Corrections to the Introduction section of the
Minnesota County General Records Retention Schedule

NOTE:

This electronic copy of the Minnesota General Records Retention Schedule for Counties was produced by
Redwood County staff who digitized a paper version. Any handwritten notations or changes that appear on the
pages of the schedule are not official.

The 2006 Legislature amended Minnesota Statutes, section 138.17, removing the Commissioner
of Administration’s duty to perform functions related to records management. The changes
became effective August 1, 2006. As a result of the legislative change, the Department of
Administration / Information Policy Analysis Division (IPAD), will no longer respond to
inquiries regarding records management.

Destruction Reporting:
o Effective August 1, 2001, records destruction reports do not need to be sent to the Minnesota

Department of Administration and the Minnesota Historical Society (State Archives). Keep destruction
reports for your own records.

Records Not on the General Schedule:

e An electronic copy of the PR-1 form (Application for Authority to Dispose of Records) is available
online at the Minnesota State Archives’ web site (www.mnhs.org/statearchives).

e Records retention schedule forms are no longer available from the Minnesota Department of
Administration. A blank form is available online at the Minnesota State Archives’ web site
(www.mnhs.org/statearchives).

Resources:

e The Department of Administration no longer offers assistance with records management issues or
records retention schedules. The Department’s Information Policy Analysis Division
(www.ipad.state.mn.us) will assist with questions relating to privacy and other information policy laws.

e The Minnesota State Archives and the state’s Records Disposition Panel can be contacted as follows:

State Archives, Minnesota Historical Society, 345 Kellogg Boulevard West, Saint Paul, MN, 55102.
651.259.3260.

e The Association of Minnesota Counties can be contacted through its web site (www.mncounties.org/).
Schedule Updates:
e The Human Services / Public Welfare section of the schedule was updated by the Minnesota
Department of Human Services in March 2002.

e A supplement to the schedule for Community Corrections was issued in January 1990.

February 2008



SHERIFF/LAW ENFORCEMENT
July, 1988

CATEGORY DEFINITIONS

Records Series Description: A records series is a group of records
filed together because they relate to a particular subject.

Enabling Authority: The statute or authorized power that states the
record may be collected.

Data Class: This identifies records classified by the Government Data
Practices Act or other state or federal law. The classification system
includes: public, private, confidential, non-public or protected
non-public. More than one classification may apply.

Citation for Classification: The statute or law which cites the data
practices classification of the records series.

Pre/Post/Curr: Data collected prior to August, 1975 is PRE. Data
collected after August, 1975 is POST. Data being currently collected is
CURR.

Purpose and Use for Collection: The function of the records series.

Authorized Recipients: Those people authorized to use the records
series according to its Data Practices classification.

Retention/Statute: The retention cited is the minimum amount of time

a record must be kept. The stated retention does not include the year the
record originates. For example, if Record A is filed by calendar year and
it has a retention of 3 years, the disposal date for 1985 records is
January, 1989. Statutes listed here cite specific retention periods for
the records series.

Archival: If a Y, meaning yes, appears in this column these records

are eligible for transfer to the State Archives in the Minnesota
Historical Society after the retention period has expired or when the
agency no longer has need for them. Contact the Division of Library and
Archives of the Minnesota Historical Society for information on how to
transfer archival records (612-296-6980 or toll free 1-800-652-9747).



SHERIFF/LAW ENFORCEMENT

ENABLING
RECORDS SERIES DESCRIPTION __ _____________ AUTHORITY
1, ACCIDENT REFORTS M8 149.09,
O4ficers report of an accident Subd, 9

]

1

investigation conducted by hia/her

and required by State Law; indicating
drivers napes, DOR, address, passengers,
cause of accident, amt. of damage,
injuries, and drawing of accident

with description.

ACCOUNTS PAVABLE RECGRDS
[opies of monthly abstracts for

bills,

ADHISEION RELEASE RECORDS Dept. of
Corr. Rules
2910.2100

ADULT CASE FILES

Written reports of investigation or
action taken by deputy. Reports
regarding criminal investigations and
non-criminal action taken or investi-
gated including miscellaneous reports,
criginal offense reports, and supporting
docugents,

AFFREHENSION AND DETENTION DRDERS HE 241 -
Orders from Court/Prohation Dfficers 244
with reference to the rules sent nes 401

HS 629.1

forth regarding an inmate during 3
HE 629,22

his incarceration and often for
behaviar and rules afterward.

