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RECORDSRETENTION AND DISPOSITION SCHEDULE
Museum And Historic Sites Cor poration, Indiana

Agency: Museum And Historic Sites Corporation, Indiana Division:

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

1(81-13 EXH BI TI ON FI LE I MAGE according to | ARA i nagi ng standards
This basic research file includes correspondence, |oan after close of the exhibit and all
contracts, photos and background information on the contracts have been fulfilled. M CROFILM
artifacts. Retention based on the instructions of the according to 60 IAC 2 after verification of
agency with the cal endar year 2010 approval of the Director | the electronic image for conpl eteness and
of the Archives and Records Admi nistration. legibility. TRANSFER original negative

roll to the | NDIANA ARCHI VES for pernanent
archival retention. Al'l original paper
records will be retained PERMANENTLY within
the Indiana State Museum And Historic Sites
Cor porati on.

2(81-133 STUDI ES FI LE - OPERATI ONAL TRANSFER to the | NDI ANA ARCHI VES after
The file contains operational, marketing and communi cati on three (3) years for EVALUATI ON, SAMPLI NG or
studies related to the Indiana State Museumand its WEEDI NG pursuant to archival principles.
properties.

3[2010- 26 I NFORMATI ON RELATED TO STRUCTURES AND PROPERTY MANAGED BY TRANSFER to the | NDI ANA ARCHI VES for
THE DI VI SI ON EVALUATI ON, SAMPLI NG, and WEEDI NG pur suant
This is a file related to the history of the properties and |to archival principles, after the
structures under the agency-s managenent. It includes destruction or renmoval of the building or
design, construction and repair information, historic structure.
structure reports, boundary surveys, construction contracts
(as built drawings), gifts, salvage, disposition and sale
of property, long- termhistoric property rehabilitation
| eases, etc. All records are used as reference information
when structures require work.

4181- 06 ACCESSI ON RECORDS M CROFI LM according to 60 1 AC 2 every five
This is a conprehensive listing of the holdings of the (5) cal endar years. TRANSFER ori gi nal
I ndi ana State Museum and Historic Sites Corporation. It negative roll to the | NDI ANA ARCH VES for
includes a list of donated itens and donor information. permanent archival retention. RETURN hard
This is a paper record. Disclosure of these records may be copy records to the agency for pernanent
subject to I C 5-14-3-4(b)(15). reference retention.

5|81-07 SOURCE FI LE | MAGE paper records according to | ARA
The file includes the Deed of Gft, Bill of Sale and ot her i magi ng standards twel ve (12) cal endar
rel evant docunents related to each accessioned item nonths after the itemis formally
Research can be needed as far back as the beginning of the accessi oned. M CROFILM according to 60 | AC
State Museum Disclosure of these records may be subject to | 2 after conpletion of accessions. TRANSFER
| C 5-14-3-4(b)(15). original negative to the | NDI ANA ARCH VES

for permanent archival retention.
TRANSFER hard copies to the | NDI ANA
ARCHI VES for EVALUATI ON, SAMPLI NG and
WEEDI NG pursuant to archival principles,
upon the dissolution of the Indiana State
Museum and Historic Sites Corporation and
any successor agencies.

6(81-08 LOAN RECEI PTS M CROFI LM according to 60 I AC 2

These contain information related to objects |oaned to the
agency by public organizations and private individuals.
They are arranged al phabetically w thin the cal endar year
of the loan closure. Disclosure of these records may be
subj ect to | C 5-14-3-4(b)(15).

al phabetically by year at three (3) year
intervals. TRANSFER original negative roll
to the | NDI ANA ARCHI VES for permanent
archival retention. RETURN hard copy
records to the agency for permanent
reference retention.
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7181-09 TEMPORARY RECEI PTS M CRCFI LM al phabetically by year at ten
These contain information related to objects given to the (10) year intervals. TRANSFER security roll
agency by public organizations and private individuals for copy to the | NDI ANA ARCHI VES vaul t.
| oan, examination or acquisition. Tenporary receipts used
for acquisitions are retained in the Source File as this
docunents the first tine objects are placed in the agency's
custody. For |oans or exam nations, a paper copy has been
retained by the agency as a working docunment. Disclosure of
these records nmay be subject to I C 5-14-3-4(b)(15).

