RECORDS CLEANUP
CHECKLIST

Use this checklist to guide a quick and efficient cleanup
of paper and electronic records.
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~ Identify Where Your Records Live

[] Shared Drives

] Email

[] Local Computer (Desktop, Downloads, Documents)
[] Cloud Systems or Applications

[] Paper Files

\o Tip: Make a short list of the locations you personally use.

N
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O Locate Your Retention Schedule(s)
|:| State Retention Schedules
[] County/Local Retention Schedules

Tip: If you do not know which retention schedule applies,
reach out to IARA.
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@ Remove Obvious Non-Records
] Duplicate Copies
[CIReference Copies

[IPersonal Items

&Tip: This first pass often removes a large volume.

4
Group What Remains

[JActive records (currently used)
[inactive Records (no longer used, must be retained)
[IRecords potentially eligible for destruction

<E’)Apply Retention

Dldentifythe applicable retention schedule

CIFind the matching record series

[ICheck retention period and trigger

|:|Verify records have met retention before transferring or
destroying

§Tip: When in doubt, ask before destroying any records.

2

e Organize and Store
[CJuse clear, consistent folder names
[CIMove inactive records out of active folders
[Istore records in approved locations
CLabel paper files clearly

@ Determine Final Disposition

CRecords may be destroyed after retention is met
[IRrecords may be transferred to the Records Center
[LIRecords must be transferred to the State Archives

Tip: The retention period tells you which disposition path
applies.

[CJRecords are maintained permanently in the agency/office

N
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Cs}I'ransfer (if applicable)

schedule

[lidentify where records should be transferred to (Records
Center or State Archives)

[IFollow IARA transfer procedures and fill out

& applicable forms

[CIConfirm records are eligible for transfer based on retention

~

@ Destroy Securely (if applicable)

[ confirm records are eligible for destruction based on
applicable retention schedule

[] obtain any required approvals

I shred paper records to protect sensitive or confidential
information

] Securely delete electronic records

@ Document destruction

@ Prevent Future Clutter

[C]save records directly to shared locations
CAvoid using email as long-term storage
CFollow clear naming conventions

@ Schedule regular mini-cleanups
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Need Help? Contact the Records and Information Management Division team:
County/Local Offices: cty@iara.in.gov, Electronic Records: erecords@iara.in.gov, State Agencies: rmd®@iara.in.gov

Destruction Guidance: Responsible Records Destruction for State Agencies and County/Local Offices

in.gov/iara/divisions/records-management/



https://www.in.gov/iara/divisions/records-management/
mailto:cty@iara.in.gov
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mailto:rmd@iara.in.gov
https://www.in.gov/iara/divisions/records-management/state-records-management/state-retention-schedules/
https://www.in.gov/iara/divisions/records-management/state-records-management/state-retention-schedules/
https://www.in.gov/iara/divisions/records-management/state-records-management/state-retention-schedules/
https://www.in.gov/iara/divisions/records-management/countylocal-records-management/countylocal-retention-schedules/
https://www.in.gov/iara/services-for-government/publications-policies-forms-laws/#tab-999567-3-Forms
https://www.in.gov/iara/files/responsiblerecordsdestruction.pdf
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