Publ

Publ
Priv

Publ
Priv
Conf

Fubl

PRE
CITATION FOR  POST
CLASSIFICATION__CURR

NS 169.09,
Subd. I3

Hs 13.03

M5 13,
M5 13

NS 13.03
M5 13.82

MS 13,03
M8 13,82
M5 243,03

Fost
Curr

COUNTY BENERAL RECORDS RETENTION SCHEDULE

PURPOSE AND USE
FOR_COLLECTION

Required by HN Dept.
of Public Safety,
and original sust be
sent to State Dept,
of Transportation.
Reguired in the
possible event of

Officers, Party
involved or his
designee, Public Safety

civil action or criminal

action as a result
thereot.

Legal documents
Justifying purpose
of detaining an
individual.

Records
Personnel,
Jailers
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2 yrs.

2 yrs, after inmate
discharge.

10 yrs. unless
homicide, then
retain permanently,

Until inmate off
probation.

N

N



COUNTY GENERAL RECORDS RETENTION SCHEDULE Page 2 of 12

SHERIFF/LAN ENFORCEMENT

PRE

ENABLING DATA CITATION FOR  POST PURPOSE AND USE

RECORDS_SERIES DESCRIPTION ________________ AUTHORLTY___ CLASS CLASSIFICATION CURR FOR COLLECTION ____ AUTHORIZED RECIPIENTS_ _RETENTION/STATUTE _ARCH
f.  ARGON M8 299F.004 b yrs, K
firson reporting immunity las,

disclosure of inforsation

insurance company to release to

authorized person.

7, BOARD DF PRISONERS BILLING Publ  MS 13,03 2 yrs, N

Bills sent to other jurisdictions

for boarding their prisoners.

8. ROOKKEEPING AECORDS FOR JATL AND Publ M5 13.03 Enables praper State and County b yrs. N

CIVIL PROCESS TRANGACTIONS receipting to Auditor, County

Records of deposit slips, transaction Auditor/Treas. Bpard

records within the systes, prisoner records of sonthly

and Hueber transactions, billing and transactions within

receipting of fees to/from other Sheriff's Dept.

agencies and attorneys.

9, CHILD ABUSE/MALTREATHENT OF MINORS M8 26,556  Priv M8 626,336, To compile an inves-  Law Enforcesent,

a. Substantiated Reports: fonf SBubd. 7,11,13 tigation of ongoing  Co. Attny., and 7 yrs, after date N
Rerords maintained by police/ case for possible Social Service of final entry in
welfare with availability to use in criminal Agency gase record,
prosecuting anthority for dis- process, HS 626,504,
tlosure of name of substantiated Subd, 11 (B)
report.

b, Unsubstantiated Reports t yr. See statute N

for procedure.

MS 426,056

Subd., 11 {a, ¢
10, CIVIL ACTION BOOKS Pupl M8 13.03 20 yrs,

Lists date, type of action, attorney,
plaintiff, defendant, fees charged
for all actions served,



SHERIFF/LAM ENFORCEMENT

=)

P
(1

ENABL ING

CIVIL PROCESSES (SHERIFF'S DAY BOOK) MS 387,03
The means by which court obtains M5 387.05
Jurisdiction over a cause of action M§ I87.20,
to detersine personal or property Subd, §
rights and the authority to enforce

its orders against all parties to

the actian,

COMMITHENTS:  ADULT HS 541,04
Order of the court showing the name
of the person to be comaitted and the

loration of the comaitment.

COMMITMENTS: JUVENILE

Order of the court showing the nase
of the person to be committed and the
location of the comeitment. Leqal
doc. from sentencing court which
authorizes confinement at the jail
facility.

M5 260,141

CONTINGENT FUND RECORDS

Documents ralating to funds received
from and paid back to Sheriff's
Contingent Fund; County claims, travel
requests and documentation of rlaie.

