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RECORDSRETENTION AND DISPOSITION SCHEDULE
Natural Resources, Department of. Forestry Division.

Agency: Forestry Division

Division:

ITEM| RECORD TITLE/DESCRIPTION RETENTION PERIOD
NO.| SERIES (This Retention Schedule is approved on a space-available basis)
1|2001-08 FEDERAL GRANT FI LES DESTROY after ten (10) years and after
Al materials related to Federal Grant applications and recei pt of STATE BOARD OF ACCOUNTS Audi t
reci pients are now filed together, as one record series. Report and satisfaction of all unsettled
Files may include: programnarratives, Budget Infornation char ges.
Fornms (Federal 424 Forns), assurances, Interimor Final
Acconpl i shnent Reports, contracts, expenditure records,
el ectroni c-funds-transfer records, and other correspondence
and related records. Retention consistent with IC
34-13-1-1.
2(2001-09 |[CLASSIFI ED FOREST ACTI VE FI LE TRANSFER to W THDRAWAL FI LE when the parcel

The Classified Forest Programoffers property tax relief to
certified owers of Classified Forest |and under IC
6-1.1-6.

The Active File for a parcel of
initial Application (SF 19883 or equival ent), Wodl and

I nspection Report (no State Form Number shown), letters to
the county auditor certifying land as O assified Forest as

land may contain the

wel | as acknow edgenent of such docunents, docunentation of
partial wthdrawals fromthe program (part of the | and, but
not all, is wthdrawn), special permts for exceptions to

program requi rements, and correspondence either related to
these items or docunenting unique information about the

property.

Fi | ed al phabetically by county, and then | andowner nane.
If the entire parcel of land is sold and renains in the
Classified Forest Program the entire Active File is
transferred to the nane of the new | andowner.

If only part of the land is sold and both the new | andowner
and the current |andowner remain in the C assified Forest
Program a copy of the initial Application is placed in the
file for the new | andowner, and the original Application
remains in the file of the still-participating | andowner
who has been in the program|ongest. If the that |andowner
is withdrawn fromthe programat a |later date, the original
Application is transferred to the Active File of the next

| andowner, and a copy is placed in the Wthdrawal File of
the previous | andowner.

The ori gi nal
all land fromthe initially certified parcel
withdrawn fromthe O assified Forest Program

Application remains in an Active File until
has been

of land covered by the file has been
withdrawn fromthe d assified Forest
Program

If the entire parcel of |and has been sold
to a new | andowner, TRANSFER the entire
Active File to the new | andowner's narne.

If the current |andowner is being w thdrawn
fromthe C assified Forest Program but

