[image: image1.png]: ) )
h\um (“U“\I’ il '(yﬂ'luu iz
m ! 40{’ 'p
W m' (/l"l’(/ .

; !

) I V’] / ’ "M‘U“ y*{u“:\:(r\

g (ud by i, h
T - P LI

‘ ////aﬂ i{”« /I‘;,} l/@,ﬁ //,/ )
|f «),'W‘M //;f;’ J

\V





                           


RECORDS RETENTION AND 



DISPOSITION SCHEDULE



State Form 5(R4/8-03)

	Name of agency

Department Of Environmental Management
	Name of division

Office Of Water Quality
	Telephone Number

233-5941

	Address (number and street, city, state, zip)
Room N1301, Indiana Government Center North

	Agency Head Signature of Approval
	Name of agency head (type or printed)

Thomas W. Easterly, Commissioner 
	Date of  draft approval

	Commission  on Public Records 

Signature of final approval
	Date of  final approval

	ITEM NO.
	RECORD SERIES
	TITLE/DESCRIPTION

(This Retention Schedule is approved on a space-available basis)
	RETENTION PERIOD

	Note: The Office of Water Management is now known as the Office of Water Quality.

	DRINKING WATER BRANCH

	1
	85-521
	MUNICIPAL WATER WORKS AND WATER WORKS PROMOTIONS

Record contains files on existing municipal waterworks.  It also includes correspondence and related information from municipalities trying to promote a water works facility.
	MICROFILM and DESTROY originals of approval letters, well logs, well site surveys, water data, deeds and easements of land surrounding wells, and any sheets which show supply capacity, treatment capacity, storage capacity, usage, or type of treatment, after three (3) years.  

DESTROY other records after three (3) years.  

TRANSFER original microfilm to the COMMISSION ON PUBLIC RECORDS, STATE ARCHIVES DIVISION.  RETAIN one (1) duplicate copy of the microfilm in the DRINKING WATER BRANCH.  DESTROY duplicate microfilm upon destruction of the facility.



	Please amend Record Series 85-521 to read:

	1
	85-521
	MUNICIPAL WATER WORKS AND WATER WORKS PROMOTIONS

Record contains files on existing municipal waterworks.  It also includes correspondence and related information from municipalities trying to promote a public water supply facility. Includes records previously covered under R.S. Numbers 85-522, 85-523, 85-526, 85-528, and 85-529.


	IMAGE upon receipt and MICROFILM according to 60 IAC 2 after ten (10) years. DESTROY hard copy after verification of electronic images and film for completeness and legibility. TRANSFER original microfilm roll to the INDIANA COMMISSION ON PUBLIC RECORDS, STATE ARCHIVES DIVISION for permanent archival retention, and duplicate roll to agency. DELETE electronic files and agency microfilm after ten (10) years.



	2
	85-533
	CROSS CONNECTION CONTROL FILES
	DESTROY after three (3) years.



	Please amend Record Series 85-533 to read:

	2
	85-533
	CROSS CONNECTION CONTROL FILES
	IMAGE upon receipt. DESTROY hard copies after verification of images for completeness and legibility. DELETE electronic files after three (3) years.



	3
	85-534
	CROSS CONNECTIONS, SEMI-ANNUAL INSPECTION REPORTS

These are reports submitted by the Indianapolis Water Company for review by the “Public Water Supply Division”.


	DESTROY after one (1) year.

	Please amend Record Series 85-534 to read:

	3
	85-534
	CROSS CONNECTIONS, INSPECTION REPORTS

These are reports submitted for review by the Public Water Supply Division.


	IMAGE upon receipt. DESTROY hard copies after verification of images for completeness and legibility. DELETE electronic files after one (1) year.



	4
	85-535
	EMERGENCY RESPONSE FILES

Files have correspondence, investigation information and reports pertaining to natural catastrophes.  Much of this information is a duplicate of that found in the State Emergency Management Agency.


	TRANSFER to the COMMISSION ON PUBLIC RECORDS, STATE ARCHIVES DIVISION, for EVALUATION, SAMPLING or WEEDING pursuant to archival principles; after twenty (20) years.



	Please amend Record Series 85-535 to read:

	4
	85-535
	EMERGENCY RESPONSE FILES

Files have correspondence, investigation information and reports pertaining to catastrophes.

	IMAGE upon receipt and MICROFILM according to 60 IAC 2 after twenty (20) years. DESTROY hard copy after verification of electronic images and film for completeness and legibility. TRANSFER original microfilm roll to the INDIANA COMMISSION ON PUBLIC RECORDS, STATE ARCHIVES DIVISION for permanent archival retention, and duplicate roll to agency. DELETE electronic files and agency microfilm after twenty (20) years.



	5
	85-537
	WATER WORKS MONTHLY REPORTS OF OPERATION


	DESTROY after three (3) years.



	Please amend Record Series 85-537 to read:

	5
	85-537
	PUBLIC WATER SUPPLIES MONTHLY REPORTS OF OPERATION


	IMAGE upon receipt. DESTROY hard copies after verification of images for completeness and legibility. DELETE electronic files after five (5) years.



	6
	85-538
	WATER WORKS OPERATOR CERTIFICATION CORRESPONDENCE-ACTIVE


	TRANSFER to INACTIVE when no longer certified.



	Please amend Record Series 85-538 to read:

	6
	85-538
	PUBLIC WATER SUPPLIES OPERATOR CERTIFICATION CORRESPONDENCE

	IMAGE upon receipt. DESTROY hard copies after verification of images for completeness and legibility. DELETE electronic files ten (10) years the file becomes inactive.



	Please add the following four new items:

	7
	New Item A
	PUBLIC WATER SUPPLY INVENTORY INFORMATION AND CORRESPONDENCE


	IMAGE upon receipt and MICROFILM according to 60 IAC 2 after three (3) years. DESTROY hard copy after verification of electronic images and film for completeness and legibility. TRANSFER original microfilm roll to the INDIANA COMMISSION ON PUBLIC RECORDS, STATE ARCHIVES DIVISION for permanent archival retention, and duplicate roll to agency. DELETE electronic files and agency microfilm after twelve (12) years.



	8
	New Item B
	PUBLIC WATER SUPPLY SAMPLING RESULTS, LETTERS, AND INFORMATION


	IMAGE upon receipt and MICROFILM according to 60 IAC 2 after one (1) year. DESTROY hard copy after verification of electronic images and film for completeness and legibility. TRANSFER original microfilm roll to the INDIANA COMMISSION ON PUBLIC RECORDS, STATE ARCHIVES DIVISION for permanent archival retention, and duplicate roll to agency. DELETE electronic files and agency microfilm after twelve (12) years.