COURT DRDERS FROM COURT SERVICES AND
PROBATE COURT

Documents relating to orders to
sheriff to find and take into
custody certain individuals for the
court,

COURT DRDERS SERVED WORKSHEET
Worksheet showing date received,
issuing court, plaintiff, defendant,
persongerved, attorney of record,
Tetter of isstruction, if sent,

DATA

Publ
Priv

Fubl

Friv

Publ

Publ

Publ

COUNTY BENERAL RECORDS RETENTION SCHEDULE

PRE

CITATION FOR  POST PURPOSE AND LSE

____________________ CLASSIFICATION CURR_FOR COLLECTION
NS 13.02
NS 13,02 Pre  Required by
M5 13.82 Post  Soc. Serv. to
M5 243.49 Curr legally hold
incarcerated persons,
HS 260,161
H5 13,03
M5 13.03
RS 13,84,
Subd, §
ns 13.03
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3 yrs, N
3 yrs. N
Seek permission N

fros Juvenile Court
to destray when ju-
venile reaches (R,

b yrs, N
3 yrs. N
3 yrs. N



SHERIFF/LAW ENFORCEMENT

RECORDS SERIES DESCRIPTION

{7, CRIMINAL RECORDS
Availahility for public employeent
or licensing purposes, Convenience
copy from BOA, HCIC-FEI, or HLETS.

16, CRIMINAL WARRANTS - CAMCELLED
focuments relating to warrants of
arrest issued by courts that have
been cancelled.

19, DELIWBUENT MOBILE HOME TAX EOOKS
Books showing delinguent sobile home
tazes for warrants and citations,
correspondence, receipt books showing
poney collected and dispersed.

20, DELTNRUENT TAX RECEIPTS
Receipte issued to person/company
for delinquent personal property
tayes. List also given to Clerk
of District Court.

1

71, NOTIFICATION OF PERSONS RELEASED
FROM STATE CORRECTIONAL FACILITIES
To advise sheriff that person
released is in his jurisdiction.
Copy from the statewide criminal
justice telecommunications net-
work

EYECUTIONS SERVED HORKSHEETS

3
A

ENABL ING
AUTHORITY

He 299C. 10

MG 241,06

Timg card showing eaployee’s activities,

Daily log of staff,

23, EYPLOSIVE USE PERMITS
Applicants nase; address and personal
inforaation to be checked with the
BLA for clearance to obtain am
giplosive use persil,

MG 299F.73

COUNTY GENERAL RECORDS RETENTION SCHEDULE

PRE
DATA  CITATION FOR  PDST PURPOSE AND USE
CLASS__CLAGSIFICATION CURR__FOR_COLLECTION

Priv  HS 144,04 BCA & FBI
requirements,

Publ  HS 13.03

Publ M8 13,03

Publ M5 13.03

Publ S 241.04

Publ M8 13.03

Priv

AUTHORIZED RECIPIENTS

Law Enforcement
Officers, BCA and FBI
Agents; Data subject
or his designee

Law Enforcesent
Personnel

BCA and Law
Enforcement Staff
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RETENTION/STATUTE _ARCH

Destroy immediately N
after usefulness,

5 yrs. or return N
to court when no
longer in effect

ar valid.

& yrs. N
& yre., N
Destroy at the N

discretion of the
receiving agency.

b yrs, N



SHERIFF/LAN ENFORCEMENT

RECORDS_SERIES DESCRIPTION

3

~3

n

|

ENABLING
AUTHORITY

FIREARM APPLICATIONS/PERMITS

Applicant names, addresses, and
personal information, Permits are

to obitain and or carry a handgun,
Intludes application to purchase and

a copy of the firearm permit to carry.

FOOD SERVICE RECORDS
NS 626,52

NS 626,53,
Subd. |

GUNSHOT WOUND REPORT

Physicians, surgeons, hospital agrs.
and other health professionals shall
report gupshot wounds they treat

to the Sheriff,

HUERER RELEARE RECDRDS

Fermission from the courts to allow
for inmate work outside the jail,
sign infout sheets for control

of hours worked, record of payeent
for this privilege, and monies

paid to the court by their order,

INITIAL COMPLAINT REPORT

First racord of all calls for service

or reports of offenses received.

