 collections system construction sheets and 2000 locate tickets 1.0 2000 1992-1995

C47 1993-1996 Sewer calls and PM records 1.0 1993-1996

C48 1996-97 Sewer calls and PM records 1.0 1996-1997

30505 : Retention Schedule Unclear



What is a Retention Schedule??









Tips and the Wrap-Up
• Properly label your boxes. Do not mix file types if at all possible

• Develop a schedule for records transfer/destruction –

based on retention schedules

• If possible find out who your county archivist is and form a 

relationship.

• You can scan documents for ease of access, but must still keep them 
for the required retention period.

• Scanning is not the same as microfilming. Microfilming is the only way 
to preserve permanent records

• Online Training Modules - (Services for Government/Workshops and 
Training



Lynn Brabec – lynn.brabec@coei.org

mailto:lynn.Brabec@coei.org

