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RECORDSRETENTION AND DISPOSITION SCHEDULE
Financial Institutions, Department of

Agency: Financial Institutions, Department of

Division:

ITEM| RECORD TITLE/DESCRIPTION RETENTION PERIOD
NO.| SERIES (This Retention Schedule is approved on a space-available basis)

1(87-154 I NSTI TUTI ON FI LE TRANSFER to the RECORDS CENTER after four
The definition of an institution includes banks, trust (4) state fiscal years. TRANSFER to the
conpani es, savi ngs banks, building and | oan associ ati ons, | NDI ANA ARCHI VES, for EVALUATI ON, SAMPLI NG
private banks, and industrial |oan and investnent or VEEEDI NG pursuant to archival principles
conpani es. A typical file contains correspondence to or after an additional two (2) state fiscal
fromthe institution or federal regulatory agency and the years in the RECORDS CENTER TOTAL
Departnent of Financial Institutions, annual audit reports, | RETENTI ON prior to | NDI ANA ARCHI VES
call reports, and UBPR s (Uniform Bank Performance TRANSFER: Six (6) state fiscal years.
Reports). Sone files nay al so contain exam ners' work
papers and any other data used in the conpletion of an
exam nation report. Afile will also include reports of
exam nation, visitations, conpliance reports and/or EDP
exam nations by the Department of Financial Institutions.
and/or federal regulator. Confidential, [IC 28-1-2-30,

(2004 Edition) Retention based on |IC 34-11-2-7, (2004
Edi ti on)

2(87-158 DEPARTMENT MEMBER FI LE DESTROY duplicate record copi es upon
Files will typically contain all docunmentation on the conpl etion of required action. TRANSFER
formati on of new state chartered banks, savings banks, and original Departnent Menber File to the
trust conpanies. The files will also contain other RECORDS CENTER after four (4) state fiscal
docunent ati on which may include conversions, interimbanks, | years. TRANSFER to the | NDI ANA ARCHI VES,
change of control, plans of exchange, foreign corporations, | for EVALUATI ON, SAMPLI NG or WEEDI NG after
ATMs, nergers, branches and other real estate. an additional two (2) state fiscal years in
Confidential, [IC 28-1-2-30, (2004 Edition)] the RECORDS CENTER. TOTAL RETENTI ON pri or

to | NDI ANA ARCHI VES TRANSFER: Six (6) state
fiscal years.

3]96-92 HOLDI NG COMPANY FI LE TRANSFER to the RECORDS CENTER after four
Files will typically contain annual reports, copies of (4) state fiscal years. TRANSFER to the
Federal Reserve required reporting: Y-6, Y-8, Y-9-C,  Y-PLP, || ND ANA ARCH VES, for EVALUATI ON, SAMPLI NG
Y-11L, Y-11AS, Y-11Q Securities and Exchange reports, or VEEDI NG pursuant to archival principles
10-Q 10-K, mi scel | aneous correspondence to/fromthe federal | after an additional tw (2) state fiscal
regul ator and the Departnent of Financial Institutions; years in the RECORDS CENTER TOTAL
noti ces of annual sharehol der neetings, acquisition RETENTI ON prior to | NDI ANA ARCHI VES
notification, copies of news rel eases, Uniform Bank Holding | TRANSFER Six (6) state fiscal years.
Conmpany Performance Reports (UBPRs), and summaries of The
Director' Inspection-Findings. Confidential, [IC 28-1-2-30,

(2004 Edition)]; Retention based on |C 34-11-2-7, (2004
Edi ti on)

412005- 10 FI ELD EXAM NER WORKPAPER FI LES TRANSFER t o the RECORDS CENTER after three

Fi el d exam ner workpaper files include banks, trust (3) state fiscal years. DESTROY after an

conpani es, savi ngs banks, building and | oan associ ati ons,
private banks and industrial |oan and investnent conpanies.
These files are maintained in two (2) regional district
of fices of the Departnent of Financial Institutions. A

typical file nmay contain correspondence to or fromthe
institution or federal regulatory agency and the Departnent
of Financial Institutions, copies of annual audit reports,

UBPRs (Uni form Bank Perfornance Reports), and any other
data used in the conpletion of an exam nation report,
including information obtained fromthe various types of
financial institutions. A typical file will also include
reports of exam nations, visitations, trust reports,
conpl i ance reports nd/or information technol ogy reports
conpl eted by the Departnent of Financial Institutions.
Confidential, [IC 28-1-2-30, (2004 Edition)]; Retention
based on I C 34-11-2-7, (2004 Edition)

additional three (3) state fiscal years in
the RECORDS CENTER TOTAL RETENTI ON: Six
(6) state fiscal years.
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5]87- 155 EXAM NER S FACT FI LE TRANSFER to | nactive Personnel Files upon
Contains record of exami ner's education, test scores, term nation of the exam ner.
pronotions, perfornmance eval uations and ot her personnel
material. Maintained apart from agency's other personnel
files. Partially confidential at the discretion of a public
agency, [IC 5-14-3-4(b)(3), and [IC 5-14-3-4(b)(8), (2004
Edi tion)]

