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RECORDSRETENTION AND DISPOSITION SCHEDULE
Wor kfor ce Development, Department of

Agency: Workforce Development, Department of

Division:

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

1(84-986 FEDERAL FI SCAL REPORT TRANSFER to the | NDI ANA ARCHI VES after five
This report is historical docunentation of fiscal activity (5) years.
during the year. For exanple, the report woul d show anmounts
spent by category, state match dollars spent, etc.

2(86-696 U 1. CLAI M5 CASE FILES TRANSFER t o the RECORDS CENTER sixty (60)
These are records of U |. cases that have been submtted to | days after the end of the month in which
t he Unenpl oynent |nsurance (U.l.) Review Board and the deci sion was made. TRANSFER to the
deci si ons have been rendered. A typical file contains the | NDI ANA ARCHI VES for EVALUATI ON, SAMPLI NG
claimant's intent, a hearing transcript, extensive notes, or VEEDI NG pursuant to archival principles;
menos, correspondence and cal cul ati ons, the appellate after an additional twenty-two (22) nonths
deci sion and many state fornms of the Departnent of in the RECORDS CENTER. TOTAL RETENTI ON
Wor kf orce Devel opnent. Disclosure of these records nay be prior to | NDI ANA ARCH VES TRANSFER
subject to | C 22-4-19-6(b), (2004 Edition to 2009 |ndiana Twenty-four (24) cal endar nmonths (two (2)
General Assenbly) According to the U Revi ew Board years) after the end of the nonth in which
Chairman, a claimant has 45 days to appeal a decision to the deci sion was nade.
the State Court of Appeals.

3]/93-03 I NVESTI GATI ON CASE FI LES TRANSFER to the RECORDS CENTER when the
These are adm nistrative records of investigations of over paynent bal ance is zero (-0- ) and the
claims for unenpl oyment conpensation. A typical file statutory wite-off date has not occurred.
includes original claimdocunents or systemprintouts, a DESTROY non-fraud cases in the RECORDS
request for investigation or crossmatch forns, claimant CENTER three (3) years fromthe date of
enpl oyment and wage i nformation from enpl oyers, claimant establ i shnent of the overpaynent. DESTROY
statenments, determinations of eligibility, overpaynment fraudul ent cases in the RECORDS CENTER si x
notices, a case history, other Benefit Paynent control (6) years fromthe date of establishnent of
forms for claimclaimt identification, copies of over payment .

Unenpl oynment | nsurance warrants and vouchers and many ot her
m scel | aneous docunents. Disclosure of these records may be
subject to | C 5-14-3-4(b)(2), (2008 Supplenent), and IC
22-4-19-6(b), (2004 Edition to 2009 ndi ana General
Assenbly); Retention partially based on IC 34-11-2-7, (2004
Edi ti on)
4193-59 TRADE ADJUSTMENT ASSI STANCE ( TAA) TRANSFER to the RECORDS CENTER two (2)

These files contain numerous federal and State forms

rel evant to TAA training allowances and enpl oynent services
provi ded; and al so contain Job Training Partnership Act
(JTPA) information relating to training of TAA eligibles.
This is a nation-w de program adm nistered by the U S.
Departnent of Labor. If the U S. Departnent of Labor
certifies that enployees have lost their job due to the
adverse affect of foreign inports, the individual is
eligible for 104 weeks of job training. A contract is
signed with the U S. Departnent of Labor or another entity.
Ext ensive fiscal docunents are present as well as
correspondence. Appeal s of determ nations are al so al ways
possi bl e. Disclosure of these records nmay be subject to IC
22-4-19-6(b), (2004 Edition to 2009 Indiana General
Assenbly) Retention based on | C 34-13-1-1, (2004 Edition)

years after the file is inactive and after
recei pt of STATE BOARD OF ACCOUNTS and
federal Audit Report(s) and satisfaction of
unsettl ed charges. DESTROY after an

addi tional eight (8) years in the RECORDS
CENTER.
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99- 30

GRANT FI LES

These are applications, financial and education status
informati on, and ot her supporting docunents for grants and
awards to qualified progranms and individuals adm nistered
by the Ofice of Faith-Based and Comunity Service
Initiatives. Grants may include Anericorps, Corporation for
Nati onal Service, and any additional federal or state
initiatives placed under the oversight of this Indiana
state agency. Disclosure of these records nay be affected
by 45 CFR 2506.8, and 45 CFR 2507.4(b); and 45 CFR 2507. 10.
Ret ention based on | C 34-13-1-1.

