RECORDSRETENTION AND DISPOSITION SCHEDULE
Personnel, Department of. Employment Administration Division.

3 ¥
1816

Agency: Employment Administration Division Division:

ITEM| RECORD TITLE/DESCRIPTION RETENTION PERIOD

NO.| SERIES (This Retention Schedule is approved on a space-available basis)

1(85-830 PAYROLL CHANGE SHEETS, STATE FORM 959 TRANSFER to the RECORDS CENTER six (6)

Received fromall state agencies, the form shows the nonths after recei pt of the Payroll Change
enpl oyee's nane, social security nunber, pay status and Sheet. DESTROY after an addition nine (9)
salary rate. Al so shown are overtinme hours, days |ost, years and six (6) nmonths in the RECORDS
vacation, sick and personal |eave. The originating agency, CENTER. TOTAL RETENTI ON: Ten (10) years
the Auditor of State's Ofice, and the State Personnel after receipt of the Payroll Change Sheet.

Departnent each retain a copy. This information is al so
avai |l abl e on Conputer Qutput M crofiche (COM.

This is the State Personnel Departnent's copy; the agency
copy is retained under GRACC-1 on the General Retention
Schedul e.

Di scl osure of these records nay be affected by IC 4-1-8-1.
Ret ention based on IC 34-11-1.

2(85-833 PERSONNEL CORRESPONDENCE TRANSFER t o the RECORDS CENTER at the end
Correspondence with State Personnel Department about of the fiscal year. TRANSFER to the Indi ana
overtinme, classification, conpensation and other topics; Archives, for EVALUATI QON, SAMPLI NG, or
al so includes correspondence fromthe State Personnel WEEDI NG pursuant to archival principles
Director and other divisions within the State Personnel after an additional ten (10) years in the
Departnent. This is anal ogous to GRADM 3 on the General RECORDS CENTER

Ret ention Schedul e, but has a | onger retention period due
to the possibility of personnel-related litigation.
Retention based on |IC 34-11-1.

3/84-907 HRVSTAFF ( HUMAN RESOURCES MANAGEMENT SYSTEM TRANSFER an annual report on state enpl oyee
Mai nt ai ned el ectronically across nultiple systems, records denogr aphi cs by agency, including
include informati on on state enpl oyees and positions by end- of -year headcount by job category,
agency, organization code, and position nunber, including positions filled and vacated, and total
class code and title, fund/center, position status, conpensation expenditure for the year to
position type, work status, working | eader indicator, the I ndiana Archives under RS GRPUB- 2.
bi weekl y and annual salary, full tinme equivalent, and
enpl oyee status, as well as hiring and performance data. Mai ntai n data, system and system

docunent ati on within agency until such tinme
THIS IS A CRITICAL RECORD. Disclosure of these records may as the State Personnel Departnent no | onger
be subject to I C 5-14-3-4(b)(8). exi sts, then TRANSFER all system
docunentation and data to the | NDI ANA

ARCHI VES for EVALUATI ON, SAMPLI NG or

WEEDI NG pursuant to archival principles.

4(87-200 PERSONNEL FI LES MAI NTAI N pernmanently in agency for
Docunent ati on of the enployee's working career with the reference and enpl oynment verification
state of Indiana. Typical contents could include the purposes, until such tine as the State
Application for Enploynment, PERF fornms, Request for Leave, Per sonnel Departnment no | onger exists. Then
Per f or mance Apprai sal s, nenps, correspondence, TRANSFER to the | NDI ANA ARCHI VES for
conpl ai nt/ gri evance records, m scellaneous notes, the Add, EVALUATI ON, SAMPLI NG or WEEDI NG pursuant to
Rehire, Transfer, Change formfromthe Ofice of the archival principles, in a format approved
Auditor of State, Record of HRMS Action, and/or public by I ndi ana Archives staff.

enpl oyee union information. Records may exist in paper or
el ectronic format depending on creation date. Disclosure of
these records may be subject to IC 5-14-3-4(b)(2)(3)(4) &
(6), and I C 5-14-3-4(b)(8).

5[(84-1020 |APPLI CATI ON FI LE Transfer to R'S. 87-200 if hired. [If not
I ncludes applicant information and changes/ updates; may hired, DELETE from Human Resources

al so include answer sheet and verification of person taking | Managenent System after three (3) years.
exam resunme and transcript. Contained within the

el ectroni c Human Resources Managenent System Discl osure of
these records may be subject to IC 5-14-3-4(b)(3)(4) & (8).
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95-13

JOB BANK

El ectroni c job posting nodul e of Human Resources Managemnent
System Also included is docunentation of requests from
state agencies to post open positions to the job bank.

DELETE from Human Resources Managenent
System after three (3) years.
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