Bate and time rall was received; name of
victim, witness or reporting party;

times showing when deputy was assigned,
arrived and cleared; who took call, short
narrative.

INITIAL COMPLAINT REPODRTS

OF TRANSPORTS OF PRIGONERS

locuments relating to all transport-
ations of individuals showing date,
tige, name of person; by whom, and
to whers transported.

DATA
CLASS

Fubl

Cont

Publ

Pub}
Priv
Cont

Publ

COUNTY BENERAL RECORDS RETENTION SCHEDULE

PRE

CITATION FOR  POST PURPOSE AND USE

M5 13,03

For control of
priscner in/out
activity while working
away from the jail,

aid in billing process.

M8 13,03 Pre
Post

Curr

M5 13.03
NS 13.80
NS 13.82

H5 13.03
¥S 13.82

Law Enforcement
Statf

Law Enforcement
Etatf, Law agency
offices

dail Staff, Auditor,
Courts
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Permanent N
{yr, N
7 yrs. N
b yrs. N
I yrs. N
3 yrs. N



SHERIFF/LAW ENFORCEMENT

PRE
ENABL ING DATA  CITATION FOR  POST PURPGSE AND USE
RECORDS SERIES DESCRIPTION _ _____ ______ AUTHORITY __ CLASS CLASSIFICATION CURR FOR COLLECTION ________ AUTHORIZED RECIPIENTS RETENTION/STATUTE _ARCH
I0. INCIDENT COMFLAINT LOGS (DOCKETS)
Including:
a. Chronological record of events, MG 387,04 Publ M5 13.03 3 yrs., then trans- ¥
{1 HCAR, M5 13.82 fer to State Archives
Bec. 2.004 for selection and
disposition,
b, I.D. of undercover agents, M5 299C.0h3 Priv M5 13.82 3 yrs. N
inforsants, victims of sexual M5 187.04  Cont MG 299C.065,
azsault or intra-familial sey Subd. 4
abuse,
c. Arrest warrant indices until M5 299C.063 Publ M5 13,03 3 yrs. N
taken into rustody, served M5 I87.04  Conf MB 13,82,
or appear before court. Subd, 12
d, Description of stolen, lost M5 299.0A5 Priv  HS {3.82, 3 yrs. N
ar recovered property. M§ I87.04  Non-  Subd., 13
Publ
2, Program data. MG 299C.06 Conf MG 13,82, 3 yrs. N
M5 387.04  Prot  Subd. 14
{1 HCAR, Nop-
Sec, 2.006  Fubl
f. Deliberative processes or #g 299C.G6  Publ M5 13,03 3 yrs. N
investigative technigues, final M5 3B7.04  Cont WS 13.BZ,
opinion or justifiration. Prot  Subd. 14
Nan-
publ
g. Inmate count report, Publ W&, 13.03 Lists name of 3 yrs. it

COUNTY GENERAL RECORDS RETENTION SCHEDULE

inpate, offense,
date of sentence,

Page b6 of 12

court, tera of sent-
ence, days served,
work release status,



SHERIFF/LAW ENFORCEMENT COUNTY BENERAL RECORDS RETENTION SCHEDULE Page 7 of 12

PRE
ENABLING DATA CITATIOK FOR  POST PURPOSE AND USE

RECORDS_SERIES DESCRIPTION _______________ AUTHORITY __ CLASS CLASSIFICATION CURR_ FOR COLLECTION AUTHORIZED RECIPIENTS RETENTION/STATUTE _ARCH

31, INHATE FINANCIAL RECORDS MG 241,08 Priv M5 13.85 Pre ALl infout money Jail §taff 2 yrs. N
Records of inmates financial in/out MG 241.09 Post transactions taking
status during incarceration, Curr place on each inmate

account during
incarceration.