TRANSFER to the RECORDS CENTER after the
end of the programyear of grant or award
expiration, and after recei pt of STATE
BOARD OF ACCOUNTS Audit Report and
satisfaction of unsettled charges. TRANSFER
to the | NDI ANA ARCHI VES for EVALUATI ON,
SAMPLI NG, or WEEDI NG pursuant to archival
principles after an additional ten (10)
years in the RECORDS CENTER

2002- 39 ESTI MATED REPORT OF EMPLOYEES AND PAY TRANSFER t o the RECORDS CENTER one (1) year
This nmonthly report is required pursuant to 29 USC 2, after the end of the cal endar year. DESTROY
January 05, 2009 Edition. I|ndividual enployers in after an additional two (2) years in the
metropolitan statistical area submt this estimted data RECORDS CENTER
with tabul ations perforned by the Departnent of Workforce
Devel opnent. Record Series Nunmber 94-16 is simlar and it
consi sts of exact, specific data. This is a cal endar year
arrangenment. Disclosure of these records may be subject to
29 CFR 70.1. Retention based on U S. Departnent of Labor,
Bureau of Labor Statistics, Current Enploynment Statistics
Manual ; Revi sed, Cctober, 1989)

2004-01 CLAI MANT VOUCHER/ WARRANT, STATE FORM NUMBER 43315, TRANSFER origi nal (security) conpact disks
R5/ 02- 2005: WARRANT | NFORMATI ON to the RECORDS CENTER after the end of the
Warrant copies fromcontracted banks. These docunents are cal endar year. DESTROY original (security)
no | onger created; the last renmining records will be conpact disks after an additional ten (10)
eligible for destruction in July, 2019, at which point the years in the RECORDS CENTER
record series should be revisited for deletion fromthe
retention schedul e.

2004- 07 |COURT- ORDERED CHI LD SUPPORT DEDUCTI ONS FROM UNEMPLOYMENT DESTROY hardcopy non-1V-D Wthhol di ng for
COVPENSATI ON BENEFI TS Support orders three (3) years after the
The Departnent of Workforce Devel opnent enters intercept deactivation of the intercept fromthe
garni shments for Non-1V-D Wthhol ding for Support court agency dat abase and after receipt of the
orders received fromboth Indiana and Qut-of-State STATE BOARD OF ACCOUNTS Audit Report and
muni ci palities. A typical garnishment docunent consists of satisfaction of any unsettled charges.
an Income Wthhol ding for Support order and instructions
for conpliance. The Departnent of Workforce Devel opnent may
intercept no nore than fifty percent of a Caimant-s weekly
benefit amount for the purpose of court-ordered child
support. Disclosure of these records may be subject to IC
22-4-19-6(b). Retention based on | C 22-4-13-1(b) and
(c)(2).

2004- 19 | NDI ANA DEPARTMENT OF WORKFORCE DEVELOPMENT POWER OF DELETE el ectronic files six (6) years after

ATTORNEY- TERM NATED, NO STATE FORM NUMBER SHOWN

When an enpl oyer infornms the Department of Workforce

Devel opnent that an enpl oyer that the Enpl oyer Service
Conpany agreenent has been ternminated, this is done

el ectronically and paper records are no |onger used.

