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RECORDSRETENTION AND DISPOSITION SCHEDULE
Homeland Security, Department of. Fire and Building Safety

Agency: Fire and Building Safety

Division:

ITEM| RECORD TITLE/DESCRIPTION RETENTION PERIOD
NO.| SERIES (This Retention Schedule is approved on a space-available basis)
1(2000-32 |ARSON | NVESTI GATI ON FI LES TRANSFER to the RECORDS CENTER after five
Includes: reports of fire investigation, interview sheets, (5) years in the agency. RETAIN in the
suppl emrent al sheets, property record and recei pt sheets, RECORDS CENTER for an additional fifty (50)
letters sent to agencies that request information, request years. TRANSFER to the | NDI ANA ARCHI VES for
for investigations, court subpoenas, and photographs. EVALUATI ON, SAMPLI NG or WEEDI NG pursuant to
Confidential, [IC 5-14-3-4(b)(1)(2) & (6), (2000 Edition) archival principles, at the end of
fifty-five (55) total years of retention.
2(2010- 05 RADI ATI ON | NCI DENT REPORTS TRANSFER to the | NDI ANA ARCHI VES f or
In accordance with I C 16-41-35-1, the Radiol ogical Health EVALUATI ON, SAMPLI NG or WEEDI NG pur suant to
Section is responsible for radiation safety and protection archival principles, twenty (20) cal endar
of the public. Pursuant to IC 16-41-35-25, staff may enter years after the end of the year of the
at all reasonable tinmes any public or private property for investigation.
the purpose of inspecting and investigating conditions
related to radiation control and safety. Contacts can be
made via tel ephone calls, correspondence, e-nail or a
personal visit. Atypical file may contain extensive
narratives, reports, correspondence or photographs.
Mil tiple contacts with the sane person or group over tine
are possible. Al so possible but not typical, are referrals
for additional enforcenent action. Disclosure of these
records may be subject to 10 CFR 20.2106 and | C 5-14-3-4(a)
(3) and (12).
3[83-1319 FI RE SAFETY | NSPECTI ON FI LES TRANSFER to the | NDI ANA ARCHI VES after
A) Inspections required by state statute: I|ncludes reports three (3) years for EVALUATI ON, SAMPLI NG
of fire inspections for schools, jails, prisons, or VEEDI NG pursuant to archival principles.
fairgrounds. Religious exenpt child care centers, hotels,
nmotel s, hospitals, regul ated places of anusenent (including
race tracks)), child care centers, explosives magazines,
pl aces of public assenbly, nental/physical health
facilities and retail offices.
B) Required by Fire Marshal's policy. Includes reports of
fire inspections for flammable liquid storage facilities,
fireworks, private schools and coll eges, conplaints,
manuf acturing and speci al assignments. Pursuant to |IC
4-31-8-5, 11-11-6-2, 12-17.2-4-14, 12-17.2-5-14,
16-21-1-10, 16-28-1-3, 20-5-43-1, 22-11-17-1,et seq., and
I C 22-14-2-11, (2000 Edition)
4194- 32 PUBLI CLY OANED BUI LDI NGS M CROFI LM according to 60 1AC 2 after

Wthin sixty (60) days after the conpletion of an addition
or alteration of a publicly owned building, a conplete set
of blueprints and conpl ete bound set of specifications
shall be filed in the office of the state building
conmi ssi oner. Approval shall be granted by means of an
application process. Publicly owned buildings shall be
construed to include all buildings, work, or inprovenents
the cost of which is paid for frompublic funds

Docunent ation includes: blueprints and specifications
Application For Construction Design Rel ease, State Form
37318. The project nunber to each building nmust be placed
in a conspicuous place when this record is mcrofil med.
This is a permanent record, pursuant to IC 5-16-3-1, 1998
Edi tion).

Retention based on IC 5-16-3-2, (1998 Edition).

bl ueprints and specifications are rel eased.
DESTROY hard copies after verification of
mcrofilmfor conpleteness and legibility.
TRANSFER ori gi nal negative roll to the

I NDI ANA ARCHI VES, for pernmanent archival
retention. The agency does not need a
duplicate roll of mecrofilm
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79-2605

I NSPECTI ON REPORTS

Consists of a report on the condition of each boiler and
pressure vessel regulated in the State. |nspections of
boi |l er and pressure vessels are made at |east every three
(3) years and many are exam ned annual ly.