	9
	New Item C
	SOURCE WATER AND WELLHEAD PROTECTION PLANS


	IMAGE upon receipt and MICROFILM according to 60 IAC 2 after ten (10) years. DESTROY hard copy after verification of electronic images and film for completeness and legibility. TRANSFER original microfilm roll to the INDIANA COMMISSION ON PUBLIC RECORDS, STATE ARCHIVES DIVISION for permanent archival retention, and duplicate roll to agency. 



	10
	New Item D
	WATER SYSTEM MANAGEMENT PLAN


	IMAGE upon receipt and MICROFILM according to 60 IAC 2 after ten (10) years. DESTROY hard copy after verification of electronic images and film for completeness and legibility. TRANSFER original microfilm roll to the INDIANA COMMISSION ON PUBLIC RECORDS, STATE ARCHIVES DIVISION for permanent archival retention, and duplicate roll to agency.



	Please delete Record Series 85-519, 85-527, 85-530, 85-531, 85-532, 85-536, 85-540 and 85-541; 

these records are no longer created by the agency.

	
	85-519
	BRANCH PERSONNEL RECORDS

A duplicate of records maintained in the “Personnel and Training” Division.


	DESTROY upon termination of the employee.

	
	85-527
	BOTTLED WATER

File contains water sample analyses (bacteriological and chemical), correspondence and survey reports of proposed supplies of bottled water.
	DESTROY correspondence and bacteriological sample analyses after three (3) years.  DESTROY chemical sample analyses after five (5) years.  DESTROY survey reports upon receipt of a new report, or upon closure of the facility.



	
	85-530
	INTERSTATE CARRIER WATERING POINTS

Records consist of samples of water in such sources as bus terminals, airports, and train stations.
	DESTROY after three (3) years.

	
	85-531
	INDIANA SECTION, AMERICAN WATER WORKS ASSOCIATION

Record consists of copies of minutes and correspondence documenting the Indiana Department of Environmental Management’s activity in the association.


	TRANSFER to the COMMISSION ON PUBLIC RECORDS, STATE ARCHIVES DIVISION, for EVALUATION, SAMPLING or WEEDING pursuant to archival principles; when outdated or replaced.



	
	85-532
	WATER SUPPLY DIVISION ADMINISTRATIVE PROGRESS REPORTS, MONTHLY AND ANNUAL REPORTS

File has divisional reports that are submitted to the “Public Health Education Division” which compiles the annual report for the State Department of Health.


	DESTROY after one (1) year.

	
	85-536
	GREAT LAKES BOARD-UPPER MISSISSIPPI RIVER BOARD AND CONFERENCE OF STATE SANITARY ENGINEERS COMMITTEES CORRESPONDENCE


	TRANSFER to the COMMISSION ON PUBLIC RECORDS, STATE ARCHIVES DIVISION, for EVALUATION, SAMPLING or WEEDING pursuant to archival principles; after three (3) years.



	
	85-540
	COPIES OF CERTIFICATES

Certificates of water works operators.


	DESTROY after receipt of STATE BOARD OF ACCOUNTS Audit Report and satisfaction of unsettled charges.

	
	85-541
	PRINTOUTS OF CERTIFICATION INFORMATION

Information is updated monthly.


	MAINTAIN current month and past month printouts.  DESTROY after two (2) months.



	

	Please delete Record series 80-1763, 80-1764, 80-1765, 80-1766, 81-185, and 81-186.

These items have been replaced by GRADM-1 on the General Retention Schedule.

	
	80-1763
	CITIZENS ADVISORY COMMITTEE MINUTES
	TRANSFER to the COMMISSION ON PUBLIC RECORDS, STATE ARCHIVES DIVISION, after two (2) months.



	
	80-1764
	CITIZENS ADVISORY COMMITTEE MINUTES-DUPLICATE


	DESTROY after ten (10) years.

	
	80-1765
	STATE POLICY ADVISORY COMMITTEE MINUTES
	TRANSFER to the COMMISSION ON PUBLIC RECORDS, STATE ARCHIVES DIVISION, after two (2) months.



	
	80-1766
	STATE POLICY ADVISORY COMMITTEE MINUTES-DUPLICATE COPY


	DESTROY after ten (10) years.

	
	81-185
	AGRICULTURE ADVISORY BOARD-MINUTES
	TRANSFER to the COMMISSION ON PUBLIC RECORDS, STATE ARCHIVES DIVISION, after two (2) months.



	
	81-186
	AGRICULTURE ADVISORY BOARD MINUTES-DUPLICATE


	DESTROY after ten (10) years.

	Please delete Record Series 85-520; it has been replaced by GRADM-4 on the General Retention Schedule.

	
	85-520
	GENERAL CORRESPONDENCE

Correspondence may include US EPA correspondence and Safe Drinking Water Act correspondence.


	TRANSFER to the COMMISSION ON PUBLIC RECORDS, STATE ARCHIVES DIVISION, after three (3) years; for EVALUATION, SAMPLING or WEEDING pursuant to archival principles.



	Please delete Record Series 85-522, 85-523, 85-526, 85-528 and 85-529; 

these records are now included in Record Series 85-521.

	
	85-522
	PLANS AND SPECIFICATIONS FOR WATER WORKS FACILITIES


	MICROFILM and DESTROY originals upon plan approval.  TRANSFER original microfilm to the COMMISSION ON PUBLIC RECORDS, STATE ARCHIVES DIVISION.  TRANSFER duplicate microfilm to the DRINKING WATER BRANCH.  DESTROY duplicate microfilm upon destruction of the facility. 



	
	85-523
	WATER WORKS TECHNICAL FILE


	DESTROY when outdated or replaced.

	
	85-526
	FLUORIDATION TECHNICAL FILE

File includes journals and pamphlets related to fluoridation.


	DESTROY when outdated or replaced.

	
	85-528
	STATE INSTITUTION WATER SUPPLIES


	MICROFILM and DESTROY originals of approval letters, well logs, well site surveys, water data, deeds and easements of land surrounding wells, and any sheets which show supply capacity, treatment capacity, storage capacity, usage, or type of treatment, after three (3) years.  DESTROY other records after three (3) years.  TRANSFER original microfilm to the COMMISSION ON PUBLIC RECORDS, STATE ARCHIVES DIVISION. RETAIN one (1) duplicate copy of the microfilm in the DRINKING WATER BRANCH.  DESTROY duplicate microfilm upon destruction of the facility.