Di scl osure of these records may be subject to IC
22-4-19-6(b) and (d), (2004 Edition to 2009 |ndiana General
Assenbly); Retention consistent with IC 6-8.1-5-2(b), (2004
Edition to 2009 |Indiana General Assenbly)

the end of the cal endar year in which the
DEPARTMENT OF WORKFORCE DEVELOPMENT was
notified of the termnation.
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10(2004- 28 I B-4 AND | B-5 COVPUTATI ON TRANSFER to the RECORDS CENTER one (1) year
This conputer-generated formis the record of another after the end of the Benefit Year and after
state's wages transferred to Indiana for the purpose of recei pt of STATE BOARD OF ACCOUNTS Audi t
setting up an Indiana Liable conbined wage claim The Report and satisfaction of unsettled
record is utilized with the DAD Form | B-6, Statenent of charges. (A "Benefit Year" is the year
Benefits Paid to Conbi ned Wage O ai mants, for the paynent starting with the date the clai mwas
of charges to other states. The Department of Workforce filed). DESTROY after an additional five
Devel opnent systemwill show the claimas a "CW- a (5) years in the RECORDS CENTER
Conbi ned Wage Claim Disclosure of these records may be
subject to IC 4-1-10-1, et seq., (2005 to 2008
Suppl ements); and |1 C 22-4-19-6(b), (2004 Edition to 2009
I ndi ana General Assenbly) Retention consistent with IC
6-8.1-5-2(b), (2004 Edition to 2009 Indi ana General
Assenbl y)

11]2005- 59 WORKER TRAI NI NG FUND DESTROY CDs ten (10) years after the end of
Enpl oyers who were subject to the contribution tax were the State Fiscal Year and after receipt of
assessed . 9% of their taxable payroll based on the previous | STATE BOARD OF ACCOUNTS Audit Report and
cal endar year-s payroll; the Departnent of Workforce satisfaction of unsettled charges.

Devel opnent collected this and passed it on to the
Departnent of Revenue, who issued a CD of the records to
Wor kf orce Devel opnent. Disclosure of these records nay be
subject to I C 22-4-19-6(b). Retention based on IC
34-13-1-1. These docunents are no |onger created; the |ast
remaining records will be eligible for destruction in July,
2019, at which point the record series should be revisited
for deletion fromthe retention schedul e.

12|2005-60 [ADJUSTMENTS TO WORKER TRAI NI NG FUND ACCOUNTS TRANSFER to the RECORDS CENTER after the
These paper transactions were used to nake adjustnents or end of the State fiscal year and after
corrections in an enployer-s account. D sclosure of these recei pt of STATE BOARD OF ACCOUNTS Audi t
records may be subject to | C 22-4-19-6(b). Retention based Report and satisfaction of unsettled
on I C 34-13-1-1. These docunents are no |onger created; the | charges. DESTROY after an additional nine
last remaining records will be eligible for destruction in (9) years in the RECORDS CENTER
July, 2019, at which point the record series should be
revisited for deletion fromthe retention schedul e.

13|2006- 36 BUREAU OF LABOR STATI STI CS ANNUAL REFI LI NG SURVEY TRANSFER to the RECORDS CENTER after two

This survey is used to verify or correct the codes for the
North Anerican Industry Cassification System (NAICS) used
by the federal agency. 29 USC 2, January 03, 2007 Edition,
aut horizes this voluntary report. The Annual Refiling
Survey is listed in the cooperative agreement with the
Bureau of Labor Statistics. The Departnent of Workforce
Devel opnent nust meet this agreenent in order to assure
adequate funding for the next federal fiscal year. Records
are arranged by the federal fiscal year (Cctober 1 thru
Sept enber 30). Disclosure of these records nay be subject
to the Bureau of Labor Statistics Confidential Policy,
Conmi ssi oner's Order Nunmber 3-04; (Cctober 4, 2004)], and
29 CFR 70.1, et seq., (July 1, 2009 Revision] Retention
based on | C 34-13-1-1, (2004 Edition)

(2) federal fiscal years. DESTROY after an
TRANSFER to the RECORDS CENTER two (2)
years after the end of the federal fiscal
year of creation. DESTROY after an
additional eight (8) years in the RECORDS
CENTER.
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14