8(81-11 | NTERDEPARTMENTAL RECEI PT DESTROY two (2) cal endar years after the
This is a receipt specifying itens transferred to one of transferred itemis returned.
the various agency properties.

9(81-115 ACCI DENT AND ROBBERI ES For enpl oyee records: TRANSFER to the | SMHS
This is an information and reference file regarding Corp. administrative offices thirty (30)
accidents and robberies related to Indiana State Miseum and | days after the date of the incident.

Hi storic Sites Corporation enployees and ot her individuals, | DESTROY / DELETE duplicate records six (6)
that is, visitors. Original records relating to | SVHS Corp. | cal endar years after conpletion of the
enpl oyees are maintained in the | SVHS Corp. adm nistrative investigation and after recei pt of STATE
offices. Oiginal records relating to non-state enpl oyees BOARD OF ACCOUNTS Audit Report and
are maintained in the agency's Security Control Ofice. satisfaction of unsettled charges. For
This record is also maintained in an electronic format. non- enpl oyee records: DESTROY/ DELETE si x
Retention based on I C 34-11-2-7. (6) cal endar years after the date of the
i nci dent.
10|81-117 STUDY AGREEMENTS AND REPORTS DESTROY after five (5) cal endar years.
This record contains special approvals for individual
st udi es.
11|81-135 STATE MUSEUM AND HI STORI C SI TES PROPERTY MAPS TRANSFER one 1) copy of a nmuseum and sites
This is a reference file that contains property naps of the | map to the | NDI ANA ARCHI VES for EVALUATI ON,
I ndi ana State Museum and Historic Sites. SAMPLI NG and VEEDI NG pur suant to archival
principles, one (1) cal endar year after
creation of the nmap when a nmjor change to
the property has occurred. DESTROY
remai ni ng copi es when outdated or repl aced.
12[81-136 VI SI TORS COWPLAI NTS, COWPLI MENTS AND | NQUI RI ES DESTROY one (1) cal endar year after
This information is related to visitor conplaints, conpl etion of any action on this
conpliments and inquiries. correspondence.
13[81-138 EDUCATI ON PROGRAMM NG TRANSFER to the | NDI ANA ARCHI VES for
This file includes information on progranmm ng and speci al EVALUATI ON, SAMPLI NG or WEEDI NG pur suant to
and annual events for the Indiana State Museum and H storic | archival principles, one (1) cal endar year
Sites. after the program or event conpletion.
14]81-139 PROVOTI ONAL CAMPAI GNS FI LE TRANSFER to the | NDI ANA ARCHI VES for
This file contains public relations material relevant to EVALUATI ON, SAMPLI NG or WEEDI NG pursuant to
visitors and pronotion al naeketing materials, including, archival principles, one (1) cal endar year
but not limted to, exhibit and programrack cards, visitor |after the end of the pronotion.
hand-outs, pronotional signage and press releases. Mst, if
not all, sections of the Indiana State Museum and Hi storic
Sites have this type of record.
15|81- 140 OPERATI NG HOURS FI LE DESTROY after one (1) year.
16|81- 141 GENERAL OPERATI ON PROCEDURES DESTROY when out dated or repl aced.
This is facilitative information relevant to security,
trash, grounds and equi prment.
17|81- 408 RETURN TO DEPOSI TOR DESTROY ten (10) cal endar years after the

This file is arranged al phabetically within the cal endar
year. This record tracks ownership and confirnation that
items were returned to the owner. It contains a nanme and
contact information.

end of the year in which the itemwas
returned.
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