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RECORDSRETENTION AND DISPOSITION SCHEDULE
Court Reporter, SupremeAnd Appellate Courts

Agency: Court Reporter Supreme And Appellate Courts

Division:

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

1|81-601 CUMULATI VE | NDEX FOR | NDI ANA REPORTS DESTROY upon publication of the ten (10)
vol une cumul ative index.

2(81-602 APPROPRI ATI ON AND ALLOTMENT LEDGER DESTROY after receipt of STATE BOARD OF
ACCOUNTS Audit Report and satisfaction of
unsettl ed charges.

3[81-603 RECEI PTS OF SALES DESTROY after receipt of STATE BOARD OF
ACCOUNTS Audit Report and satisfaction of
unsettl ed charges.

4[81-604 STATEMENTS OF EXPENDI TURES AND ENCUMBRANCES BY OBJECT DESTROY after receipt of STATE BOARD OF

CLASSI FI CATI ON ACCOUNTS Audit Report and satisfaction of
This report is a printout. unsettl ed charges.

5(81- 605 STATEMENTS OF UNLI QUI DATED OBLI GATI ONS DESTROY after receipt of STATE BOARD OF
This report is a printout. ACCOUNTS Audit Report and satisfaction of

unsettl ed charges.

6(81- 606 STATEMENTS OF ALLOTMENT ACCOUNTS DESTROY after recei pt of STATE BOARD OF
This report is a printout. ACCOUNTS Audit Report and satisfaction of

unsettl ed charges.

7/81-607 DAI' LY APPROPRI ATI ONS AND ALLOTMENTS DESTROY after receipt of STATE BOARD OF
ACCOUNTS Audit Report and satisfaction of
unsettl ed charges.

8[81-608 STATEMENTS OF OFFI CE REQUI SI TI ONS DESTROY after receipt of STATE BOARD OF
File consists of claimvouchers, purchase orders, voucher ACCOUNTS Audit Report and satisfaction of
abstracts, etc. unsettl ed charges.

9(81-609 RECEI PT BOCOKS DESTROY after receipt of STATE BOARD OF
ACCOUNTS Audit Report and satisfaction of
unsettl ed charges.

10(81- 610 ADVI CE OF ALLOTMENT DESTROY after receipt of STATE BOARD OF
ACCOUNTS Audit Report and satisfaction of
unsettl ed charges.

11|81-611 PERSONNEL FI LES - ACTI VE TRANSFER to | nactive upon term nation of
the enpl oyee

12[81-612 PERSONNEL FI LES - | NACTI VE DESTROY after recei pt of STATE BOARD OF
ACCOUNTS Audit Report and satisfaction of
unsettl ed charges.

13[81-613 ACKNOWN_EDGEMENT OF FREE BOOKS RETAIN until after recei pt of STATE BOARD
OF ACCOUNTS Audit Report and satisfaction
of unsettled charges.

1481-614 CORRESPONDENCE TRANSFER to the | NDI ANA ARCHI VES, at the
end of the termof office.

15(84- 1000 I N\VO CE DESTROY after receipt of STATE BOARD OF
This is the pink copy of FormF-RSCA-1 (SBA). It shows the ACCOUNTS Audit Report and satisfaction of
name of the purchaser, anopunt of vol unes purchased, anopunt unsettl ed charges.
paid. This information is then transcribed into the |nvoice
Ledger.

16(84-1001 I N\VO CE LEDGER DESTROY after receipt of STATE BOARD OF
This shows the vol umes purchased by a buyer, the nunber ACCOUNTS Audit Report and satisfaction of
purchased, and that the noney was deposited in the General unsettl ed charges.

Fund.
17]84-1002 DI SPCSI TI ON LEDGER TRANSFER to the Indiana Archives, upon
Essentially, this ledger is an inventory of all volunes of term nation of the agency.
Reports. Shows nunber of volunes sold, donated or replaced,
anounts received, etc.
18|84-1003 COWPUTER PRI NTQUTS DESTROY after recei pt of STATE BOARD OF

Printouts are of the Appropriation and Allotnent Activity,
and Revenue Activity Detail.

ACCOUNTS Audit Report
unsettl ed charges.

and satisfaction of
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84-1004

VOLUME COWPI LATI ON MATERI ALS

File includes items to conpile a volune such as copies of
the opinions, headnotes, galley sheets, page proofs, final
page proofs, and press proofs.

TRANSFER to the | NDI ANA ARCHI VES, for
EVALUATI ON, SAMPLI NG or WEEDI NG pursuant to
archi val principles; upon ternination of
the agency.

20(84-1140 REPORTS OF THE SUPREME AND APPELLATE COURTS TRANSFER one (1) copy of each volume to the
SUPREME COURT LI BRARY and to the | NDI ANA
ARCHI VES, upon termi nation of the agency.
Remai nder of volumes will be SOLD by the
Suprene Court Librarian.

21(84-993 ACCOUNTI NG RECORDS DESTROY after receipt of STATE BOARD OF
Fil e contains basic accounting records, including such ACCOUNTS Audit Report and satisfaction of
itens as paid purchase orders, claimvouchers, invoice unsettl ed charges.
vouchers, quietus, travel vouchers, and the Report of
Col | ecti ons.

22184-994 SDO CHECKS DESTROY after six (6) years.

23[84-995 RECORD OF FREE VOLUMES DESTROY after receipt of STATE BOARD OF
Free volunmes are sent to courts, other agencies, etc. This ACCOUNTS Audit Report and satisfaction of
listing acknow edges recei pt of the vol unmes by the unsettl ed charges.
reci pi ent, nunber of volunes given, etc. It also includes
pi nk copi es of acknow edgnents from recipi ents.

24184-996 COPYRI GHTS RECORD TRANSFER to the | NDI ANA ARCH VES, upon
Record is a copyright on volunes of the courts as issued by | term nati on of the agency.
the Register of Copyrights, U S. Copyright Ofice.

25(84-997 CORRESPONDENCE TRANSFER to the | NDI ANA ARCHI VES, for
EVALUATI ON, SAMPLI NG or WEEDI NG pursuant to
archi val principles; upon termination of
t he agency

26(84-998 QUARTERLY CONTRI BUTI ON REPORTS DESTROY after receipt of STATE BOARD OF
Contributions made to the "Enpl oyment Security Division", ACCOUNTS Audit Report and satisfaction of
(Form 250R3), and the Department of Labor (Form OSHA 200 unsettl ed charges.

S).
27184-999 PURCHASE RECORDS DESTROY after recei pt of STATE BOARD OF

Any person or entity purchasing a volune buys fromthis
of fice. This record typically contains check stubs,
vouchers, and correspondence.

ACCOUNTS Audit Report and satisfaction of

unsettl ed charges.
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