2009- 07

BLS MULTI PLE WORKSI TE REPORT, FED FORM BLS 3020

This voluntary U S. Department of Labor statistical formis
used to collect enploynent and wges by individual work
locations in Indiana. Data fromthe formenables the
Departnent of Workforce Devel opnent to nonitor and anal yze
conditions of busintess activities by geographic area and
industry in Indiana. The forns are mailed to the enployers
on a quarterly basis to report enploynent and wages for the
quarter by location. The enployers conplete the formand
mai |l it back to the Departnment of Workforce Devel opnent.
Total enploynment and wages should match the quarterly
contribution report subnmitted to the Unenpl oyment | nsurance
Tax Departnent in the Department of Workforce Devel oprment.
29 USC 2, January 05, 2009 Edition, authorizes this report.
Di scl osure of these records may be subject to IC
22-4-19-6(b) and (d), 2004 Edition to 2009 Indi ana General
Assenbly); and 29 CFR 70.1, July 1, 2009 Revi sion)
Retention based on I C 34-13-1-1, (2004 Edition)

TRANSFER to the RECORDS CENTER two (2)
years after the end of the federal fiscal
year of creation. DESTROY after an

addi ti onal eight (8) years in the RECORDS
CENTER.

15/2009- 08 BLS | NDUSTRY VERI FI CATI ON FORM FEDERAL FORM BLS 3023 NCA TRANSFER to the RECORDS CENTER two (2)

The Industry Verification Formis a formoriginated by the years after the end of the federal fiscal
Departnent of Workforce Devel opnent's U Tax Depart nent year of creation. DESTROY after an

when enpl oyers apply for an Unenpl oynent |nsurance account. | additional eight (8) years in the RECORDS
This formis used to assign a North American |ndustry CENTER

Classification System (NAICS) code to all new Unenpl oyrment

I nsurance accounts. The NAICS code reflects the main

econom ¢ activity of a business at a specific physical

location. These fornms are mailed to enployers quarterly

requesting their mailing address, physical |ocation

address(es), county in which the business is is physically

|l ocated, and a detailed description of their business

activities, goods, products, or services they provide. The

enpl oyer mails the conpleted form (record) back to the

Departnent of Workforce Devel opnment. Information on the

formis entered into a BLS el ectronic (conputer) system

whi ch then shares the data with the Unenpl oyment | nsurance

Tax Departnent in the Departnent of Workforce Devel opnent.

Di scl osure of these records may be subject to IC

22-4-19-6(b) and (d), (2004 Edition to 2009 Indi ana General

Assenbly) Retention based on | C 34-13-1-1, (2004 Edition)

16|2015- 07 UNEMPLOYMENT | NSURANCE ELECTRONI C RECORDS SYSTEM ( UPLI NK) | MAGE any hard copies according to | ARA
Al'so known as UM this electronic system contains inages i magi ng standards upon recei pt; DESTROY
or original electronic data for nost functions of the originals after verification of inmages for
agency's admini stration of unenpl oynent insurance coverage conpl eteness and legibility. DELETE
and clains. Retention based on | C 34-13-1-1. Disclosure of el ectronic records after ten (10) years and
these records may be subject to IC 4-1-10-1, IC after recei pt of STATE BOARD OF ACCOUNTS
22-4-19-6(b) and (d), 26 USC 6103 and 26 USC 7213(a). and federal Audit Report(s) and

sati sfaction of unsettled charges.

1712015- 08 RE- EMPLOYMENT ELI G BI LI TY ASSESSMENT FI LES DESTROY hard copy and el ectronic files four
Formerly included as part of Record Series 92-30, these (4) years after the RES d ai mant Sel ecti on
paper records are filed in |local WrkOne offices and not date for the same prior-year U claim
included in the electronic records system (Uplink/UM.

18(84-943 STUDENT ENROLLMENT REPORT DESTROY after five (5) years.

19(84-949 VEDS REPORT TRANSFER to the | NDI ANA ARCHI VES after ten
VEDS= Vocati onal Education Data System Information from (10) years.
several statistical reports (such as Student Enroll nment
Reports, Enployer Follow up, etc.) is conpiled into a
federal report for the National Center for Education
Statistics in the U S Departnment of Education.

20(84-960 ANNUAL CIVIL RI GHTS REPORT TRANSFER to the | NDI ANA ARCHI VES after five

The report is prepared by the agency and sent to the U S
Departnent of Education.