6(87-156 I NACTI VE EXAM NER S FACT FI LE DESTROY three (3) years after term nation
Partially confidential at the discretion of a public of the exaniner.
agency, [IC 5-14-3-4(b)(3), and [IC 5-14-3-4 (b)(8), (2004
Edi tion)]

7187-157 PENDI NG MEMBERS FI LES TRANSFER t o Departnment Menber File upon
These are applications of supervised institutions which conpl etion of the required action.
require formal action of the Departnent of Financial
Institutions and institutions which have received fornal
action but the final processing of the application has not
been conpl eted. Confidential, [IC 28-1-2-30, (2004
Edi tion)]

8|87-164 ACTI VE CORPORATE FI LES TRANSFER to I nactive Corporate Files upon
Articles of incorporation, amendnents and by | aws of all di ssolution or nerger or conversion of
financial institutions regulated by this agency. The associ ations no | onger chartered by the
Secretary of State has articles of incorporation and any state.
amendnent (s) only. Sone public inquiries are received
concerni ng associ ati ons.

9(87-165 I NACTI VE CORPORATE FI LES TRANSFER to the | NDI ANA ARCHI VES, after six
These have the same contents as the Active Corporate Files. | (6) state fiscal years; for EVALUATI ON,
Frequent public inquiries are received concerning the SAMPLI NG or WEEDI NG pursuant to archival
di sposition of associations. princi pl es.

10(87- 166 EXAM NATI ON SCHEDULE FI LE RETAI N until the | NDI ANA GENERAL ASSEMBLY
This is a record of dates of exam nations and di sposition | egislatively sunsets the DEPARTMENT OF
of associations no |longer in business. Kardex systemwth FI NANCI AL | NSTI TUTI ONS.

di sposi ti on shown on back; frequent public inquiries
concerning disposition of associations. Audit trail
necessary to show such disposition of associations from
1930's and 1940's.

11|87- 266 COWPLAI NTS TRANSFER t o Active Enpl oyees' Personnel
Enpl oyees with Affirmative Action conplaints nust submt Fi | es upon resol ution of conplaint. DESTROY
themin witing to the Affirmative Action Coordinator. All the Affirmative Action Coordinator's copy
conpl aints are acted on by the Coordinator and the of the conplaint and resolution three (3)
Affirmative Action Coordinator retains a copy of the years after the final disposition of any
original conplaint and its resolution. Partially action.
confidential at the discretion of a public agency, [IC
5-14-3-4(b)(8), (2004 Edition)] Retention based on 29 CFR
1620. 30, (July 1, 2004 Edition)

12|87- 267 TERM NATED EXAM NERS | D CARDS DESTROY on exam ner term nation.

13(87- 286 CONSUMER COMPLAI NTS DESTROY three (3) years after the year of
A consuner conpl etes the Consuner Credit Conplaint, the conpl ai nt resol ution.
previously State Form 38840, and subnits the conpleted form
to the Departnent. Conplaints are reviewed by a field
exam ner and resolved within two (2) weeks.

14187- 287 CROSS REFERENCE LI STI NG ( ELECTRONI C) DELETE el ectronic listing two years after
This record is an electronic (computer) cross-reference resolution of the conplaint.
listing to consunmer conplaints. Index cards fornmerly used
wer e di sconti nued.

15|87- 289 I NDEX OF ASSI GNMENTS OF LEDGERS ( COVPUTER) DELETE conputer listing when outdated or

This electronic (conmputer) index is used to assign

exam ners to lending institutions. This index shows the
conpany, exam ner and date of the last examination, and is
regul arly updated. Information is arranged by conpany
identification nunber. Al information on the old index
cards is nowin the electronic record and cards are no

| onger created or naintained and none exist. Confidential,
[1C 28-1-2-30, (2004 Edition)]

repl aced.
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16|87-290 REG STER OF LI CENSE NUMBERS- CURRENCY EXCHANGES AND DESTROY bi nder data and print-outs five (5)
PAVABROKERS years after the |license was surrendered or
This record is in three (3) ring vinyl binders and in a revoked. ERASE machi ne-readable format five
conputer. The data is arranged in numerical order by (5) years after the |icense was surrendered
license nunber, and it indicates the date a license was or revoked.

