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The following protocol is recommended for adoption by the Courthouse Preservation Advisory Commission as guidance for Commission members who provide technical assistance or educational information to county officials with decision-making authority regarding historic county courthouses.
Requests for Technical Assistance
All requests for technical assistance from the Commission should be in writing and be addressed to David Duvall, Historical Architect, Indiana Division of Historic Preservation and Archaeology, 402 W. Washington Street, Indianapolis, IN   46204.  Email requests can be sent to dduvall@dnr.IN.gov.   A request for assistance should be made by the board of county commissioners responsible for the historic courthouse that is the subject of the request.
The Commission can provide preliminary observations, analysis, and recommendations concerning the maintenance, rehabilitation, preservation, or restoration of historic courthouses.  Responses to request will be made by the professional architect and engineer members of the Commission and by the staff historical architect of the Division of Historic Preservation and Archaeology.   If needed, a Commission representative can make a site visit in order to inspect the courthouse and discuss the request for assistance with county officials.   In some cases, more than one representative will respond to the request.
If a visit is needed, a Commission representative will contact the county official(s) making the request to make arrangements.   After the visit, the Commission representative will provide a summary report of preliminary observations and any analysis or recommendations that appear to be appropriate for the issue or issues involved.   Photos may also be included in the report.
Reports will be signed by the responsible Commission representative(s) and sent on behalf of the Commission by the Division of Historic Preservation and Archaeology to the county official(s) who made the request for assistance. 

Guidelines for Professional Assistance by Commission Members
The professional architect and engineer members of the Commission may provide preliminary analysis, advice, and recommendations in response to requests for technical assistance from county officials.   Commission members may also pursue business opportunities arising from issues addressed in their preliminary advice or recommendations, provided that the following guidelines are observed:
· The Commission representative at the outset of meeting with county officials states that he is representing the Courthouse Preservation Advisory Commission on the visit.
· The representative also indicates at the outset that he is in business providing professional services in response to maintenance, rehabilitation, preservation, and restoration of historic buildings such as courthouses and may submit a proposal for services subsequently.

· The Commission representative does not attempt to influence any decision by county officials in selecting firms or teams providing professional services involving the issues raised in the request for technical assistance.  

· In any recommendations provided in a summary report to county officials, the Commission representative offers a range of options to consider, indicating the probable outcomes of each.
· A report provided on behalf of the Commission to county officials is made on Commission letterhead.

· The above guidelines are disclosed as part of all reports made by Commission representatives to county officials.

No Liability Disclosure
Commission representatives making visits to historic courthouses in response to requests for technical assistance will also disclose to county officials at the outset of a visit that the representative does not assume any liability for any observations, analysis, advice, or recommendations provided on behalf of the Commission.  The same disclosure will be included in all reports provided to county officials by the Commission.

Evaluation of Technical Assistance
After each technical assistance visit by a representative(s) of the Commission, the representative will send a brief questionnaire to the county officials assisted and ask for them to evaluate the assistance provided. 
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