J2. INMATE HISTORY CARD Laws of Priv M3 (1,49 Pre History card is Jail Staff, Data Retain pereanently ¥
Sumpary card chowing all 1975, Chap. HS 13.82 Post record of nase subject and any ar transfer to the
transactions involving individual 201, Sec | MG 243 Curr  date of birth, ad- other party the data State Archives.
inmates; filed after discharge, and  Laws 1977, dress, next of kin, subject has given
tept in booking rooe during the Chap, 433, date in/out, of- inforsed consent
incarceration, Sec. 4, fense, length of sentence,

Subd, 3 Iength of stay, type
of discharge,

I3. INWATE IMCIDENT REPORTS NS 176,231 Publ B 13.03 For use ip main- Dept. of Corr., 2 yrs. H
dailer/M44icers report giving Priv. MG [3.8% taining records in fail Staff
narticulars in case of accident/ M5 176,234 the instance of pending
incident to inmate while incarcerated civil suits; and the
in the Jail. GSuch incident will collection of data for
also be located in the daily log. Corrections in the

proper control of Jail.

I3, INMATE HEDICAL RECORD He 13,42 Priv. M8 11.42 Pre  Record saintenance of Jail Statf, Dept. 2 yrs. after N
Any and all medical activity in- HE 241.49 M8 13.85 Post inmate as directed of Corrections inmate discharged.
volving each inmate during MCAR 2 Curr by Dept. of Corr Rules.

incarcaration; all doctors visits,
doctors directions, sedicine adaminis-
tered and directed, medical complaints
a |

nd doctor’s name seen or consulted,

35, INMATE VISITOR REGISTRATION LOG/JAIL Dept, of Fubl  HE 13,03 Maintain records per Court, Jail Sfaff, 3 yrs. N
VISITOR REGIRTER Corr. Rules Priv NS 13,83 Dept, of Corr. Rules, Dept, of Corrections,
Sign inp log statieg name of visitor, M5 241,751 Attarney

relation to inmate being seen, dafe;
tige, and name of inmate ceen,



SHERIFF/LAW ENFORCEMENT COUNTY GENERAL RECORDS RETENTION SCHEDULE Page 8 of 12

PRE
ENARLING DATA  CITATION FOR  POST PURPOSE AND USE
RECORDS_SERIES DESCRIPTION . AUTHORITY ___CLASS CLASSIFICATION CURR_ FOR COLLECTION AUTHORIZED RECIPIENTS RETENTION/STATUTE _ARCH
Th, INVESTIBATIONS Until statute of N
a. Active: Cases involved in an Puhl M5 13,03, For use in continued Law Enforcement Staft, limitations
ongoing investigatiaon, Conf M5 13,82 investigation of open County Attorney pxpires.
Subd, 5 % 8 £ases,
b. Inactive: Closed cases concluded MS 299C.0A5 Publ M5 13.03 Lase conclusion and  Historical reference
by prosecution; investigative  ME 387.04 NS 13.82, result information
conclusions or being outdated Subd, 5 saintained for future
by a certain period. reference,

37, JAIL INVENTORY Publ M5 13,03 Pre  In the saintenance dail Management Staff Until superseded. N
Fhysical inventory of furnishings Post of the Jail Complex
ang equipsent at Jail, Curr and in the purpose

of budget preparation.

38, JAIL REGISTER BOOKG: ADULT BS 641,00  Publ MB 13,02 Pre Collect data necessary Retain peraanently Y
Booking ledger that lists inmate’s Ms 13,82 Post to Dept. of Corr. and or transfer to the
name, comaitaent nusber, adait/ Curr Courts. State Archives,
discharge date, offense, length of
of sentence, type of discharge; i.e.
parole, furlough, completion of
seatence.

19, JAILER'S DAILY ACTIVITY LOG Dept. of Publ M5 13.03 Pre  Maintained for Jai] Statf Perganent N
Documents relating to specitic Corr. Priv. NS 13.82 Post security purposes.
activities of jailers and prisoners M5 641,05 Conf NS 13,85 Curr
during each jailer's shift each day.

Chronelogical record maintained by
jailers in regard to daily events
including security checks and routine
GCLUFFBACES,

4, JUVEMILE CAGE FILES Priv. MS 13.82 For juvenile prose- Probation Dfficer, Seek permission N
ALl information dealing with the in- Cont NS 260.161 cution and record Judge, Courts and tros Juvenile Court
valvesent of juveniles in incidents accesulation for the Law Dfficers to destroy when ju-
putside the law prior to their esan- Courte Systes. vepile reaches 18,

cipation at age 1B, Alsp includes
non-criminal activity involvement in
any matter pending investigation by
law entorcesent,



SHERIFF/LAW ENFORCENENT

ENABLING
RECORDS SERIES DESCRIPTION .
JUVENILE DETEMTION BOOK
Lists nape, address; date of birth,
pffense; date of release, and date
booked for all juveniles jailed.