DESTROY after five (5) years or when
repl aced by another inspection report,
whi chever is later.

2015- 09 DI VI SION OF FI RE AND BUI LDI NG SAFETY DATABASE DESTROY any exi sting hard copies after
Al'l records of DFBS inspection activities, whether entry into the database. DELETE el ectronic
born-digital or submitted in hard copy, are collected in records after ten (10) years.
this online database.

Al'l records that exist only in this database have a ten
(10) year or shorter retention requirenent.

A copy of records whose retention period exceeds ten (10)
years may al so be present for reference purposes, but the
originals are retained separately under their own uni que
record series. The duplicate reference material nmay be

del eted at any tine.

Di scl osure of these records may be affected by |IC 5-14-3-4
and | C 35-47-7-3.

2015-10 AMUSEMENT DEVI CE FI LE REPLACE State Form 43132, State Form 323,
Serves as a neans in which the Departnent of Fire and non-destructive test reports, insurance
Bui | ding Services registers, inspects, and issues pernts certificates, accident reports, and rel ated
for all regul ated anusenent devices at the Indiana State correspondence annual | y. DESTROY five (5)
Fair, at thene park locations, and traveling to various years after the anusenent device is no
locations in Indiana. |Includes State Forms: Amusenent | onger in service.

Devi ce Correction Order, SF 43132 and Application for
Annual Permit to Operate Anusenent Device, SF 323. Al so

i ncl udes non-destructive test reports--which are conpl eted
by a private vendor, insurance certificates, accident
reports, and rel ated correspondence, pursuant to the
statutory inspection programof |C 22-15-7-1. Retention
based on | C 34-11-2-6.

78-1253 |STATE | NSTI TUTI ONS- LOCATI ON UNI TS TRANSFER origi nal State Fornms 28645, 5675,
Serves as a neans in which the Departnent of Fire and 38299, and 34599 to DORMANT LOCATION UNIT
Bui | di ngs Services registers, inspects, and issues pernits FI LE when the elevator is dornant. The
for all regul ated el evators where Indiana state governnent original State Forms 28645, 5675, 38299,
has the responsibility of maintenance. Includes State Form | and 34599 hard copies are retained on-site
5675, Installation or Alteration Pernmt (Elevator Safety permanently until the elevator is dornant.
Di vision); Application for Installation or Alteration The original State Form 39999 is issued by
Permt, State Form 38299, State Form 39999; QOperating the agency but is not retained by the
Permt, Division of Elevator Safety, State Form 34599; agency. State Forns 34599 and 28645 are
Report of Tests for Elevators, Dunbwaiters, Escal ators and repl aced annual ly or every five (5) years.
Speci al Purpose El evators; and State Form 28645, Report of DESTROY general correspondence after five
I nspection-Invoice. May al so include general correspondence | (5) years.
pursuant to the statutory inspection programof IC
22-15-5-1, et seq, 1998 Edition. Retention based on IC
34-11-2-6, (1998 Edition)

78-1254 BUI LDI NG LOCATION UNI' T TRANSFER original State Forms 28645, 38299,

Serves as a neans in which the Departnent of Fire and

Bui | ding Services registers, inspects, and issues pernits
for all regulated elevators that are non-residential yet
public in nature. Typical file includes State Form Number
5675, Installation or Alteration Permt (El evator Safety
Di vision), Application for Installation or Ateration
Permt, State Form 38299; State Form 34599, Report of Tests
for Elevators, Dunbwaiters, Escal ators and Special Purpose
El evators; and State Form 28645, Report of

I nspection-Invoice. May al so include general
correspondence, pursuant to the statutory inspection
program of |1 C 22-15-5-1, et seq., 1998 Edition. Retention
based on I C 34-11-2-6, 1998 Edition).

and 34599 to DORMANT LOCATI ON UNTI FILE
when the elevator is dornant. The ori gi nal
State Forns 28645, 5675, 38299, and 34599
hard copies are retained on-site
permanently until the elevator is dornant.
The original State Form 39999 is issued by
the agency but is not retained by the
agency. State Forns 34599 and 28645 are
repl aced annually or every five (5) years.
DESTROY general correspondence after five
(5) years.
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10|78-1256 DORMANT LOCATI ON UNI T FI LES DESTROY after five (5) years.