(5) years.
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21|84-985 GRANT AWARDS TRANSFER to the | NDI ANA ARCHI VES after five
File contains notice fromthe Departnment of Education of (5) years.
amounts awarded by category. As this notice is in response
to the State Plan, this information is not docunented in
the minutes of the board.

22|84-987 FEDERAL STATI STI CAL REPORTS TRANSFER to the | NDI ANA ARCHI VES after five
These reports contain historical data on students, such as (5) years.
enrol Il ments, conpleters, |eavers, degrees conferred and
enpl oyer and student follow up.

23|85- 558 WORK OPPORTUNI TY TAX CREDI T AND WELFARE- TO WORK TAX CREDI T | TRANSFER hard copies to the RECORDS CENTER
PROGRAM one (1) year after date of certification or
WOTC is a Federal tax credit available to enployers who determ nation and after data entry into
hire and retain veterans and individuals fromother target el ectroni c system DESTROY after an
groups with significant barriers to enploynent. Application | additional three (3) years. DELETE
forms may be submitted in hard copy or electronically; any el ectronic records ten (10) years after
supporting docunents are maintai ned separately as part of date of certification or determ nation.
the U M system under Record Series 2015-07.
Application data fromhard copi es nust be key-entered, so
originals are also retained for four (4) years to preserve
si gnatures, based on ETA Handbook 408, Section VIII-3 and
-4. Additional retention for electronic data based on
agency conveni ence. Disclosure of these records may be
subject to | C 22-4-19-6.

24186- 695 U APPEAL FILE TRANSFER paper files to the RECORDS CENTER
The Appeal File is maintained in paper files and in the one (1) nonth after all time for appeals
Uplink/ U M el ectronic system Wen the section receives have el apsed. DESTROY after an additional
notice of an appeal of an unenpl oynent conpensation three (3) years and el even (11) nonths in
deci sion, a section enployee enters the data in Uplink. An the RECORDS CENTER. DELETE al |l conputer
el ectronic assignnment of an administrative |law judge is data except the hearing decision four (4)
noted and when the adm nistrative |aw judge schedul es a years after all tinme for appeals have
hearing. The Determi nation of Eligibility, SF 128, is el apsed. DELETE the hearing decision four
received fromthe appealing party. The Notice of Hearing is | (4) years after all tine for appeals have
in Uplink and hard copy and actions as the appeal el apsed OR when no | onger required for
progresses frompending to final disposition are recorded. agency reference purposes, whichever is
The paper records typically have instruction forns that later.
were returned to the U |. Appeals Section, mscellaneous
notes, exhibits and any non-el ectroni c hearing recordings.
Di scl osure of these records may be subject to IC
22-4-19-6(b). Retention based on 29 CFR 97. 42b.

25(88-120 UNCOLLECTI BLE CLAI Ms FI LES TRANSFER to the RECORDS CENTER after the

This file contains docunents necessary to pursue a claim
for collection of the Unenployment |nsurance Tax. A typical
file would contain extensive to/fromagency and responsi bl e
party correspondence and nenos, original fiscal data,
communi cations with the Office of the Attorney General for
the State, nail returned fromthe U S. Postal Service as
undel i verabl e, conputer reports and driver's |icense or
vehicle registration infornation used in an attenpt to
verify a mailing address. File may have State Form Nunber
10047, Warrant for Collection of Tax, DW Form 1054; since
a tax warrant is usually issued. Records are arranged by
the cal endar year. Disclosure of these records nmay be
subject to | C 22-4-19-6(b), (2004 Edition to 2009 |ndiana
General Assenbly) Retention based on IC 6-8.1-8-2(f), (2006
Suppl enent)

end of the cal endar year in which the
ATTORNEY GENERAL and the DEPARTMENT OF
WORKFORCE DEVELOPMENT have given witten
notification that contributions or
assessnments are uncol |l ectible and after
recei pt of STATE BOARD OF ACCOUNTS Audit
Report and satisfaction of unsettled
charges. DESTROY after an additional ten
(10) years in the RECORDS CENTER
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26

