RECORDSRETENTION AND DISPOSITION SCHEDULE
Transportation, Indiana Department of. Road Design.
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Agency: Road Design Division:
ITEM| RECORD TITLE/DESCRIPTION RETENTION PERIOD
NO.| SERIES (This Retention Schedule is approved on a space-available basis)
1|2018-09 ROAD COWPUTATI ONS DELETE el ectronic records twenty (20) years
El ectroni ¢ Record nmaintained in ERMS, containing calculated | after the project has been conpl et ed.
quantities of material, |labor, etc. used in a project.

Retention based on IC 34-13-1-1 with an additional ten (10)
years for agency reference needs.

2[2018-10 ROAD WORKI NG DESI GN CAD FI LES TRANSFER one copy of electronic records
Born-digital files maintained in ProjectWse, containing along with an index to the | ND ANA ARCH VES
any alternatives investigated during the design phase. after the project has been conpleted, in a

format approved by Indiana Archives staff,
for EVALUATI ON, SAMPLI NG and WEEDI NG
pursuant to archival principles. DELETE
agency copy of electronic records twenty
(20) years after the project has been

conpl et ed.
3/2018-11 ROAD & TRAFFI C CROSS SECTI ONS AND DESI GN PLANS TRANSFER one copy of electronic records
Born-digital records maintained in ERMS for all projects along with an index to the | ND ANA ARCH VES
(including LPA). Includes Stage 1, Stage 2 and Stage 3 after the project has been conpleted, in a
design plans, and graphic representations of cross format approved by Indiana Archives staff,
sections. Note: Stage 2 is sonetimes optional for a for EVALUATI ON, SAMPLI NG and VEEDI NG
proj ect. pursuant to archival principles. DELETE

agency copy of electronic records twenty
(20) years after the project has been
conpl eted, or 10 years after all
correspondi ng roads have been renoved from
the hi ghway system whichever is later.

412018-12 ROAD SURVEY DATA TRANSFER one copy of electronic records
El ectronic record nmaintained in ProjectWse, consisting of along with an index to the | NDI ANA ARCH VES
survey data gathered by aerial photography, drones, Lidar, after the project has been conpleted, in a
and conventional electronic survey. format approved by Indiana Archives staff,

for EVALUATI ON, SAMPLI NG and WEEDI NG
pursuant to archival principles. DELETE
agency copy of electronic records twenty
(20) years after the project has been

conpl et ed.

512018- 13 FI NAL ROAD AND TRAFFI C CROSS SECTI ONS, TRACI NGS ( PLANS), TRANSFER one copy of electronic records
AND CONTRACT DOCUMENTS along with an index to the | NDI ANA ARCH VES
Born-digital records nmintained in ERMS, consisting of after the project has been conpleted, in a
final tracings (plans), graphic representati ons of cross format approved by Indiana Archives staff,
sections, detailing the design of projects that have been for EVALUATI ON, SAMPLI NG and WVEEDI NG
prepared, signed, and are awaiting letting and an award. pursuant to archival principles. DELETE
These may be acconpani ed by the foll ow ng supporting agency copy of electronic records twenty
contract documents: Environmental Conpliance Form Level (20) years after the project has been
One Checklist, P/A Form Cost Estimate, Special Provisions, | conpleted, or 10 years after renoval of all
Sumrary of Design Exceptions, FHWA PS&E Checkli st, correspondi ng roads and structures fromthe
Geo-techni cal Wiver, Pavenent Design, Proprietary system whichever is later.

Material s Use Justification.
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6]2018-14 |AS BU LT ROAD PLANS I MAGE any original hard copies according to
These pl ans show revisions and changes made after the | ARA i magi ng standards. After verification
contract has been awarded. They are scanned and upl oaded to | of electronic records for conpl eteness and
ERMS at the District Ofices. legibility, DESTROY hard copies and

TRANSFER one copy of el ectronic records
along with an index to the | ND ANA

ARCHI VES, in a format approved by Indiana
Archives staff, for EVALUATI ON, SAMPLI NG
and WEEDI NG pur suant to archival

princi pl es. DELETE agency copi es of

el ectronic records 20 years after project
is conplete, or 10 years after the
structure has been renoved fromthe system
whi chever is later.

712018- 15 ROAD FI ELD BOOKS TRANSFER one copy of electronic records
Surveyor's notes on projects. Current field books are along with an index to the | NDI ANA ARCH VES
produced el ectronically and maintained in ERVMS. O der, hard | after the project has been conpleted, in a
copy books, are maintained in the | NDOT Research and format approved by Indiana Archives staff,
Docunent Library. for EVALUATI ON, SAMPLI NG and WEEDI NG

pursuant to archival principles.

TRANSFER hard copy books to the | NDI ANA
ARCHI VES for EVALUATI ON, SAMPLI NG and
WEEDI NG pursuant to archival principles ten
(10) years after renoval of the hi ghway
fromthe system

DELETE agency copy of electronic records
twenty (20) years after project is

conpl ete, or 10 years after renmpval of the
hi ghway fromthe system whichever is
later.

812018- 16 ROAD SHOP DRAW NGS TRANSFER one copy of electronic records
Consi sts of specialized drawi ngs of fabrications of bridge |[along with an index to the | ND ANA ARCH VES
beans, bridge joints, culverts, and small structure upon notification of job conpletion, in a
details. Received digitally in Records and Docunents format approved by Indiana Archives staff,
Li brary and upl oaded to the El ectronic Records Managenent for EVALUATI ON, SAMPLI NG and WEEDI NG
System pursuant to archival principles. M NTAIN

agency copy of electronic records
permanently in ERVS.

9[2018-17 ROAD PRQIECT CORRESPONDENCE TRANSFER one copy of electronic records
Born-digital record maintained in ERMS, consisting of along with an index to the | ND ANA ARCH VES
original transmittals to and froma consultant concerning after the project has been conpleted, in a
pl ans for a design project (including LPA). File may al so format approved by Indiana Archives staff,
contain copies of correspondence (including emails and for EVALUATI ON, SAMPLI NG and WEEDI NG
revi ewer conments) detailing resolution of technical pursuant to archival principles. DELETE
matters, soil reports, geo-technical reports and agency copy of electronic records twenty
recommendat i ons, and other mi scellaneous correspondence (20) years after the project has been
concerning the project. conpl eted, or 10 years after renoval of all

correspondi ng roads and structures fromthe
system whichever is later.
10|2018-18 ROAD ENVI RONMENTAL DOCUMENTS AND PERM TS TRANSFER one copy of electronic records

Born-digital records nmintained in ERMS, which include all
documents and permits pertaining to a project, including:
DNR pernmits, |IDEM pernmits, USCG pernmits, FAA pernits,
County Drain permits; Categorical Exclusions (CE),

Envi ronnental Assessnents (EA), Findings of No Significant
I npacts (FONSI), Federal Environnental |npact Statenents
(EI'S), Admi nistrative Record.

along with an index to the | NDI ANA ARCH VES
after the project has been conpleted, in a
format approved by Indiana Archives staff,
for EVALUATI ON, SAMPLI NG and WEEDI NG
pursuant to archival principles. DELETE
agency copy of electronic records twenty
(20) years after the project has been

conpl eted, or 10 years after renmoval of all
correspondi ng roads and structures fromthe
system whichever is later.
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