Al'l inoperable elevators. Retention based on I C 34-11-2-6,
(1998 Edition)/

11{78-1260 [ACCI DENT REPORTS DESTROY after six (6) years.

12|78-1261 BLUEPRI NTS AND SPECI FI CATI ONS FOR NEW ELEVATORS OR TRANSFER to the RECORDS CENTER after five
ALTERATI ONS OF ELEVATORS (5) years. DESTROY after an additional five

(5) years in the RECORDS CENTER TOTAL
RETENTI ON--ten (10) years.

13|79- 2220 MANUFACTURI NG FI RM5 NO LONGER | N BUSI NESS TRANSFER t o the RECORDS CENTER after one
Fil es of manufacturing firns that once constructed (1) year. DESTROY after five (5) years.
manuf act ured buil di ngs but have since gone out of business. | TOTAL RETENTI ON--Si x (6) years.

Required for consuner conplaints.

14(79- 2225 RECORD OF DATA PLATES - HARD COPI ES DESTROY when outdated or repl aced.
Record of data plates of building manufacturers. Retention
period is based on expected life of nmanufactured honmes that
have not been altered fromfactory specifications by their
owners.

15|79- 2228 PLANS, SPECI FI CATI ONS, CERTI FI CATES AND COWMPUTER DI SKS TRANSFER t o the RECORDS CENTER after three
Drawi ngs and speci fications regardi ng nanufact ured (3) years. DESTROY after an additional two
buil dings as well as certifictes of manufacturers’ (2) years in the RECORDS CENTER TOTAL
conpliance with building codes. The conputer disk is sent RETENTI ON: Five (5) years
to the agency by nmeans of the manufacturing firnms. The
conputer disk is IBMconpatible and the only users are the
agency's staff. The conputer disk does not |eave the office
and i s DESTROYED when changes occur in the draw ngs and
speci fications and a new conputer disk is sent.

16|79- 2592 BOARD CASES DESTROY when the boiler or pressure vessel
The Boiler and Pressure Vessel Board is enpowered to i s scrapped.
approve nodifications or special construction requests that
do not conformwi th established standards. The requests are
known as "I ndi ana Special s". Series consists of diagrans,
speci fications, and cover letters.

17|79- 2594 I NSPECTOR LI CENSES, SF 54684 DESTROY when replaced by a new |icense or
Li censes issued to individuals qualified to be inspectors. when the individual is no |onger an

i nspector.

18|79- 2604 CERTI FI CATE OF | NSPECTI ON DESTROY when certificate is replaced by a
Certificates issued to owners of pressure vessels and new certificate and after receipt of STATE
boil ers after they have been approved. BOARD OF ACCOUNTS Audit Report and

satisfaction of unsettled charges.

19(82- 315 PROTOTYPE MASTER FI LES DESTROY hard copi es when the State Building
Mast er plan design rel eases nay be issued by the office of Conmi ssi oner determines that because of
the State Buil di ng Conm ssioner with the approval of the changes in the Indiana Building Code the
office of the State Fire Marshal. Approval is granted by pl ans and specifications may no | onger
nmeans of an application process. Master plan neans a set of | conply with the rules of the Fire
pl ans and specifications for Cass 1 structures the scope Prevention and Buil ding Safety Conmi ssion.
of which includes only the structural fram ng and shell
encl osures.
The purpose of a master plan design release is to sinplify
the use of the sane design for nore than one dass 1
structure by elimnating repetitive filing and revi ew of
pl ans and specifications within the scope of the naster
plan. Cass 1 structures are: buildings or structures that
are to be used by the public, three (3) or nore tenants,
one (1) or nore persons who act as the enpl oyees of
anot her. Docunentation includes: plans, specifications, and
Application For Construction Design Rel ease; State form
37318, Pursuant to 675 | AC 12-6-16, 2000 Curul ative
Suppl enment .

20|82-323 APPL| CATI ON FOR CONSTRUCTI ON DOCUMENT REVI EW AND FOOTI NG & | RETAIN current year and two (2) past years'

FOUNDATI ON FORMS
File consists of individual
data, and processing data.

bui | di ng projects, project

applications and fornms w thin STATE FI RE
AND BUI LDI NG SERVI CES. DESTROY after three
(3) years.
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21

84-534

MONTHLY REPORTI NG BY LOCAL FI RE CHI EFS
Statistical reports required to be subnmitted to the State
Fire Marshal .