89-182

QUALI TY CONTROL CASE FI LES

This random audit programverifies the accuracy of paynents
made to U claimants. QC auditors deternmine error rates,
over paynents or underpaynents, and conpile a report for Ul
staff. Files may include: Fact Finding Statenent

(Enpl oynment and Training Services Form Nunmber 2070, no
State Form Nunmber shown); Case Sunmary, (SF 38281); and
Sumrary of Audit Checklist, (SF 40244). Disclosure of these
records may be subject to I C 22-4-19-6(b), (2004 Edition to
2009 I ndi ana General Assenbly))

TRANSFER t o the RECORDS CENTER one (1) year
after conpletion of the audit report.
DESTROY after an additional two (2) years
in the RECORDS CENTER

27

93- 68

OFFI CE OF FED CNTRCT CMPLI ANCE, EQUAL EMPLMT OPPRTNTY

CMVBI ON( OFCCP/ EECC) DATA | NQURY RPT

The regional office of this U S. Department of Labor office
periodically requests data of |Indiana conpanies to nonitor
EECC conpliance. Typical file contains the correspondence
requesting the informati on and a copy of the Enploynent and
Training Services response with an acconpanyi ng Job Service
Mat ching System data printout. Disclosure of these records
may be subject to [IC 22-4-19-6(b), (2004 Edition to 2009

I ndi ana General Assenbly) Retention consistent with 29 CFR
1602. 30 and 29 CFR 1602. 31, (July 1, 2009 Revi sion)

DESTROY two (2) years after the year the
response was submitted to the regional
office of Federal Contract Conpliance.

28

94-08

EMPLOYER S CONTRI BUTI ON REPORT, STATE FORM 250 -- DELETED
(This series is obsolete, but some records still exist in
[Record Series history note: this series is obsolete; no
new records nmay be accepted under this nunber. It is marked
current only because already-transferred records still
exist in the State Records Center which have not yet
reached their disposal date.]

This is the Departnment of Workforce Devel opnent's

rem ttance processing. Enployers are required to submt
quarterly reports on gross payroll, taxable wages,
contribution and nunber of enpl oyees enpl oyed per nonth.
Enpl oyers subnmit the report and paynent directly to a
contracted bank. The contracted bank destroys paper reports
after creating electronic records and then places these
reports on CDs and submits as nmany as are needed to the
Depart nent of Workforce Devel opnent in order to conpile
reports. No paper is received. Any renmmining paper will be
destroyed in accordance with the minimumtinme frame in
these approved retention instructions. Disclosure of these
records may be subject to | C 22-4-19-6(b), (2004 Edition to
2009 I ndi ana General Assenbly) Retention based on IC
34-13-1-1.

[Record Series history note: this series required transfer
of security mcrofilmto the | NDI ANA ARCHI VES bet ween 1994
and 1997, with a retention of "DESTROY original security
roll after 15 years."]

DESTROY/ DELETE ten (10) State Fiscal Years
after the end of the State Fiscal Year and
after recei pt of STATE BOARD OF ACCOUNTS
Audit Report and satisfaction of unsettled
char ges.

29

94-16

REPORT ON EMPLOYMENT AND PAYROLL

This federal formfromthe U S. Department of Labor's
Bureau of Labor Statistics contains information on

i ndi vi dual enpl oyer hours, earnings and payroll covering
all industries in Indiana. Disclosure of these records may
be subject to I C 22-4-19-6(b) and 29 CFR 97.42. Retention
based on the U S. Departnent of Labor, Bureau of Labor
Statistics, Current Enployment Statistics Manual, Section
13.

