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RECORDSRETENTION AND DISPOSITION SCHEDULE
Natural Resources, Department of. Fish And Wildlife Division.

Agency: Fish And Wildlife Division

Division:

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

1|85-278 RETAI LER FI LE FOLDERS TRANSFER file folders of accounts with a
These are files on accounts of retailers selling sport zero (-0- ) balance to the RECORDS CENTER
licenses and stanps for the Division of Fish and Wlidlife, at the end of the license year and after
pursuant to |IC 14-22-11 and | C 14-22-12. Suppl enment. A recei pt of STATE BOARD OF ACCOUNTS Audi t
folder includes retailer application and agreenent, plus Report and satisfaction of unsettled
rel ated correspondence. File is arranged by account. charges. DESTROY after an additional six
Ret enti on based on | C 34-11-2-6. (6) years in the RECORDS CENTER

2(85-281 UNSOLD 1- DAY FI SH LI CENSES TRANSFER unsol d licenses of accounts with a
These are one-day fishing licenses returned to the Division | zero (-0- ) balance to the RECORDS CENTER
of Fish and Wldlife by agents because they were not sold. two (2) years after the end of the |icense
Ret ention based on | C 34-11-2-6. year and after receipt of STATE BOARD OF

ACCOUNTS Audit Report and satisfaction of
unsettl ed charges. DESTROY after an
additional four (4) years in the RECORDS
CENTER. TOTAL RETENTION:. Six (6) years
after the end of the license year and after
recei pt of STATE BOARD OF ACCOUNTS Audi t
Report and satisfaction of unsettled

char ges.

3]86-271 FI SH KI LL REPORTS M CROFI LM according to 60 I AC 2 on receipt,
This includes Report of Water Pollution (SF 28340) and or as soon as possible for already existing
State Departnent of Health Summary Report of Fish Kill. records. TRANSFER origi nal negative roll to
Correspondence is also present. Disclosure nay be affected the | NDI ANA ARCHI VES, for permanent
by 1 C 5-14-3-4(b)(1)(2) and (6). archival retention. MAINTAIN hard copies in

agency for research conveni ence.

4182-482 ENVI RONMENTAL REVI EWS TRANSFER to the RECORDS CENTER one (1) year
Cont ai ns maps, environnmental inpact, inpact statenents, after conpletion of the environnental
correspondence to/fromcounty and/or other |ocal officials review. TRANSFER to the Indiana Archives,
and the Louisville and Detroit Districts of the U S. Arny for EVALUATI ON, SAMPLI NG or WEEDI NG
Corp of Engineers plus photographs of |ocal road and bridge | pursuant to archival principles; after an
proj ects needing environnental reviews. Five (5) year addi tional six (6) years in the RECORDS
retention based on 30 CFR 330.6, (07-01-96 Edition), with CENTER. TOTAL RETENTION prior to |ndiana
and additional two (2) years for the adm nistrative need to | Archives TRANSFER Seven (7) years after
this section of the Division of Fish and Wldlife. conpl etion of the environmental review.

5]85- 282 USED 1- DAY FI SH LI CENSES TRANSFER files for accounts that have a
The license purchaser retains the top portion and the zero (-0-) balance to the RECORDS CENTER at
Di vision of Fish and Wldlife retains the carbon copy of the end of the license year and after
the license as a receipt. Retention based on I C 34-11-2-6. recei pt of STATE BOARD OF ACCOUNTS Audi t

Report and satisfaction of unsettled
charges. DESTROY after an additional six
(6) years in the RECORDS CENTER

6|85-284 UNUSED SPORTS STAMPS TRANSFER one (1) stanp of each variety to
These sports stanps have not been distributed to agents to | the Indiana Archives for EVALUATI ON,
be sol d; the balance are sold to stanp collectors after the | SAMPLI NG and WEEDI NG pur suant to archival
year of issuance. principles after recei pt of STATE BOARD OF

ACCOUNTS Audit Report and satisfaction of
unsettl ed charges.

7185-470 REG STRATI ON OF POSTED SI GN DESTROY one (1) year after the posted sign
Al'l signs posted by property nmanager other than those has been destroyed.
required by | aw nust be registered with signed approval by
the Directors of the Fish and Wldlife Division, Law
Enf orcenent Division and the Departnent.

8|85-472 DRAI NAGE ASSESSMENT DESTROY after two (2) years.

Shows DNR s percentage of the charge for use of the
counties' drainage systens. A county assessor in an
af fected county would al so retain a copy.
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9(85-473 HI STORI C PRESERVATI ON PERM TS TRANSFER to the | ndiana Archives for
This record series typically consists of an application EVALUATI ON, SAMPLI NG and WEEDI NG pur suant
letter to and a permt letter fromthe Historic to archival principles, two (2) years after
Preservation and Archaeol ogy Division for such conpl etion of the project.
ar chaeol ogi cal cl earances. Arranged by property.

10(85-477 ST F & WAREAS PUBLI C USE RECORD BY EFFORTS, NO SF NUMBER TRANSFER to the |ndiana Archives for
SHOWN EVALUATI ON, SAMPLI NG and WEEDI NG pur suant
These are nonthly statistical reports on public use of fish |to archival principles, after two (2)
and wildlife properties. years.

11|85-479 APPLI CATI ONS FOR DI VI SI ON OF WATER PERM TS TRANSFER to the Indiana Archives for
This record consists of Permit Application for EVALUATI ON, SAMPLI NG and WEEDI NG pur suant
Construction, SF 42946. Permits and applications are to archival principles, two (2) years after
arranged in folders by property. conpl etion of project.