DESTROY after one (1) year.

22

87-494

WELDED REPAI R REPORT FORMS
Reports made by inspectors indicating repairs have been
made i n accordance with established rules.

DESTROY after five (5) years.

23

94-33

PUBLI CLY OANED BUI LDI NGS- ELECTRONI C | NDEX

This electronic record will serve as an index for the
mcrofilmrecord of publicly owned buildings within the
state of Indiana. This electronic record will conpose of
the followi ng infornmation: project nunber, nane of project,
month and year project was filed with the agency, town and
county of project, and designer and/or owner of the
project, pursuant to I C 5-16-3-1, (1998 Edition).

Ret ention based on I C 5-16-3-2, (1998 Edition).

TRANSFER data about the mcrofilmrecord of
publicly owned buildings in an ASCI| format
to the | NDI ANA ARCHI VES when the blueprints
and specifications are rel eased. Once the
data arrives at the Indiana Archives, the
data will be translated into a format
conpatible with its software and hardware.
The data is permanent and will not be
altered in any fashion.

24

94- 36

LOCAL ORDI NANCES

One (1) signed copy of each approved |ocal ordinance is
retained by the Fire Prevention and Building Safety

Commi ssi on. Ordi nances to be approved are placed on the
agenda for Fire Prevention and Buil ding Safety Conmi ssion
meetings. Ordinances are arranged al phabetically by county,
by city, and town within the county. Some correspondence
coul d be included with these records.

DESTROY when out dated or repl aced.

25

94-37

WRI TTEN | NTERPRETATI ONS OF BUI LDI NG LAWS

In accordance with I C 22-13-5-2, the Building Law
Conpl i ance Oficer may issue a witten interpretation of a
buil ding | aw upon the witten request of an interested
person. Pursuant to | C 22-13-5-1, this refers to a person
that has a dispute with a county or a nunicipality
regarding the interpretation of a building law. This
interpretation is binding if the witten interpretation is
published in the Indiana Register (IC 22-13-5-4). This
witten interpretation of building |aw published in the

I ndi ana Regi ster binds all counties and nunicipalities
until the earlier of the following: (1) The General
Assenbly enacts a statute that substantively changes the
building law interpreted or voids the witten
interpretation. (2) The Fire Prevention and Buil ding Safety
Conmmi ssi on adopts a rule under IC 4-22-2 to state a
different interpretation of the building law. (3) The
witten interpretation is found to be an erroneous
interpretation of the building law in a judicial

proceedi ng. (4) The Building Law Conpliance O ficer
publishes a different interpretation of the building | aw
Retention based on | C 22-13-5-4.

TRANSFER to the | NDI ANA ARCHI VES for
EVALUATI ON, SAMPLI NG OR WEEDI NG pur suant
to archival principles when outdated or
repl aced.

26

95-29

HAZARDOUS MATERI ALS | NCI DENT LOCATI ON FI LES
Includes the I og sheets for the hazardous materi al
responses.

DESTROY after ten (10) years.

27

95-30

HAZARDOUS MATERI ALS FI ELD REPORT

Includes the Ofice of the Fire Marshal
material safety data sheets,
agenci es and exposure | ogs.

field report,
field reports fromother state

TRANSFER one (1) copy to the | NDI ANA
ARCHI VES for EVALUATI ON, SAMPLI NG or
WEEDI NG pursuant to archival principles,
after ten (10) years.

28

2013-16

TI ER ONE/ TWD EMERGENCY & HAZARDOUS CHEM CAL | NVENTORY ( LEPC
CoPY)

Per 42 USC 11022, facilities submt three copies of an
ener gency and hazardous chemnical inventory form annually,
as long as hazardous chemicals remain in use. One copy is
submtted to the |ndiana Departnent of Environnental
Managenent (retained permanently under Record Series
93-45), one to the local fire departnent, and one to the
area's Local Energency Planning Cormittee. Disclosure of
this record may be affected by 42 USC 11042. Retention
based on 42 USC 11022 (e)(3).