	
	85-529
	SEMI-PUBLIC WATER SUPPLIES


	MICROFILM and DESTROY originals of approval letters, well logs, well site surveys, water data, deeds and easements of land surrounding wells, and any sheets which show supply capacity, treatment capacity, storage capacity, usage, or type of treatment, after three (3) years.  DESTROY other records after three (3) years.  TRANSFER original microfilm to the COMMISSION ON PUBLIC RECORDS, STATE ARCHIVES DIVISION.  RETAIN one (1) duplicate copy of the microfilm in the DRINKING WATER BRANCH.  DESTROY duplicate microfilm upon destruction of the facility.



	Please delete Record Series 85-539; these records are now included in Record Series 85-538.

	
	85-539
	WATER WORKS OPERATOR CERTIFICATION CORRESPONDENCE-INACTIVE


	DESTROY after receipt of STATE BOARD OF ACCOUNTS Audit Report and satisfaction of unsettled charges.



	COMPLIANCE  BRANCH

	Please delete Record Series 80-758; active and inactive records will both be covered under Record Series 80-759, 

as amended below.



	
	80-758
	CERTIFIED WASTEWATER TREATMENT OPERATORS-ACTIVE

Contains application, exam results, and receipts for certified operations.


	DESTROY all records pertaining to previous certification when a new certification is completed.

	11
	80-759
	CERTIFIED WASTEWATER TREATMENT OPERATORS-INACTIVE


	DESTROY after three (3) years.

	Please amend Record Series 80-759 to read:

	11
	80-759
	CERTIFIED WASTEWATER TREATMENT OPERATORS

Contains exam application(s), exam results, payment receipts for initial certification and renewal, renewal notices, continuing education credit reporting forms and compliance information. Files are maintained as long as operator is active, for comparison of work and educational experience. This category also includes Operator-in-Training files and Not Certified files. Retention based on 327 IAC 5-22.


	IMAGE upon receipt. DESTROY hard copies after verification of images for completeness and legibility. DELETE electronic files four (4) years after becoming inactive.

	Please add the following new item:

	12
	New Item E
	APPLICATIONS FOR WASTEWATER TRAINING COURSE APPROVAL

Contains state application form (SF 51138) and supporting documentation, IDEM approval/disapproval letter, and course attendance roster or sign-in sheet.


	IMAGE upon receipt. DESTROY hard copies after verification of images for completeness and legibility. DELETE electronic files four (4) years after last course conducted with the relevant course approval number.

	13
	80-1716
	INDUSTRIAL MUNICIPAL REPORT

File has quarterly reports of all industries discharging on sewer lines. 

	DESTROY after three (3) years.

	Please amend Record Series 80-1716 to read:

	13
	80-1716
	INDUSTRIAL MUNICIPAL REPORT

File has quarterly reports of all industries discharging on sewer lines. 

	IMAGE upon receipt. DESTROY hard copies after verification of images for completeness and legibility. DELETE electronic files after three (3) years.

	14
	83-714
	MUNICIPAL MONTHLY REPORTS

Monthly reports of the municipality.  The information is entered on a computer.
	TRANSFER to the RECORDS CENTER after two (2) years.  DESTROY after an additional one (1) year in the RECORDS CENTER.  TOTAL RETENTION:  Three (3) years.



	Please amend Record Series 83-714 to read:

	14
	83-714
	MUNICIPAL MONTHLY REPORTS OF OPERATION (MRO)

Monthly reports of  operation submitted by the municipality. 


	IMAGE upon receipt. DESTROY hard copies after verification of images for completeness and legibility. DELETE electronic files five (5) years.



	15
	83-715
	INDUSTRIAL MONTHLY MONITORING REPORTS

Monthly reports of the industry.  The information is entered on a computer.
	TRANSFER to the RECORDS CENTER after two (2) years.  DESTROY after an additional one (1) year in the RECORDS CENTER.  TOTAL RETENTION:  Three (3) years.



	Please amend Record Series 83-715 to read:

	15
	83-715
	INDUSTRIAL MONTHLY REPORTS (MMR)

Monthly monitoring reports submitted by the industry.  
	IMAGE upon receipt. DESTROY hard copies after verification of images for completeness and legibility. DELETE electronic files five (5) years.



	Please add the following new item:

	16
	New Item F
	DISCHARGE MONITORING REPORT (DMR)

Monthly discharge reports submitted by municipal and industrial National Pollutant Discharge Elimination System (NPDES) permit holders.


	IMAGE upon receipt. DESTROY hard copies after verification of images for completeness and legibility. DELETE electronic files five (5) years.



	Please delete Record Series 80-766, 80-773, and 80-1721; they are no longer created by the agency.

	
	80-766
	MUNICIPAL DISCHARGE INVENTORY AND PRIORITY LIST

File has cards for programs to put out this information.


	DESTROY when outdated or replaced.

	
	80-773
	COMPUTER PROGRAMS AND DATA FILES


	DESTROY when outdated or replaced.



	
	80-1721
	GENERAL PLANNING FILES

Files include certification of all water quality plans as well as correspondence and findings used for planning purposes.


	DESTROY when outdated or replaced.

	Please delete Record Series 80-744, 80-745, and 80-765; the related program is no longer maintained by IDEM.

All of these items are now administered under Record Series 99-03, 

on the State Revolving Loan Fund Program retention schedule.

	
	80-744
	CONSTRUCTION GRANT

This includes the application, contracts, financial records and correspondence.


	TRANSFER to the RECORDS CENTER upon receipt of final payment for step thirty (30).   DESTROY after an additional thirty (30) years in the RECORDS CENTER and after EVALUATION, SAMPLING or WEEDING pursuant to archival principles by the COMMISSION ON PUBLIC RECORDS, STATE ARCHIVES DIVISION.



	
	80-745
	FACILITY PLAN

A planning document for the wastewater facility.


	TRANSFER to the RECORDS CENTER on receipt of final payment for step three (3).  DESTROY after three (3) years in the RECORDS CENTER and after EVALUATION, SAMPLING or WEEDING pursuant to archival principles by the COMMISSION ON PUBLIC RECORDS, STATE ARCHIVES DIVISION.



	
	80-765
	NEEDS SURVEY

File has manuals, working and planning documents to determine what future needs are.  This report has been required by the US Environmental Protection Agency every two (2) years. 

	TRANSFER the third generation of the report to the COMMISSION ON PUBLIC RECORDS, STATE ARCHIVES DIVISION.  DESTROY supporting documentation of the third generation.



	PERMITTING BRANCH

	17
	80-747
	PERMIT

This includes NPDES permits granted or for up to five (5) years compliance evaluation, inspection, and correspondence concerning compliance.