12|85-480 APPLI CATI ONS FOR DEPT OF THE ARMWY PERM T TRANSFER to the Indiana Archives for
Section 404 of the Clean Water Act permits and EVALUATI ON, SAMPLI NG and WEEDI NG pur suant
applications; arranged by property. to archival principles, two (2) years after

conpl etion of the project.

13|85- 485 SPECI AL EVENTS (APPL| CATI ONS AND PERM TS) DESTROY one (1) year after conpletion of
I ncludes application and pernmits for special events to be the special event.
hel d on | ands owned or | eased by the Departnent of Natural
Resources. Exanples could be archery tournanents, fishing
tournanents, reunions, or weddings. Typical file contains
an application, permt, and liability release. No fee
required.

14]86- 266 FI SH MANAGEMENT SURVEYS TRANSFER to the | NDI ANA ARCHI VES ten (10)
Lake and stream survey reports give the name, |ocation, years after the year in which the report
physi cal and chemical characteristics, fish stock and plant | was generat ed.
life. Creel survey reports give the nunber of fish caught.

These surveys are done as schedul ed or as needed, and

mai ntai ned in the property office where the survey was
created. These surveys are deened val uabl e and i nportant
records for research and devel opnent. The Fish and Wldlife
Division staff state that this biological record of species
is not found anywhere else in this state. These records are
used to determ ne |ong-termchanges froma naturalist point
of view, indicate environmental enhancenment or degradation
over time, and provide, in many cases; the only biol ogical
records in many |ndi ana waters.

15(86- 284 STRATEG C PLAN TRANSFER to the | NDI ANA ARCHI VES f or
A strategic plan is prepared for a species or a program It | EVALUATI ON, SAMPLI NG and WEEDI NG pur suant
may include strategic work plans and work plan evaluations. [to archival principles ten (10) years after
A new five (5) year plan with goals and objectives is updat ed.
prepared every five (5) years.

16(86- 314 REG STERED SI GNS Notify Central Office when updated, then
This is the actual sign. Record Series Nunber 85-470 on DESTROY out dat ed versi on.
page 10 is the docunent used to register the sign with the
property nanager.

17]86- 315 HUNTI NG PERM T AND RELEASE FROM LI ABI LI TY/ WAl VER OF CLAI MS | DESTROY after two (2) years.

AGAI NST THE UNI TED STATES
Record consists of requests for persons to use the
Atterbury Reserve Forces Training Area.
18|86- 321 SHOOTI NG RANGE | NSPECTI ON REPORTS, NO SF NUMBER SHOWN DESTROY after two (2) years.
This record is a bi-weekly inspection by property personnel
for cleanliness and safety.
19|89-103 HARVEST RECCRDS DELETE el ectronic records after ten (10)

This record series contai ns questionnaires and season
sunmaries to collect harvest information on various kinds
of wildlife. State forms used are State Form Numbers 30709,
40627, 40628, 28405, 28421, 28196, 28195 and 24385. Data is
entered into a conputer or directly submtted in digital
format, and referenced in the Indiana Statewide Wldlife
Research Report and other research reports. Data is used
for reference purposes for ten (10) years.

years.
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20|89-104 LANDOMER- TENANT SPECI AL DEER HUNT APPLI CATI ON DESTROY one (1) year after issuance of

speci al l|icense.

21192-66 COWERCI AL FI SHERI ES HARVEST REPORTS DESTROY ten (10) years after the year the
This is a property-level report retained only at that reports were tabul at ed.
level . Includes Mnthly Report of Inland Commercial
Fi sheries (SF 3449), Indiana Mnthly Harvest Report for
Commercial Fishing in the Chio River (SF 49196), Mnthly
Roe Bearing Fish Deal ers Report (SF 54839) and Daily Roe
Bearing Fish Harvesters Transaction Report (SF-54838). This
may result in litigation involving nonetary restitution for
all fish and wildlife killed. Correspondence is also
present.

22(92-68 I NDI ANA RECORD FI SH AND FI SH OF THE YEAR M CROFI LM according to 60 IAC 2 on receipt,
Records include entry blanks and phot ographs for both or as soon as possible for already existing
prograns. records. TRANSFER original negative roll to

the | NDI ANA ARCHI VES for pernanent archival
retention. MAINTAIN hard copies in agency
for reference use.

23[2011-02 PASSENGER- FOR- HI RE- WATERCRAFT- APPLI CATI ON/ | NSPECTI ON | MAGE according to | ARA standards and
Files consist of the Application for Inspection, DESTROY hard copies after verification of
Passenger-For-Hire-Watercraft, the Dockside |nspection conpl eteness and legibility. DELETE
Wor ksheet - Passenger - For- Hire-Watercraft (SF 11233) and the el ectronic records after six (6) years and
Drydock | nspection Wrksheet, Passenger-For-Hire-Watercraft | after receipt of STATE BOARD OF ACCOUNTS
(SF 02708). Afee is collected for the inspection per IC Audit Report and satisfaction of unsettled
14-15-6-3. Retention based on IC 14-15-6-3(a)(2). char ges.

2412021- 05 COMMERCI AL FI SHI NG LI CENSES DESTROY ten (10) years after the year in

Records may include, but are not limted to: Resident

Commercial Fishing Inland License, SF 12138, Chio River
Commerci al Fi shing License, SF 25384, Commercial Roe
Harvesters License, SF 54866, and Commerci al Roe Deal ers
Li cense, SF 54864.

whi ch the associ ated Commercial Harvest
Reports (RS 92-66) were tabul ated, and
after recei pt of STATE BOARD OF ACCOUNTS
Audit Report and satisfaction of unsettled
char ges.

Approved by the Indiana Oversight Committee on Public Records

Page 3