TRANSFER to the RECORDS CENTER after one
(1) year. DESTROY after an additional two
(2) years in the RECORDS CENTER
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30(95-51 BANKRUPTCY FI LE TRANSFER to the RECORDS CENTER after the
A typical file consists of various bankruptcy documents bankruptcy case has been closed by the U.S.
that have been issued by courts pertaining to enployer BANKRUPTCY COURT or the Unenpl oynent
accounts with delinquent liabilities. If the US. I nsurance Board determ nes that any clains
Bankruptcy Court closes a case, the debtor enployer has are uncol lectible and after receipt of
paid its unenploynent taxes in full by making paynments on a | STATE BOARD OF ACCOUNTS Audit Report and
pl an. A case could also be closed if the enployer's account | satisfaction of unsettled charges. DESTROY
has been delinquent seven (7) years and the Unenpl oynment after an additional ten (10) years in the
I nsurance Board deternines that any clains are RECORDS CENTER
uncol l ectible. A Warrant for Collection of Tax, State Form
Number 10047, DWD Form 1054, is usually issued. D sclosure
of these records may be subject to IC 22-4-19-6(b) and (d),

(2004 Edition to 2009 |Indiana General Assenbly); Retention
based on IC 6-8.1-8-2, (2006 Suppl enent)

31|98-20 OCCUPATI ONAL EMPLOYMENT STATI STI CS TRANSFER t o the RECORDS CENTER two (2)

An occupational enpl oynent survey uses about fifty (50) years after the end of the reference year.
different federal forns fromthe U S. Department of Labor DESTROY after an additional two (2) years
used to collect this statistical data fromspecific in the RECORDS CENTER.

busi nesses, industry and governnent. The conpleted forns

(records) have enployer staffing patterns and wage data

covering all industries in Indiana. The data is conpiled

and put through several statistical calculations. The

United States Departnent of Labor conbines |ndiana's survey

results with other states' surveys to conme up with national

estimates. The data is also used to estimate wage and

staffing patterns and in projecting enpl oynent by

occupation in Indiana. Data is collected pursuant to the

authority of 29 USC 2, January 05, 2009 Edition. Retention

based on U. S. Departnment of Labor, Bureau of Labor

Statistics, State Operations Mnual; Section Ten (10),

(Revi sed 04/1997), Disclosure of these records may be

subject to [29 CFR 70.1, et seq., (July 1, 2009 Revi sion)

32[2019- 24 NON- CREDI T CAREER AND TECHNI CAL | NSTI TUTI ONS -1 NSTI TUTI ONAL | | MAGE hard copi es according to | ARA inagi ng
FI LES standards upon recei pt. DESTROY hard copies
Records of schools that offer non-credit-bearing career and | after verification of electronic records
techni cal prograns, received in a mxture of hard copy and for conpleteness and legibility. TRANSFER
el ectronic formats. No student records or financial el ectronic records, including an index, to
informati on are present. the | NDI ANA ARCHI VES in a fornmat approved

by | NDI ANA ARCHI VES staff, for EVALUATI ON,
SAMPLI NG or WVEEDI NG pur suant to archival
principles, one (1) year after closure of
the institution.

33|2019- 25 DEFUNCT NON- CREDI T CAREER AND TECHNI CAL | NSTI TUTI ONS - | MAGE hard copi es according to | ARA inagi ng
STUDENT RECORDS standards upon recei pt. DESTROY hard copies
Transcripts, correspondence, attendance reports, enrollnent | after verification of electronic records
applications, and rel ated student records fromschools that | for conpl eteness and |l egibility. TRANSFER
of fered non-credit-bearing career and technical prograns, el ectronic records, including an index, to
and have now gone out of business. Received largely in the | NDI ANA ARCH VES in a format approved
electronic format. Disclosure of these records may be by | NDI ANA ARCHI VES staff, for EVALUATI ON,
affected by I C 5-14-3-4(b)(3) and (4). SAMPLI NG or WEEDI NG pursuant to archival

principles, one (1) year after closure of
the institution.

3412019- 26 DEFUNCT NON- CREDI T CAREER AND TECHNI CAL | NSTI TUTI ONS - | MAGE hard copi es according to | ARA inegi ng

STUDENT FI NANCI AL RECORDS

Fi nanci al records of students from schools that offered
non-credi t-bearing career and technical prograns, and have
now gone out of business.

standards upon recei pt. DESTROY hard copies
after verification of electronic records
for conpleteness and legibility. DELETE

el ectronic records ten (10) years after any
bond call and after receipt of STATE BOARD
OF ACCOUNTS Audit Report and satisfaction
of unsettled charges.

Approved by the Indiana Oversight Committee on Public Records
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