	MICROFILM and DESTROY the previous permit, modifications and fact sheet on issuance of a new permit.  DESTROY all other records after five (5) years.  MAINTAIN microfilm of the permit as long as the facility is in existence and after EVALUATION, SAMPLING or WEEDING pursuant to archival principles by the COMMISSION ON PUBLIC RECORDS, STATE ARCHIVES DIVISION.



	Please amend Record Series 80-747 to read:

	17
	80-747
	PERMIT

This includes National Pollutant Discharge Elimination System (NPDES) permits granted or for up to five (5) years compliance evaluation, inspection, and correspondence concerning compliance.


	IMAGE upon receipt and MICROFILM according to 60 IAC 2 upon issuance of a new permit.  DESTROY hard copy after verification of electronic images and film for completeness and legibility. TRANSFER original microfilm roll to the INDIANA COMMISSION ON PUBLIC RECORDS, STATE ARCHIVES DIVISION for permanent archival retention, and duplicate roll to agency. DELETE electronic files and agency microfilm after five (5) years.



	18
	80-753
	STATE FACILITIES

NPDES permits for all state facilities.
	MICROFILM and DESTROY the previous permit, modifications and fact sheet on issuance of a new permit.  DESTROY all other records after five  (5) years.  MAINTAIN microfilm of the permit as long as the facility is in existence.



	Please amend Record Series 80-753 to read:

	18
	80-753
	STATE FACILITIES

National Pollutant Discharge Elimination System (NPDES) permits for all state facilities.
	IMAGE upon receipt and MICROFILM according to 60 IAC 2 upon issuance of new permit.  DESTROY hard copy after verification of electronic images and film for completeness and legibility. TRANSFER original microfilm roll to the INDIANA COMMISSION ON PUBLIC RECORDS, STATE ARCHIVES DIVISION for permanent archival retention, and duplicate roll to agency. DELETE electronic files and agency microfilm after five (5) years.



	

	19
	80-754
	FEDERAL FACILITIES

NPDES permits for all federal facilities.
	MICROFILM and DESTROY the previous permit, modifications and fact sheet on issuance of a new permit.  DESTROY all other records after five (5) years.  MAINTAIN microfilm of the permit as long as the facility is in existence.



	Please amend Record Series 80-754 to read:

	19
	80-754
	FEDERAL FACILITIES

National Pollutant Discharge Elimination System (NPDES) permits for all federal facilities.
	IMAGE upon receipt and MICROFILM according to 60 IAC 2 upon issuance of new permit.  DESTROY hard copy after verification of electronic images and film for completeness and legibility. TRANSFER original microfilm roll to the INDIANA COMMISSION ON PUBLIC RECORDS, STATE ARCHIVES DIVISION for permanent archival retention, and duplicate roll to agency. DELETE electronic files and agency microfilm after five (5) years.



	20
	80-807
	INDUSTRIAL WASTE OPERATION PERMITS

These permits are required for the operation of any wastewater treatment facility from which there is no discharge or which discharges into a municipal sewage 
	MICROFILM and DESTROY the previous permit, modification and fact sheet on issuance of a new permit.  DESTROY all other records after five (5) years.  MAINTAIN microfilm of the permit as long as the facility is in existence.



	Please amend Record Series 80-807 to read:

	20
	80-807
	INDUSTRIAL WASTE OPERATION PERMITS

These permits are required for the operation of any wastewater treatment facility from which there is no discharge or which discharges into a municipal sewage treatment plant. (i.e. Pretreatment Permits).
	IMAGE upon receipt and MICROFILM according to 60 IAC 2 after issuance of new permit. DESTROY hard copy after verification of electronic images and film for completeness and legibility. TRANSFER original microfilm roll to the INDIANA COMMISSION ON PUBLIC RECORDS, STATE ARCHIVES DIVISION for permanent archival retention, and duplicate roll to agency. DELETE electronic files and agency microfilm after five (5) years.



	21
	86-172
	PLANS AND SPECIFICATIONS-MUNICIPAL AND INDUSTRIAL

These are plans and specifications for non-US EPA funded construction projects and are sent to this office for approval provided they meet state guidelines.  Record includes approved plans specifications for municipal, industrial state and federal sewer and/or wastewater treatment projects.


	MICROFILM and DESTROY three (3) months after approval.  DESTROY microfilm after fifty (50) years.

	Please amend Record Series 86-172 to read:

	21
	86-172
	PLANS AND SPECIFICATIONS-MUNICIPAL AND INDUSTRIAL

These are plans and specifications for non-United States Environmental Protection Agency (US EPA)  funded construction projects and are sent to this office for approval provided they meet state guidelines.  Record includes approved plans specifications for municipal, industrial state and federal sewer and/or wastewater treatment projects.


	IMAGE upon receipt and MICROFILM according to 60 IAC 2 three (3) months after approval. DESTROY hard copy after verification of electronic images and film for completeness and legibility. TRANSFER original microfilm roll to the INDIANA COMMISSION ON PUBLIC RECORDS, STATE ARCHIVES DIVISION for permanent archival retention, and duplicate roll to agency. DELETE electronic files and agency microfilm after fifty (50) years.



	

	22
	80-1717
	MUNICIPALITY AND INDUSTRIAL GENERAL

Records on municipality or industry prior to their receiving an NPDES permit.


	MICROFILM and DESTROY approvals after three (3) years.  DESTROY all other records after three (3) years.



	Please amend Record Series 80-1717 to read:

	22
	80-1717
	MUNICIPALITY AND INDUSTRIAL GENERAL

Records on municipality or industry prior to their receiving a National Pollutant Discharge Elimination System (NPDES) permit.


	IMAGE upon receipt and MICROFILM according to 60 IAC 2 after three (3) years. DESTROY hard copy after verification of electronic images and film for completeness and legibility. TRANSFER original microfilm roll to the INDIANA COMMISSION ON PUBLIC RECORDS, STATE ARCHIVES DIVISION for permanent archival retention, and duplicate roll to agency. DELETE electronic files and agency microfilm after three (3) years.



	23
	80-1718
	NON-NPDES INDUSTRY

Industry files on those not having National Pollutant Discharge Elimination System (NPDES) permits.


	DESTROY after three (3) years.

	Please amend Record Series 80-1718 to read:

	23
	80-1718
	NON-NPDES INDUSTRY

Industry files on those not having National Pollutant Discharge Elimination System (NPDES) permits.


	IMAGE upon receipt. DESTROY hard copies after verification of images for completeness and legibility. DELETE electronic files after three (3) years.

	24
	80-1722
	LEGAL FILES

Enforcement of actions taken by the “Stream Pollution Control Board”.