LOCAL IDENTIFICATION FILE

Local level only, Contains prisaner
inforsation including name, address,
pffense, date of birth, length of in-
carceration, arresting agency,
nearest relative and historical in-
torgation about a person’c activities
while in jail, mug shot, fingerprints
in the local juriediction.

12,

83, MS 426,557,

MALTREATHENT OF VULNERABLE ADULTS
3 Subd. 10,12

a. Substantiated Reports:
Recards paintained by police/
welfare with availahility to
prosecuting authority for dis-
closure of name of substantiated
report.

h. Unsubstantiated Reports

-y
"

Falze Reports

44, MASTER INDEX: ADULTS

Any and all instances of reporting
any subject for action necessary
by an officer, court dicspositions
regarding vieolalions, and all
crisinal activity - any dealings
with any subject needing police
attention.

BCA CJIS

Publ

Publ

Priv

Cont

Publ
Priv
Conf

COUNTY BENERAL RECORDS RETENTION SCHEDULE
PRE
CITATION FOR  PDST PURPOSE AND USE
CLASSIFICATION _CURR

MS 260,161

M5 13.03 To determine if
persons under
investigations have
a current or previous
criminal history in
that jurisdiction.

HE 13,03 Case investigation

"8 13.0%, for possible prosecu-

Subd, 7 tion; future refer-

M8 13,46, ence towards compiling

Subd, 2 history of re-occur-

HS 426,337, rence,

Subd. 12

The aethod of control
of the entire
filing system within
record systes.

M5 13,03 Pre
Post

Curr

Law Enforcement Staff,
Courts, Social
Services

Law Enforcement Staff,
Courts, Probation
Dept., Corrections
Dept.

Page 9 of 12

Peraanent N

3 yrs. after last N
contact, The BCA

does not recoasmend
retention ot this
data at all,

7 yrs, N
NS 626,537, Subd. iZ

2 yrs. N
MS 626,557, Subd. 12

t0 vrs. after last N
contact,



SHERIFF/LAN ENFORCEMENT

RECORDS SERIES DESCRIPTION

43, HASTER INDEX: JUVENILE
Any and all instances of reporting
any subject for action necessary
by an officer, court dispositions
regarding violations, and all
criminal activity - any dealings
with any subject needing police
attention,

4,
WORKSHEETS
Books showing mortpagor, mortgagee,
date of sale, attorney of record,
and purchase price,

47. OFFICER INVESTIBATIVE PROBRESS
REPORTS
Deliberative processes or investiga-
tive techniques, final opinion or
justification, Officers views.

48, (OPERATION IDENTIFICATION ITEMIZATION
A list of items marked with a se-
tected number, location of such
number, and article name, kept for
any participating person,

49, PRIGOWER PROPERTY ENVELDPES SHOWING
SIGNED RELEASE
Lists prisoner’'s nase, date of arrest,
and personal property taken fros hia
before being put in a cell, and date
and signature when items returned.

30,  PROPERTY LISBTS
Description of stolen, lost, or
recovered property,

ENABLING

E.C.A. CJIS

WS Z99C.063
HE IB7.04

DATA

Publ
Privy
Conf

Publ

Publ
Cont

Priv

Publ

Friv

Priv
Non-
publ

CITATION FOR

NS 13.03

NS 13,03

NS 13.03
M5 13,82,
Subd. 16

M8 13.37,
Subd, 1 (a)

;'::i

. Qo i -4
XY L
[T
red Lod
M -

X ex

[ I N

PRE
POST

Pre
Post
Curr

COUNTY GENERAL RECORDS RETENTION SCHEDULE

PURPOSE AND USE

The method of control
ot the entire

filing system within
records system,

Courts, Probation
Dept., Corrections
Dept.