i ssued, to whomand if the |icense has been revoked or
surrendered. The conputer printouts are verified to the
three (3) ring binder information.
17187-291 REG STER OF LI CENSE BRANCHES- CURRENCY EXCHANGES AND DESTROY hard copi es when outdated or
PAVWNBROKERS repl aced. ERASE machi ne-readabl e for mat
This record is also in a three (3) ring vinyl binder and in | when outdated or repl aced.
the agency's conputer system It is an al phabetical listing
by city and is subdivided al phabetically by conpany within
the city. Any change in the conpany produces an updated
listing. Virtual daily updating is perforned.
18(87-293 I NDEX OF ASSI GNMENT- PAWNBROKERS ( COVPUTER) DELETE conputer entry when outdated or
This is an electronic (conputer) index show ng the conpany, | replaced.
exam ners, and | ast date exam ned. The index is regularly
updated in the conputer and arranged by examni nation date.
19|87-294 I NDEX OF ASSI GNVENTS - NON- LENDERS PRI NT- QUTS & MACHI NE DESTROY conputer print-outs when outdated
READABLE or replaced. ERASE machi ne-readabl e format
This record is on the conputer and shows the address, when outdated or repl aced.
exam ner and | ast examination date |listed. For exam nation
purposes, the state of Indiana is divided into two (2)
districts. The conputer print-out is generated from
necessary data.
20(87-301 CREDI T UNI ON | NSTI TUTI ONS EXAM NATI ON | NFORVATI ON TRANSFER to the RECORDS CENTER after four
This record nonitors |egal conpliance as well as the (4) state fiscal years. TRANSFER to the
sol vency of state chartered credit unions. Confidential, I NDI ANA ARCHI VES, for EVALUATI ON, SAMPLI NG
[1C 28-1-2-30, (2004 Edition)] Retention based o IC or VEEEDI NG pursuant to archival principles;
34-11-2-7, (2004 Edition) after an additional two (2) state fiscal
years in the RECORDS CENTER TOTAL
RETENTI ON prior to | NDI ANA ARCH VES
TRANSFER: Six (6) state fiscal years.
21|87-302 CREDI T UNI ON EXAM NATI ON CROSS REFERENCE FI LE ( ELECTRONI C) DELETE conputer entry when outdated or

This (now) electronic record is listed in al phabeti cal repl aced.

order by city and institution. Data is also maintained in

the Credit Union Institutions Exam nation |Infornation,

Record Series Number 87-301.

22(87-303 CREDI T UNI ONS | NSTI TUTI ONS CORPORATE FI LES TRANSFER to the | NDI ANA ARCHI VES, for
Filles typically contain various corporate applications, EVALUATI ON, SAMPLI NG or WEEDI NG pur suant to
Certificates of Mergers and Certificates of Filing and archival principles; three (3) state fiscal
m scel | aneous correspondence. Confidential, [IC 28-1-2-30, years after the credit union's corporate
(2004 Edition)] exi stence ceases to exist due to a nerger

or liquidation.

23|87-308 MEETI NGS AND SPEECHES FI LES DESTROY when outdated or repl aced.

Fil es have miscel | aneous data on speeches, neetings,
semnars, etc. These are often handwitten and sonetines
have notes and are frequently revised.

24187- 315 AQUI SI TI ON SUMMARI ES TRANSFER to the | NDI ANA ARCHI VES, for
Sumari es of bank acquisitions; used for approval. EVALUATI ON, SAMPLI NG or WEEDI NG pursuant to
Confidential, [(IC 28-1-2-30), (2004 Edition)] archival principles; six (6) years after

final resolution of any litigation.
25|87-317 ORDERS RETAIN for the Iife of the financial

These are docunents used by the departnment to authorize
acqui sition of a bank(s) or bank hol di ng conpanies. This is
a standard formwith the date(s) and party or parties the
only changeabl e data. The department retains one (1) copy
as proof of authorization and the other copies are sent to
the parties involved in the acquisition.

institution approved by the formal order.
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26|87-319 LEG SLATI ON DRAFTS - HARD COPY AND MACHI NE READABLE DESTROY hard copy drafts that beconme | aw

Record is al so on the conmputer system when | egislation is enacted into | aw. ERASE
machi ne-readabl e format and RECYCLE at the
same tinme. DESTROY hard copy drafts that
are not enacted into law after three (3)
years. ERASE nachi ne-readabl e format and
RECYCLE non-law drafts at the sanme tinme.

27]87-320 TRANSCRI PTS OF PUBLI C HEARI NGS TRANSFER to the | NDI ANA ARCHI VES, for
Record used to determ ne approval of charters or branches EVALUATI ON, SAMPLI NG pr WEEDI NG pursuant to
of state-chartered financial institutions. archival principles; after three (3) years.

28(87-321 ACTI VE EMPLOYEES' PERSONNEL FI LES TRANSFER t o Personnel Files, Inactive, on

enpl oyee term nation.