	MICROFILM and DESTROY originals after five (5) years.  DESTROY microfilm after twenty (20) years.  TOTAL RETENTION:  Twenty-five (25) years.



	Please amend Record Series 80-1722 to read:

	24
	80-1722
	LEGAL FILES

Enforcement of actions taken by the “Water Pollution Control Board”.


	IMAGE upon receipt and MICROFILM according to 60 IAC 2 after five (5) years. DESTROY hard copies after verification of images and microfilm for completeness and legibility. TRANSFER original microfilm roll to the RECORDS CENTER and duplicate roll to agency. DESTROY original microfilm roll after an additional twenty (20) years in the RECORDS CENTER. DELETE electronic files and agency microfilm after twenty (20) years.



	25
	85-524
	NPDES WATER WORKS CORRESPONDENCE

File is correspondence and NPDES (National Pollutant Discharge Elimination System) permits with cities and towns needing permits for point source discharges.

 
	MICROFILM and DESTROY application for permit, permit modifications and fact sheets on issuance of a new permit.  DESTROY remaining records after five (5) years.  DESTROY microfilm when the facility is no longer in business.



	Please amend Record Series 85-524 to read:

	25
	85-524
	NPDES WATER WORKS CORRESPONDENCE

File is correspondence and National Pollutant Discharge Elimination System (NPDES) permits with cities and towns needing permits for point source discharges.


	IMAGE upon receipt and MICROFILM according to 60 IAC 2 after issuance of new permit. DESTROY hard copies after verification of images and microfilm for completeness and legibility. TRANSFER original microfilm roll to the INDIANA COMMISSION ON PUBLIC RECORDS, STATE ARCHIVES DIVISION for permanent archival retention, and duplicate roll to agency.  DELETE electronic files and agency microfilm after facility is no longer in existence.



	26
	80-771
	WASTE LOAD ALLOCATION RELATED MEMOS

There are established limits for each town.   They are revised every five (5) years.


	DESTROY after six (6) years.

	Please amend Record Series 85-771 to read:

	26
	80-771
	WASTE LOAD ALLOCATION RELATED MEMOS

There are established limits for each town.   They are revised every five (5) years.


	IMAGE upon receipt after six (6) years. DESTROY hard copies after verification of images for completeness and legibility. DELETE electronic files after six (6) years.



	Please delete Record Series 80-761, 80-762, 80-763, 80-764, 80-769, 80-770, 80-772, 80-1723, and 82-546; 

these records are no longer created by the agency.

	
	80-761
	ITINERARIES

A weekly activity report.


	TRANSFER to the RECORDS CENTER after one (1) year.  DESTROY after an additional two (2) years in the RECORDS CENTER.  TOTAL RETENTION:  Three (3) years.



	
	80-762
	NPDES TRACKING SYSTEM-WORKING FILES

Printouts of current NPDES data.


	DESTROY on receipt of a new printout.

	
	80-763
	PERMIT COMPLIANCE TRACKING SYSTEM-STORED FILES

Has recorded data and worksheets for information on the computer.  It includes violation reports, log sheets, and recorded data.


	TRANSFER to the RECORDS CENTER after one (1) year.  DESTROY after an additional two (2) years in the RECORDS CENTER.  TOTAL RETENTION:  Three (3) years.



	
	80-764
	NPDES TRACKING SYSTEM-ADDRESS PRINTOUTS

Data for printing labels for general certification files.


	DESTROY when outdated or replaced.

	
	80-769
	MUNICIPAL FACILITY INVENTORY

Information is input into the US EPA computer system.  This has inventory and data on all municipal facilities.


	DESTROY on receipt of an updated printout.

	
	80-770
	INDUSTRIAL FACILITY INVENTORY

Information is input into the US EPA computer system.  This contains inventory and data on all industrial facilities.


	DESTROY on receipt of an updated printout.

	
	80-772
	WASTE LOAD ALLOCATION RELATED BASIC DATA

Information used to generate reports includes maps, other reports and reference items.


	DESTROY when outdated or replaced.

	
	80-1723
	ADJUDICATORY HEARINGS

Challenges to permits issued by the Division.  In many cases, a final decision is made by the Water Management Board.


	TRANSFER to the RECORDS CENTER after five (5) years.  DESTROY after an additional fifteen (15) years in the RECORDS CENTER.  TOTAL RETENTION:  Twenty (20) years.



	
	82-546
	MARBLE HILL FILE

Information relating to proceedings before the Nuclear 
Regulatory Commission.


	TRANSFER to the COMMISSION ON PUBLIC RECORDS, STATE ARCHIVES DIVISION, for EVALUATION, SAMPLING or WEEDING pursuant to archival principles. 



	Please delete Record Series 80-755 and 82-156; they have been replaced by GRADM-4 on the General Retention Schedule.

	
	80-755
	OUT OF STATE CORRESPONDENCE

Consists of general correspondence from other states; also, requests for statutes, etc.


	DESTROY after one (1) year.

	
	82-156
	GENERAL FILES

Contain general reports, correspondence, etc.


	DESTROY after one (1) year.

	

	Please delete Record Series 82-153,  82-154, 82-155 and 82-157; 

these records have been transferred to Office of Land Quality retention schedule under Record Series 2005-38.

	
	82-153
	LAND APPLICATION

Plans, specifications, summaries, and letters of approval.  Files are arranged alphabetically by county.
	MICROFILM and DESTROY approvals, plans and specifications after one (1) year.  TRANSFER microfilm to the COMMISSION ON PUBLIC RECORDS, STATE ARCHIVES DIVISION, for EVALUATION, SAMPLING or WEEDING pursuant to archival principles; when all on-site treatment facilities represented on a given roll of film are no longer in existence.



	
	82-154
	LAND APPLICATION-NON-CONTESTED

File includes general correspondence, inspection reports and lab reports.
	TRANSFER to the RECORDS CENTER after one (1) year.  DESTROY in the RECORDS CENTER after an additional four (4) years.  TOTAL RETENTION:  Five (5) years.



	
	82-155
	LAND APPLICATION-CONTESTED

Includes general correspondence, inspection reports and lab reports.
	TRANSFER to the RECORDS CENTER after one (1) year.  DESTROY in the RECORDS CENTER after an additional nineteen (19) years.  TOTAL RETENTION:  Twenty (20) years.