Law Enforcement
Personnel, Attorneys
and Co. Attorney

To maintain a record
of the chronological
order of the investi-
gative process of the
case for future pos-
sible court testimony,

Aid to citizens in Law Enforcesent
event of theft or des- Personnel
truction as well as

law enforcement.

Law Enforcement
Fersonnel

For proper identifi-
cation in case inves-
tigation process and
FeCOYErY Process,

Page 10 of 12

Law Enforcement Staff, 10 yrs, after last N

contact,

Retain books perma- Y
nently or transfer

to the State Archivesy
retain worksheets

16 yrs,

As long as case N
tile maintained.

Permanent N
2 yrs. after H
release,

2 yrs. affer N
sheriff's sale,



SHERIFF/LAW ENFORCEMENT

RECORDS_SERIES_DESCRIPTION

7
W

34
[ Y

b,

ENABLING
AUTHORITY

RADID/DISPATCH LOBS

Docusents relating to calls taken by
dispatcher and referred to a County
Police Dept,

RECEIFT BOOKS
Receipts made out for cash or
oraperty received,

SHERIFF'S TRUST FUND/CHECKING ACCOUNT
RECORDS

Bank statements, deposit slips, and
tancelled checks of Sheriff's trust
fund. All refund checks and deposits
for civil process fees and trust
account,

SHIFT ACTIVITY REPORT: SUPERVISORS
Summary of departeent activity
pecurring during & supervisor/watch
commander ‘s shiff,

STAFF TRAINING RECORDS
Records of hours of training for
sheriff’'s personnel.

STATISTICAL REPORTS OF INMATES HS 241,06
Honthly reports generated which show NS 299C,03
how many commitments have been re- NS 299C.06
ceived, number of insates, when

released, and time spent.

SURMONS, SUBRPOENAS, AND COMPLAINTS
SERVED, WORKSHEETS, AND OFFICERS
1068

Summary of departsent activity
pccurring during a supervisor/watch
comeander ‘s shift,

COUNTY GENERAL RECORDS RETENTION SCHEDULE
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PRE
DATA  CITATION FOR  POST PURPOSE AND USE
CLASS CLASSIFICATION CURR FOR COLLECTION __AUTHORIZED RECIPIENTS RETENTION/STATUTE _ARCH
Publ NS 13.03 Maintain accurate Dept. of Corr., 3 yrs. N
Priv. NS 13.82 records of activity  Attorneys, Courts,
Cont by date and tise of  and Staff

occurrence, Court use,

Publ  MS 13,03 b yrs, N
Publ NS 13.02 6 yrs. N
Publ M5 13.03 2 yrs. N

HS 13.43
Priv M5 13.82
Conf M5 13.85

Publ  HS 13.03 Pre
M5 13.82 Post
furr

Publ M5 13.03
NS 13.82

Until termination. N

2 yrs, N

3 yrs, N



SHERIFF/LAW ENFORCENENT COUNTY GENERAL RECORDS RETENTION SCHEDULE Page 12 of 12

PRE
ENABLING DATA  CITATION FOR  POST PURPOSE AND USE
RECORDS_SERIES DESCRIPTION ________________ AUTHORITY __ CLASS CLASSIFICATION CURR_ FOR COLLECTION AUTHORIZED RECIPIENTS RETENTION/STATUTE _ARCH
58, TOW SLIPS/REPORTS Publ W8 13.03 3 yrs. N
Record of all vehicles towed by dept.
59. WARRANT FILES M5 299C.065 Publ M5 13,03 ficsist the Court Law Enforcesent Until warrant N
Arrest warrant exists until taken M5 I87.04  Conf M5 13.82, Systee in bringing Personnel, State, cancelled,
into custody, served, or appear Subd, 12 crisinals bhefore the Fed,, County
before court. Courts in cases of the
law being broken or
violated,
60. WARRANTS FOR INTERCEFTING M5 626A.06 Cont M5 13,39 3 yrs. N

CORMUNICATIONS
Court warrant approving interception
of wire ar oral cossunication,

##5EE OTHER SECTIONS OF THIS GENERAL SCHEDULE FOR RECORDS SERIES NOT LISTED HERE.





