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Document Search Tips 
When using “Document Search,” the system will search Virtual File Cabinet to provide results 
based on the search criteria. 
If you know the Document #, enter it in the “Search By Document #” field at the top right of the VFC’s 
Document Search page. Click the “Go” button to find that document. 

If you want to find all documents related to a specific location, you can search by Agency Interest ID # 
(a unique value that IDEM uses to identify a specific location). If you don’t know the Agency Interest 
ID #, you can find it via a “Facility Search” (see instructions under “Facility Search Tips” on page __ 
of this document). 

If you know the Agency Interest ID # you have two options for searching. 

1. Select “Agency Interest ID” in the dropdown menu next to “Alternate Field” on the left. Enter the
Agency Interest ID # in the “ID #” field to the right. Click on the “Search” button to obtain the results.

http://vfc.idem.in.gov/DocumentSearch.aspx
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2. The Agency Interest ID # can also be entered in the “Search By Facility #” field at the top right of
the VFC’s Facility Search page. Click the “Go” button to find all documents related to a specific
location.

If you want to find all documents related to a specific program area, you can search by the program-
specific ID #. If you don’t know the program-specific ID #, you can find it via a “Facility Search” (see 
below for Facility Search Tips). 
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Facility Search Tips 
When using “Facility Search,” the system will search the Agency’s database to provide results 
based on the search criteria. Therefore, it is helpful to begin a search by entering a partial 
value in one search field. For example, in the “Location Address” field enter “123” instead of 
“123 Way Street,” or in the “Primary Name” field enter “XYZ” instead of “XYZ Factory 
Corporation.” 

To conduct a Facility Search, click on the “Facility Search” tab at the top of the VFC home page. 

To begin a Facility Search, either enter the numerical part of the address in the “Location Address” 
field. Click on the “Search” button for the results. 

If the list is so large that you cannot find what you are looking for, refine your search by entering a city 
name in the “City Name” field. Then click on the “Search” button. 

http://vfc.idem.in.gov/DocumentSearch.aspx
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If you need to refine your search further, enter part of the facility’s name in the “Primary Name” field 
and click on the “Search” button. Continue refining your search as needed. 

If you are looking for the Agency Interest ID # (AI ID), click Search and it will be in the right column of 
the results. 

Keep in mind that: 

Properties can be sold or transferred, and names can change over time. Call IDEM’s Office of 
Records Management if you need assistance. 

https://www.in.gov/idem/legal/2335.htm#orm
https://www.in.gov/idem/legal/2335.htm#orm
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Indiana Department of Environmental Management 
Office of Records Management 
Indiana Government Center North, Room 1207 
100 North Senate Avenue 
Indianapolis, IN 46204 
Note: If you are visiting the office in person, take the east elevators to the 12th floor. 
Phone: 317-232-8667 
Fax: 317-233-6647 
Email: idemfileroom@idem.IN.gov 

The list of facility locations used by the VFC includes all past and present agency-interest locations, 
some of which do not have documents in the VFC. Sometimes facilities appear in the results when 
there are no actual documents available to view. 

There may be documents relating to a “Location Address” that are not in the VFC. If you want to be 
certain that you obtain all potential documents relating to a “Location Address,” you will need to 
submit a public record request. 

Redacted Records 
IDEM sometimes receives records that contain both public and confidential information. The agency 
is required to make the public portions of the records available for inspection and copying. IDEM will 
add such records to the VFC with confidential information redacted (i.e., the agency will black out 
confidential information to make it illegible). 

Public Record Requests 
If you want to view or receive copies of  IDEM public records, please consult the Office of Records 
Management’s Public Records page for instructions on how to make a public record request. If you 
need assistance with locating documents in the VFC, please contact the Office of Records 
Management. 

 

mailto:idemfileroom@idem.in.gov
https://www.in.gov/idem/legal/2336.htm
http://indianamap.org/
https://maps.indiana.edu/layerGallery.html
https://geopub.epa.gov/myem/efmap/index.html?ve=13,47.236778259277344,-122.35669708251953&pText=Fife,%20WA
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