	
	82-157
	SLUDGE APPLICATION

Includes general information, plans and specifications, approvals, inspection reports, correspondence, summaries, and self-monitoring reports.
	MICROFILM and DESTROY the previous permit, modification and fact sheet on issuance of a new permit.  DESTROY all other records after five (5) years.  MAINTAIN microfilm of the permit as long as the facility is in existence and DESTROY after EVALUATION, SAMPLING or WEEDING pursuant to archival principles by the COMMISSION ON PUBLIC RECORDS, STATE ARCHIVES DIVISION.



	Please delete Record Series 80-767 and 80-768; these records are now included in Record Series 80-802.

	
	80-767
	FIXED STATION WATER QUALITY MONITORING

A quarterly printout of information necessary to monitor the water quality of fixed stations.


	DESTROY on receipt of a new printout.

	
	80-768
	FIXED STATION WATER QUALITY MONITORING-MATERIALS FOR ANNUAL BOOKS

Source material for an annual book put out the IDEM.  The information is also entered on the computer.


	DESTROY on the printing of each book.

	Please delete Record Series 85-525; these records are now included in Record Series 83-714 and 83-715.

	
	85-525
	NPDES MONTHLY MONITORING REPORTS


	DESTROY after three (3) years.



	ASSESSMENT BRANCH

	27
	80-776
	OHIO RIVER VALLEY SANITATION COMMISSION  (ORSANCO)

File documents staff support and studies done for Indiana’s representative on this commission.
	TRANSFER to the COMMISSION ON PUBLIC RECORDS, STATE ARCHIVES DIVISION, after one (1) year, for EVALUATION, SAMPLING or WEEDING pursuant to archival principles.



	Please amend Record Series 80-776 to read:

	27
	80-776
	OHIO RIVER VALLEY SANITATION COMMISSION  (ORSANCO)

File documents staff support and studies done for Indiana’s representative on this commission.
	IMAGE upon receipt and MICROFILM according to 60 IAC 2 after one (1) year. DESTROY hard copy after verification of electronic images and film for completeness and legibility. TRANSFER original microfilm roll to the INDIANA COMMISSION ON PUBLIC RECORDS, STATE ARCHIVES DIVISION for permanent archival retention, and duplicate roll to agency.



	28
	80-781
	WORKING FILES

Reference materials and working copies of information.


	DESTROY when outdated or replaced.

	Please amend Record Series 80-781 to read:

	28
	80-781
	WORKING FILES

Reference materials and working copies of information.


	IMAGE upon receipt.   DESTROY hard copies after verification of images for completeness and legibility. DELETE electronic files when outdated or replaced. 

	29
	80-796
	REFERENCE FOR EQUIPMENT
	DESTROY after one (1) year.



	Please amend Record Series 80-796 to read:

	29
	80-796
	REFERENCE FOR EQUIPMENT

Maintenance/repair log.


	IMAGE upon receipt.   DESTROY hard copies after verification of images for completeness and legibility. DELETE electronic files after one (1) year.


	30
	80-801
	TIME OF TRAVEL AND MILEAGE DISTANCES OF STREAMS


	DESTROY when outdated or replaced.

	Please amend Record Series 80-801 to read:

	30
	80-801
	TIME OF TRAVEL AND MILEAGE DISTANCES OF STREAMS


	IMAGE upon receipt.   DESTROY hard copies after verification of images for completeness and legibility. DELETE electronic files when outdated or replaced.



	31
	80-802
	STREAM QUALITY DATA

Raw data on streams that is published, and water quality monitoring data.


	DESTROY after five (5) years.



	Please amend Record Series 80-802 to read:

	31
	80-802
	SURFACE WATER QUALITY DATA

Surface Water  quality monitoring data.


	IMAGE and MICROFILM on receipt according to 60 IAC 2 after one (1) year. DESTROY hard copy after verification of electronic images and film for completeness and legibility. TRANSFER original microfilm roll to the INDIANA COMMISSION ON PUBLIC RECORDS, STATE ARCHIVES DIVISION for permanent archival retention, and duplicate roll to agency.



	Please delete Record Series 81-782 and 80-794; they are not IDEM records.

	
	80-782
	TOPOGRAPHICAL MAP FILE AND CURRENT MAPS

These are purchased from the United State Geological Survey (USGS)


	DESTROY when outdated or replaced.

	
	80-794
	LAKE MAPS

These are copies of maps obtained from the Department of Natural Resources (DNR).


	DESTROY when outdated or replaced.

	Please delete Record Series 80-804; these records are copies.

	
	80-804
	ACCIDENT REPORTS

Duplicate copies.  The official agency copy is kept in the Division of “Budget and Requirements”.


	DESTROY after one (1) year.

	Please delete Record Series 80-777, 80-778, 80-779, 80-788, 80-789; these records are no longer created by the agency.

	
	80-777
	INTERNATIONAL JOINT COMMISSION-GREAT LAKES WATER BOARD

File documents staff support and studies done for Indiana’s representative on this commission.


	TRANSFER to the COMMISSION ON PUBLIC RECORDS, STATE ARCHIVES DIVISION, after one (1) year; for EVALUATION, SAMPLING or WEEDING pursuant to archival principles.



	
	80-778
	EPA REGION V WLA COMMITTEE

Information on committee membership.


	DESTROY after one (1) year.

	
	80-779
	STATE DEPARTMENT OF HEALTH COMMITTEE (DP)

The committee sets SDH priority for computer program and systems.  Original copies are maintained in the Administrative Office.


	DESTROY after one (1) year.

	
	80-788
	WORKING FILE FOR LAKE MICHIGAN AND ITS TRIBUTARIES

Raw data generated for reports by the International Joint Commission.  All reports are sent to the Indiana State Library.


	DESTROY after five (5) years.

	
	80-789
	WATER QUALITY PLANKTON SHEETS (BENCH SHEETS)


	DESTROY after three (3) years.

	Please delete Record Series 80-780, 80-791, and 80-799; 

they have been replaced by GRADM-4 on the General Retention Schedule.

	
	80-780
	LETTER AND MEMO FILES

Copies of letters written to consultants, and other divisions; information letters not involved with policy or compliance.


	DESTROY after three (3) years.

	
	80-791
	CORRESPONDENCE AND EQUIPMENT INFORMATION

Consists of general letters and requests for information.


	DESTROY after three (3) years.

	
	80-799
	COMPLIANCE MEMOS


	DESTROY after three (3) years.



	Please delete Record Series 80-790; it has been replaced by GRACC-1 on the General Retention Schedule.

	
	80-790
	REQUISITIONS AND VEHICLE RECORDS

Duplicate copies only.  Official copy is kept by the “Budget and Requirements” Division.


	DESTROY after one (1) year.

	Please delete Record Series 80-783; these records are now maintained in the Office of Land Quality under Record Series 92-21

	
	80-783
	OIL AND HAZARDOUS MATERIAL SPILLS

Investigations.