DESTROY after one (1) year or when repl aced
by a new inventory fromthe sane facility,
whi chever is later.
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29

94- 34

VARI ANCE APPLI CATI ON FI LES

A variance of the rules of the Fire Prevention and Buil di ng
Saf ety Commi ssion nay be granted by the Commission in
accordance with Indiana Code 22-13-2-11. The application
file contains the variance application (State Form 37318)
and other information required pursuant to 675 | AC 12-5.

DESTROY after seven (7) calendar years and
after recei pt of STATE BOARD OF ACCOUNTS
Audit Report and satisfaction of unsettled
char ges.

30

88-101

AMBULANCE SERVI CE PROVI DERS FI LE
Files may include annual applications,
applications, vehicle certification, correspondence,

provi der certification, anbul ance and equi pment checkli st,
and certificate of insurance. Certificates are now mail ed
to the provider and copies are no |onger kept in the files.

par anedi ¢

[Record Series history note: prior to 2015, retention
instructions included mcrofilmng with a security copy
sent to the | NDI ANA ARCHI VES. ]

DESTROY after seven (7) years.

31

88-102

TRAI' NI NG | NSTI TUTI ONS FI LE
A typical file includes applications,
approval s and correspondence.

renewal applications,

[Record Series history note: prior to 2015, retention
instructions included mcrofilmng with a security copy
sent to the | NDI ANA ARCHI VES. ]

DESTROY after six (6) years.

32

88-103

SUPERVI SI NG HOSPI TALS FI LE

File includes Applications for Certification as a
Supervi sing Hospital, Application for Institutional
Approval to Administer Energency Paranedic Training
Program Application for Certification as a Sponsoring
Hospital, Application for Certification as a Supervising
Hospi tal (Paranedic), and correspondence.

[Record Series history note: prior to 2015, retention
instructions included mcrofilmng with a security copy
sent to the | NDI ANA ARCHI VES. ]

DESTROY after six (6) years.

33

95-49

I NDEX CARDS- ACTI VE, RETI RED & DECEASED CERTI FI ED

FI REFI GHTERS

These al phabetical index cards contain basic information on
the firefighter but are not as conplete as the
Identification Data and Progress Record. Firefighter nane,
departnment and basic certification data is recorded on the
i ndex cards.

DESTROY when information is verified
agai nst the | DENTI FI CATI ON DATA AND
PROGRESS RECORD.

34

2015-19

PUBLI C SAFETY PERSONNEL DATA

This consists of Enmergency Medical Technician and
Firefighter certification, personnel, and training records.
Unl ess regul atory sanctions (which can | ast a maxi num of 7
years) have been inposed, each record becones superseded by
the next two-year certification cycle. Al current and
future records will exist in the ACADI S dat abase, except
for any backfile of hard copi es whose retention period
expires before entry. Expungenent of any records of
sanction or investigation may be requested under the
conditions of IC 35-38-9. Disclosure of these records nay
be affected by IC 4-1-8-1 and | C 35-38-8.

TRANSFER hard copies to the | ND ANA
ARCHI VES for EVALUATI ON, SAMPLI NG and
WEEDI NG pur suant to archival principles
imredi ately after entry into database.
undi gi ti zed backfile, TRANSFER to the

| NDI ANA ARCHI VES for EVALUATI ON, SAMPLI NG
and VEEDI NG pursuant to archival principles
after four (4) years or the expiration of
any inposed sanctions, whichever is |ater.
DELETE el ectronic records after four (4)
years or the expiration of any inposed
sanctions, whichever is later.

For
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79- 3664

RADI OACTI VE MATERI AL REG STRATI ON PROGRAM

This record typically includes a radioactive materi al
regi stration application, correspondence, copies of U S.
Nucl ear Regul atory Conmi ssion (NRC) |icenses, violation
letters, conpliance letters, notification of

m sadm ni stration, and notification of enpl oyee
overexposure. The registration renewal period is tw (2)
years.

I MAGE any hard-copy records according to
| ARA i magi ng standards, and RETAIN all
electronic files within the |ndiana

Pr of essi onal Licensing Agency's License
2000 system per cross-agency agreenent.
DESTROY hard copies after verification of
el ectronic records for conpl eteness and
legibility. MAINTAIN two (2) registration
appl i cations and supporting docurments at
all times; DELETE the ol dest application
and supporting documents when a new report
is received. DELETE all related records
seven (7) years after a facility is
determined to no |onger be in business.
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