part of the | and has been sold and renains
in the program TRANSFER the ori ginal
Application formto the Active File of the
new | andowner, and TRANSFER al | ot her
docunents, including a copy of the original
Application, to the WTHDRAWAL FILE for the
previ ous | andowner .
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312001- 10 CLASSI FI ED FOREST W THDRAWAL FI LE DESTROY ten (10) years after the parcel of
A parcel of land may be withdrawn voluntarily fromthe I and covered by the |l andowner's file has
Classified Forest Program by the | andowner, or it nmay be been withdrawn fromthe d assified Forest
wi thdrawn by the State Forester because it no | onger neets Program
the programrequirenents. The Wthdrawal file nay contain
all documents fromthe Active File for that parcel of |and,
in addition to the Mandatory Wthdrawal Form (SF 45841) or
Vol untary Wthdrawal Form (SF 19892), letters to the county
auditor's office certifying the w thdrawal, and
confirmations of those letters.
If part of the parcel of land has been sold and renmains in
the O assified Forest Program then any Wthdrawal File,
whet her for the original or subsequent |andowners, will
contain a copy of the initial Application; the original
Application will be transferred to the Active File of the
next | andowner.
412001-11 |CLASSI FI ED FOREST ANNUAL REPORTS (SF 49274) DESTROY ten (10) years after report is
The |l andowner is required to file an annual report on filed.
Classified Forest land with the State Forester, covering
the condition of the I and and various general information,
under
IC 6-1.1-6-27., 1998 Edition.
5]/2001- 12 RE- | NSPECTI ON REPORTS M CROFI LM according to 60 IAC 2 on
The State Forester, or a deputy, is required to re-inspect expiration of permt. TRANSFER ori gi nal
each parcel of land in the Cassified Forest Program every negative roll to the | NDI ANA ARCH VES for
five years, pointing out any needed inprovenent. A report per manent archival retention. MAI NTAIN hard
on the copi es pernanently in agency for reference
i nspection and recomrendati ons are given to the | andowner use.
and filed permanently in the office of the State Forester,
under |1C 6-1.1-6-19, 1998 Edition.
6(2001-13 GENERAL CLASSI FI ED FOREST CORRESPONDENCE DESTROY ten (10) years after receipt of
Correspondence with C assified Forest Program | andowners correspondence.
not docunenting any uni que historical information about a
parcel of land or supporting any of the specific docunments
listed in the Active File.
712001- 14 CLASSI FI ED FORESTS BY COUNTY DATABASE DELETE current entries quarterly when
A dat abase of general information on O assified Forests, repl aced by new data fromdistrict offices.
i ncl udi ng | andowner's nane, county, geographical area and
other general statistics, generated fromindividual reports
fromdistrict offices. This information is re-submtted
quarterly by the district offices, at which point the
previous entries become outdated. District foresters
mai ntain their own databases with nore specific statistics,
fromwhich the reports that conprise this database are
gener at ed.
8[2001- 15 GENERAL CFM FI LES DESTROY after ten (10) years unless |and
Descriptions and correspondence relating to initial contact | becones part of a specific program
bet ween the Cooperative Forest Managenent Section and admi ni stered by the Cooperative Forest
i ndi vi dual | andowners, not related to, or not yet related Managenent Section, in which case TRANSFER
to, any specific program adm ni stered by the Cooperative correspondence to the appropriate program
Forest Managenent Section. files.
9(85- 458 TI MBER BUYER S LI CENSE FI LE TRANSFER to the RECORDS CENTER five (5)
Ti nber buyers nust be certified to do business in |ndiana years after |icense becones inactive.
(1 C 25-36.5-1-2); file contains application, agent DESTROY i n the RECORDS CENTER after an
registration forns, special permssion forns, filled out additional five (5) years.
renewal forns for |licenses and agents, surety bond form and
any subsequent riders, increases or eval uations,
correspondence and conpl aints. Disclosure of these records
may be affected by |IC 5-2-4-4.
10(85- 727 RECEl PTS FOR ACCOUNTABLE FORMS DESTROY after recei pt of STATE BOARD OF

Loosel eaf bi nder contains copies of receipts for
accountable fornms used at el even state forests,
nurseries, and four state recreation areas.

two state

ACCOUNTS Audit Report and satisfaction of
unsettl ed charges.
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11|87-459 EASEMENT PERM TS M CRCFI LM according to 60 I AC 2 on
Permts for gas lines, etc. File includes correspondence. expiration of permt. TRANSFER ori gi nal
New permits nust be obtained at differing intervals negative roll to the | NDI ANA ARCHI VES for
dependi ng on the type of permt. Retention based on IC per manent archival retention. MAINTAIN hard
32-23-1-1. copi es permanently in agency for reference

use.

12(87- 461 NOM NATI ON FI LES - BI G TREE REGQ STER TRANSFER accepted Big Tree Nom nations to
Nomi nations sent in by state residents for the | argest the BI G TREE REG STER (87-462). DESTROY
trees of each species of trees I|ndiana. rej ected nom nati ons when out dat ed.

13|87-462 Bl G TREE REG STER TRANSFER to the the | NDI ANA ARCH VES when
File of the |argest trees of each species in Indiana. outdated or replaced, for EVALUATI ON,
Cont ai ns data about trees, |ocations, etc. SAMPLI NG and WEEDI NG pursuant to archival

princi pl es.

14187- 463 NURSERI ES DESTROY after five (5) years.

General information on each tree seedling nursery.
Infornation used to generate reports on the sale of the
seedl i ngs.

15|87- 464 TREE | MPROVEMENT FI LE DESTROY when outdated or repl aced.
I nfornation on advances in the genetic strengthening of
trees.

16(87- 466 ROADS VACATED ( FOR ENVI RONMENTAL REASONS) M CROFI LM annual 'y according to 60 | AC 2.
Li sting of roads vacated by Departnment of Natural Resources | TRANSFER origi nal negative roll to the
of all traffic (for environnental reasons), in accordance I NDI ANA ARCHI VES, for pernmanent archival
with | C 14-18-12. retention. MAI NTAIN hard copi es permanently

in agency for reference use.

17|87-468 TI MBER SALES CONTRACTS M CRCFI LM annual Iy according to 60 | AC 2.

Copi es of contracts (kept both in forestry office and on
af fected properties) with tinber vendors.

TRANSFER ori gi nal negative roll to the

I NDI ANA ARCHI VES for permanent archival
retention. MAI NTAIN hard copi es pernmanently
in agency for reference use.
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