	DESTROY after five (5) years and after EVALUATION, SAMPLING or WEEDING pursuant to archival principles by the COMMISSION ON PUBLIC RECORDS, STATE ARCHIVES DIVISION.



	Please delete Record Series 80-784; these records are now maintained in the Office of Land Quality

under Record Series 96-106 and 96-107.

	
	80-784
	FISH KILLS

Reports on all fish kills.


	DESTROY after fifteen (15) years and after EVALUATION, SAMPLING or WEEDING pursuant to archival principles by the COMMISSION ON PUBLIC RECORDS, STATE ARCHIVES DIVISION.



	Please delete Record Series 80-774,  80-775, 80-785, 80-787, 80-792, 80-793, 80-795, 80-798,  and 80-800; 

these records are now included in Record Series 80-802.

	
	80-774
	WABASH RIVER STUDIES

Legal documents, study reports, and calculations on the Wabash River used in continuing battles with industry.


	TRANSFER to the STATE ARCHIVES DIVISION, for WEEDING when replaced. Do not destroy raw data files as historical records are never outdated.



	
	80-775
	GRAND CALUMET RIVER STUDIES

Legal documents, study reports and calculations on the Grand Calumet River used in continuing battles with industry.
	DESTROY when outdated or replaced.  TRANSFER to the COMMISSION ON PUBLIC RECORDS, STATE ARCHIVES DIVISION, for EVALUATION, SAMPLING or WEEDING pursuant to archival principles.



	
	80-785
	LAKE INFORMATION FILES AND CORRESPONDENCE

Profiles on all Indiana lakes.  File has nutrient profiles and lab data.
	MICROFILM and DESTROY originals after five (5) years.  TRANSFER microfilm to the COMMISSION ON PUBLIC RECORDS, STATE ARCHIVES DIVISION.  MAINTAIN an additional copy of the microfilm in the agency until the copy is outdated or replaced.



	
	80-787
	STREAM SURVEYS

Periodically updated information on all Indiana streams.
	DESTROY after ten (10) years or after a major change in a facility on the stream, whichever occurs first.



	
	80-792
	LAKE DATA

Lake classification and study data.


	DESTROY after ten (10) years.



	
	80-793
	FIELD DATA SHEETS FOR LAKE CLASSIFICATION


	DESTROY after ten (10) years.



	
	80-795
	LAKE CLASSIFICATION DATA

Files consist of field sheets, lake data, and survey information on the current and past status of all Indiana lakes.
	MICROFILM and TRANSFER the microfilm to the COMMISSION ON PUBLIC RECORDS, STATE ARCHIVES DIVISION, after one (1) year.  DESTROY originals after ten (10) years.



	
	80-798
	REAERATION FILE


	DESTROY when outdated or replaced.



	
	80-800
	FIELD SURVEYS AND SEGMENT SURVEYS OF STREAMS 
	DESTROY after ten (10) years or after a major change in a facility on the stream, whichever occurs first.



	Please delete  Record Series 80-797; it is a duplicate of Record Series 80-776.

	
	80-797
	ORSANCO REPORTS
	DESTROY after three (3) years.



	Please delete Record Series 80-786; it is a duplicate of Record Series 80-781.

	
	80-786
	REFERENCE

Working files.


	DESTROY when outdated or replaced.

	Please delete Record Series 80-803; it is a duplicate of Record Series 80-782

	
	80-803
	MAP FILES

Topographic maps.


	DESTROY when outdated or replaced.

	WATERSHED PLANNING BRANCH

	Please add the following new items:

	32
	New Item G
	FEDERAL WATER POLLUTION CONTROL ACT SECTION 305(B) 

Water quality reports, database, reach index, electronic update, and Geographic Information System (GIS) files.
	IMAGE upon receipt. DESTROY hard copies after verification of images for completeness and legibility.



	33
	New Item H
	EXTERNAL REFERENCE DATA 

Water quality report references, database documentation, and external data/information.


	IMAGE upon receipt and MICROFILM according to 60 IAC 2 after seven (7) years. DESTROY hard copies after verification of images and microfilm for completeness and legibility. TRANSFER original microfilm roll to the RECORDS CENTER and duplicate roll to agency. DESTROY original microfilm roll after an additional five (5) years in the RECORDS CENTER. DELETE electronic files and agency microfilm after twelve (12) years.



	34
	New Item I
	WATER QUALITY ASSESSMENT AND REPORTING NOTES AND DRAFT DOCUMENTS
	IMAGE upon receipt.  DESTROY hard copies after verification of images for completeness and legibility. DELETE electronic files after annual paper and electronic documents are completed, revised and published/submitted. 



	35
	New Item J
	EPHEMERAL GIS FILES AND ELECTRONIC WORKING DOCUMENT FILES
	IMAGE upon receipt. DESTROY hard copies after verification of images for completeness and legibility. DELETE electronic files after three (3) years.



	36
	80-809
	WATER QUALITY CERTIFICATIONS

Individuals must be certified by the state before being granted a federal permit or license.


	DESTROY after five (5) years.

	Please amend Record Series 80-809 to read:

	36
	80-809
	SECTION 401 WATER QUALITY CERTIFICATION (WQC) OR  STATE REGULATED WETLAND PERMIT (SRW) DECISIONS
Site-specific or general. Individuals must receive a WQC from the state before being granted a federal permit or license.  Discharge of fill into an isolated wetland requires an SRW authorization. Contains letters, applications, notifications, and supporting documentation.
	DESTROY those issued prior to January 1, 1995 except for those requiring mitigation and those which involve ongoing or long term projects or the potential for litigation. [Question - why not just transfer these to Archives too? Also, are the newer records  not being imaged?]
For records issued on or  after that date, TRANSFER to COMMISSION ON PUBLIC RECORDS, STATE ARCHIVES DIVISION for EVALUATION, SAMPLING and WEEDING pursuant to archival principles, five years after the later of the following: mitigation release or authorization expires.



	Please add the following new items:

	37
	New Item K
	MUNICIPAL SEPARATE STORM SEWER SYSTEM (MS4) MINIMUM CONTROL MEASURE CERTIFICATIONS

Certification statements are submitted to IDEM for minimum control measures that are required as part of the SWQMP. The certification statements confirm that a MS4 has appropriate ordinances and staff in place to administer the measure.


	Maintain  certification statements indefinitely or destroy after five years following a determination that  an MS4 no longer meets designation requirements.