29(87- 324 DEGREE OF COWPETENCY REPORTS DESTROY five (5) years after exam ner
A typical file contains various training forms and an term nation.
eval uation of the exami ners. These will be conpleted as
required by the training division. Partially confidential
at the discretion of a public agency, [IC 5-14-3-4(b)(8),

(2004 Edition)]

30(87-325 EXAM NER' S TRAI NI NG FI LE DESTROY five (5) years after exam ner
File contains tests and scores and continui ng education term nation.
records and any training prograns that the exam ner was in.

Partially Confidential at the discretion of a public
agency, [IC 5-14-3-4(b)(3), (2004 Edition)]

31[96-100-A |CREDI TOR' S NOTI FI CATI ON RETURN, STATE FORM NUMBER 70, | UCCC | DESTROY after three (3) years and after
FORM 2 recei pt of STATE BOARD OF ACCOUNTS Audi t
This record consists of returns filed by registrants Report and satisfaction of unsettled
reporting the volune of consuner credit sales, |oans, and char ges.
| eases. NOTE: RECORD SERI ES NUMBER WAS EDI TED BECAUSE OF
DUPLI CATE RECORD SERI ES NUMBER ALREADY ASSI GNED TO THE
DEPARTMENT OF REVENUE, CRI M NAL | NVESTI GATI ON DI VI S| ON.

32]96-93 EDP SERVI CE CENTER FI LE TRANSFER to the RECORDS CENTER after four
The file typically contains correspondence to and fromthe (4) state fiscal years. TRANSFER to the
federal regulatory agency and the Departnent of Financial I NDI ANA ARCHI VES, for EVALUATI ON, SAMPLI NG
Institutions and reports of exam nation conpleted by the or VEEDI NG pursuant to archival principles
Departnent of Financial Institutions. Confidential, [IC after an additional two (2) state fiscal
28-1-2-30, (2004 Edition)] years in the RECORDS CENTER. TOTAL

RETENTI ON prior to | NDI ANA ARCH VES
TRANSFER: Six (6) state fiscal years.

33(96-94 MEMORANDA OF UNDERSTANDI NG (MOUs) & CEASE AND DESI ST ORDERS | TRANSFER t o the RECORDS CENTER four (4)

(C & Ds) FILE state fiscal years after release of the
The file will typically contain a copy of the order or menor andum of under standi ng or cease and
menor andum quarterly progress report by the institution desi st order. DESTROY after an additi onal
and all correspondence regarding the outstandi ng order two (2) state fiscal years in the RECORDS
to/fromthe institution and the federal regul atory agency CENTER. TOTAL RETENTION: Six (6) state
and the Departnment of Financial Institutions. Confidential, | fiscal years after the rel ease of the

[1C 28-1-2-30, (2004 Edition)] Retention based on IC agreement or cease and desist order.
34-11-2-7, (2004 Edition)

34(96- 95 UCC EXAM REPS, LICS LENDRS, PAWNBRKRS, BUDG SERVC, RENTAL DESTROY three (3) years after the |atest
PURCH COS, MONEY TRANS& CK CSH exam nation report.

Typical files includes the exam nation reports and
m scel | aneous correspondence. Confidential, [IC 28-1-2-30,
(2004 Edition)]
35[96- 96 UNI FORM CONSUMER CREDI T CODE ALPHABETI CAL, NUMERI CAL, AND DESTROY hard-copy records when a new

COUNTY PRI NTOUTS

These printouts are generated on a quarterly basis and
contain the registrant's nane(s), addresses and exam nation
i nformati on.

printout is received. DELETE conputer data
when outdated or repl aced.
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36(96-97 LI CS APPS/ RENWL- LI CS LNDRS, PAWANBRKERS, CK CASHRS, MONEY DESTROY three (3) years after the |atest
TRANSMIRS, BUDG SERVS, RENTL- PRCH license renewal and after receipt of STATE
File includes State Form Nunber 34979, Application for BOARD OF ACCOUNTS Audit Report and
Pawnbr oki ng License or Renewal of a License, State Form sati sfaction of unsettled charges.
Number 27007, Annual Notification Return; RPAA Form 2,
Renewal of Budget Service Conpany License, State form
42044, Application for License or Renewal of a License to
Engage in Business; and State Form 45662, Creditor's
Notification Return, 1UCC Form 2-LL; Indiana Uniform
Consuner Credit Code. Renewals subject to |IC 28-7-5-1 et
seq., 2004 Edition. Annual renewal of |icense applications
is required with a fee paynent.
37]96-98 ANNUAL REPORTS TO DEPT OF FI NANCI AL | NSTS DESTROY three (3) years after receipt of
the | atest report due.
38(96-99 SURRENDERED FI LES DESTROY hard copy records three (3) years

These are files of registrants that are inactive due to
license revocation or a |license has been surrendered
because the registrant is no |longer in business.

after the registrant has been renmoved from
the active list. DELETE conputer entries
three (3) years after the registrant has
been renoved fromthe active |ist.
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