
Indiana Oversight Committee on Public Records Policy #05-02 
Application: Indiana Commission on Public Records, Indiana State Archives 
Effective Date: Approved January 19, 2005 
General Subject: Use of Records In the Indiana State Archives 
 
Background 
 
The Indiana State Archives, a program of the Commission on Public Records, is the 
official repository of state and local government records of permanent historical and legal 
importance. The State Archives holds thousands of cubic feet of paper records, original 
and duplicate microfilm, maps, drawings, photographs, and electronic media. Most of this 
material has been transferred to the Indiana State Archives by agencies of state and local 
government. The transfer of records to the Indiana State Archives is regulated by IC 5-
15-5.1-11 which states that "title to any record transferred to the Indiana state archives as 
authorized in this chapter shall be vested in the commission." The Indiana State Archives 
makes public records in its possession available to thousands of individuals annually. 
Policy Statement 
 
In order to ensure the preservation of the important official and historical public records 
held by the Indiana State Archives, and to make them available to the public, the Indiana 
State Archives shall develop guidelines and procedures for the use by the public of 
materials found in the Indiana State Archives. The guidelines and procedures shall be 
based upon Indiana law found in IC 5-15-5.1. 
 
1. The Indiana State Archives, Commission on Public Records, shall make records in its 
possession available for public use under supervised conditions at reasonable hours. 
However, the Indiana State Archives shall restrict access to material deemed confidential 
by law or restricted by promulgated rule. The Indiana State Archives shall also weigh the 
need for preservation from deterioration, mutilation, or theft in establishing access to 
original materials.  
 
2. All individuals visiting the Indiana State Archives in person shall read, sign, and date 
an official Registration Form prior to the use of records or reference sources in the 
Reading Room. The Registration Form shall contain a statement by which the signature 
shall constitute an acknowledgement that the patron will abide by the guidelines and 
procedures outlined on the Registration Form. The patron shall be provided with a copy 
of the signed Registration Form. 
 
3. The Indiana State Archives shall develop "Guidelines for the Use of Records," which 
shall be approved by the Oversight Committee on Public Records and shall be printed on 
the official Registration Form. 
 
 
Adopted by the Oversight Committee on Public Records, 
January 19th, 2005 
____________  



Guidelines for the Use of Records -- provided as example only. This form is only to be 
filled out IN the Indiana State Archives, by visitors. 
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