[IMAGE? MICROFILM? Suggestion: IMAGE  and MICROFILM according to 60 IAC 2 upon receipt. DESTROY hard copy after verification of electronic images and film for completeness and legibility. TRANSFER original microfilm roll to the INDIANA COMMISSION ON PUBLIC RECORDS, STATE ARCHIVES DIVISION for permanent archival retention, and duplicate roll to agency. DELETE electronic files and DESTROY agency roll five (5) years after determination that an MS4 no longer meets designation requirements.]

	38
	New Item L
	MUNICIPAL SEPARATE STORM SEWER SYSTEM (MS4) MONTHLY CONSTRUCTION REPORTS

Monthly Construction Reports are sent to IDEM by each MS4 administering a construction program. The report provides information on any new construction projects and those projects the MS4 has either taken compliance and/or enforcement action against.

	IMAGE upon receipt.  DESTROY hard copies after verification of images for completeness and legibility. DELETE electronic files one (1) year after submittal.



	39
	New Item M
	CONSTRUCTION Permits – Rule 5
Construction permits for activities of one acre or more of land disturbance. Includes NOTICE OF INTENT, Construction Plan, Plan Review, Project Correspondence, and Site Assessments.

	IMAGE upon receipt.  DESTROY hard copies after verification of images for completeness and legibility. DELETE electronic files after five (5) years.



	40
	New Item N
	FEDERAL WATER POLLUTION CONTROL ACT, SECTION 319(H) GRANT APPLICATION AND PROJECT FILES
Application, project information and associated correspondence.

	IMAGE upon receipt and MICROFILM according to 60 IAC 2 fifteen (15) years after annual grant solicitation deadline.  DESTROY hard copy after verification of electronic images and film for completeness and legibility. TRANSFER original microfilm roll to the INDIANA COMMISSION ON PUBLIC RECORDS, STATE ARCHIVES DIVISION for permanent archival retention, and duplicate roll to agency. DELETE electronic files and agency microfilm after fifteen (15) years.



	41
	New Item O
	FEDERAL WATER POLLUTION CONTROL ACT SECTION 205(J) GRANT APPLICATION AND PROJECT FILES
Application, project information and associated correspondence.

	IMAGE upon receipt and MICROFILM according to 60 IAC 2 fifteen (15) years after annual grant solicitation deadline.  DESTROY hard copy after verification of electronic images and film for completeness and legibility. TRANSFER original microfilm roll to the INDIANA COMMISSION ON PUBLIC RECORDS, STATE ARCHIVES DIVISION for permanent archival retention, and duplicate roll to agency. DELETE electronic files and agency microfilm after fifteen (15) years.



	42
	New Item P
	FEDERAL WATER POLLUTION CONTROL ACT SECTION 104(B) APPLICATIONS

Applications and associated correspondence.


	IMAGE upon receipt and MICROFILM according to 60 IAC 2 five (5) years after grant solicitation deadline.   DESTROY hard copies after verification of images and microfilm for completeness and legibility. TRANSFER original microfilm roll to the RECORDS CENTER and duplicate roll to agency. DESTROY original microfilm roll after an additional five (5) years in the RECORDS CENTER. DELETE electronic files and agency microfilm after ten (10) years.



	43
	New Item Q
	GRAND CALUMET PROJECT

All documents, correspondence, reports, data and related materials.


	IMAGE and MICROFILM according to 60 IAC 2 upon receipt. DESTROY hard copy after verification of electronic images and film for completeness and legibility. TRANSFER original microfilm roll to the INDIANA COMMISSION ON PUBLIC RECORDS, STATE ARCHIVES DIVISION for permanent archival retention, and duplicate roll to agency. 



	44
	New Item R
	SEDIMENT SAMPLING

Quality Assurance/Quality Control plans, data reports, and related materials reviewed as a part of certain permit applications
	IMAGE final permit upon receipt and MICROFILM according to 60 IAC 2 upon final issuance of permit. DESTROY hard copy after verification of electronic images and film for completeness and legibility. TRANSFER original microfilm roll to the INDIANA COMMISSION ON PUBLIC RECORDS, STATE ARCHIVES DIVISION for permanent archival retention, and duplicate roll to agency. DELETE electronic files and agency microfilm after five (5) years.



	45
	New Item S
	TOTAL MAXIMUM DAILY LOAD (TMDL) PROJECT FILES

Includes data, correspondence, draft reports, final reports, and all supporting documents

	IMAGE upon receipt and MICROFILM according to 60 IAC 2 fifteen (15) years after date of approval.   DESTROY hard copy after verification of electronic images and film for completeness and legibility. TRANSFER original microfilm roll to the INDIANA COMMISSION ON PUBLIC RECORDS, STATE ARCHIVES DIVISION for permanent archival retention, and duplicate roll to agency. 



	OPERATIONS SECTION

	46
	80-808
	PERSONAL PROPERTY TAX FILE

File consists of approvals for state tax exemptions for purchase of pollution control equipment.


	DESTROY after six (6) years.

	Please amend Record Series 80-808 to read:

	46
	80-808
	PERSONAL PROPERTY TAX FILE

Personal property tax deduction for a certified geothermal system or device. Records include application, State Form 18895, and any and all requested information from the property owner.

Disclosure of these records may be affected by IC 6-1.1-35-9.


	IMAGE upon receipt. DESTROY hard copies after verification of images for completeness and legibility. DELETE electronic files after six (6) years.

	47
	86-173
	PERSONAL PROPERTY TAX EXEMPTION FILE

IC 6-1.1-10-10 requires the Indiana Department of Environmental Management to certify claims for tax exemptions for Water Pollution Control Facilities.  These files include copies of “Form 103-P, Claim for Air or Water Pollution Control Facilities”, and a file copy of its certification letter.  The original claim form is sent to the “State Board of Tax Commissioners”.   Files arranged by city.

Confidential, [IC 6-1.1-35-9]


	DESTROY after ten (10) years.

	Please amend Record Series 86-173 to read:

	47
	86-173
	PERSONAL PROPERTY TAX EXEMPTION FILE

IC 6-1.1-10-10 requires the Indiana Department of Environmental Management to certify claims for tax exemptions for Water Pollution Control Facilities.  These files include copies of “Form 103-P, Claim for Air or Water Pollution Control Facilities”, and a file copy of its certification letter.  The original claim form is sent to the County Assessor’s Office. Files arranged by county.

Disclosure of these records may be affected by IC 6-1.1-35-9.


	IMAGE upon receipt.   DESTROY hard copies after verification of images for completeness and legibility. DELETE electronic files after ten (10) years after receipt of STATE BOARD OF ACCOUNTS audit report and satisfaction of unsettled charges.
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