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RECORDS RETENTION SCHEDULE (RC-2)- Part 1

See insructions before completing this form. Must be submitted with PART 2

—S8cetion A: Lneal Government Unit

City of Hamilton, Ohio Police Department
(local povernment entity) (unil)
Craig Bucheit Chief

e
(signature of responsible official) /" / (name) Z mm (date
e / Cliet- oo/

Section B: Records Commission

City of Hamilton Records Commission (513) 785-7168
(telephone number)
345 High Street, Suite 300 Hamilton 4501 | Butler
(address) (city) (zip codc) (county)

To have this form returned to the Records Commission electronically. include an email address: petbigler@hamilton-oh.gav

| hereby eertify (hat aur records commission met in an epen mecting, as required by Section 121.22 ORC, and approved the
schedules listed on this form and any continuation sheets. 1 further ecrtily that aur commission will make every cffort to prevent
these rccords serics (fom heing destroyed, transferred. or otherwise disposed of in violation ol these schedules and that no record
will be knowingly disposed of which perains to any pending legal case, claim, action or request. This action is reflected in the

n illlutcifkcﬂt by \hjs commission.
f 1112 ﬁ// 7

Records Commission Chair Signature Date

SZition C: Ohio Histary Connectjon - State Archives

ey (- o Gt Recod s Ak ST /,Q/L-/Dzwj

Signalure Q 3 Title Date

Sectigg DaAuditor ol State

@/!Z;" & )27,0‘/(/ ‘PFC;-’(’{S‘ Mmz'_ /2-/§-7

Signaturc litle Dale
Please Note:  The State Archives retains RC-2 forms permanently. It is strongly recammended that the Records Conunission
retain a permangnt copy of this form

SAQ-/LGRP- RC-2 (Part 1 & 2), Revised August 2014
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Section E: RECORDS RETENTION SCHEDULE (RC-2)

Sec instructions hefove completing this form,

City of Hamilton

Police Department

(loeal government enlny)

{unn}

) 73] 3) (4
Schedule Record Title and Descripfion Retention Media
Nuinber Period Type

1HPD17- Transient letters/memos including noles, tex( Retain until no Paper or
091 messages, phone messages, voice mail, meeting longer Electronic
noles and other records svhich served to convey administratively
information of’ temporary importance necessary
HPD17- General Correspondence 2 ycars Paper or
002 Electronic
HPD17- Drafts Relain until no Paper or
003 longer Elcctronic
administratively
tiecessary
HPD17- Solicitmions/advertising Retain until no Paper or
004 longer Electronic
administratively
necessary
Hrp17- Continting Education Materials Retain until no Paper or
003 langer Llectronie ¢
administratively
neeessary
HPDI17- Agendas Originating in Department 0 years Paperor
006 . Eleetronic
HrPDI7- Minutes originating in Departiment Permanent Paper or
007 Clectronic
HPD17- Copics of agendas and minuies Retain until no Paperor
068 longer Electronic
administratively
NeCesSary
HPD17- Audio and video reeordings of meetings | year provided | Paperor
109 meeting info is Eleetronic
substantively
transeribed
[PD17- Council Communications (Councit Retain until City | Paperor
HAEY; Reports/Caveus Reports) clerk is in Elecironie
receipl
HPDI7- Payrol] Records (including time sheets, comp thme | 3 years provided | Paper or
01 records, leave forms. payrell change nofices) audited Electronic
HPDI7- Requests for checks, invoices. cash reporls Until submitted Paper or
012 1o Finance Electronic

SAO-/LGRP- RC-2 (Part 1 & 2), Revised August 2014

Audited means: the years
encompassed by the records
have::- been audited by the
Auditor of State and the
audit report hag been
released pursuant to
Sec. 117.26 O.R.C.



Section E: RECORDS RETENTION SCHEDULE (RC-2)

Sev instruetions before completing this form.
4 if I3 R
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City of Hamilton

Police Department

Joenl governmenl entity)

{unity

B _ @) (3) (4
Scheduie Record Title and Description Retention Media
Number : Period Type

HPD17~ Travel Requests’Expensc Reports 2 years provided | Paper or
013 . audiled or until Electronic
submitted 1o
Finance '
HPDI17- Purchasing Card Reconciliation 2ycarsonbank | Paperor [ ASTIRRSS RS
014 website provided | [Electronic D
audited
HPDI17- Contracts/Agreements for Equipiment & Services 25 years after *per or
015 centract Lileetronie
expiration
HPD{7- Obio Public Records Compliance Files {RC-1, 25 Year(s)aficr | Paperor
016 RC-2.RC-3) revised. Llectronic
superseded or
discontinued &
no longer ol an
Admin. or Lega
Yalue
HPD17- Policies, Procedurcs. Rules & Regulations issued | 4 Yeur(s) ufter Paper or
017 by the Depariment (General Orders) revised, Electronie
superseded or
discontinued &
no longer ol an
Admin, or Legal
Value
HPD17- Division Annnal Report Permanent Paperor
618 Eleetronic
HPDL7- Annual Division Budget 4 Year(s) Paper or
019 {Division Copy) Clectronic
HPD17- Annual Division Budget Preparation documents & | - Year{s) & no Paper or
020 Worksheets longer of an Elccironic
Admin. or Fiseal
Value
HPDI17- Excentive Correspondence-correspondence ofthe | 5 Year(s} & no PPaper or
021 Chiel'and its Executive StafTl dealing with longer of an Elecironic

significant aspects of the administration of the
offiec. This correspondence ineludes information
concerning the office’s policies. programs. [iscal
and personnc! matters, :

Admin. Valuc

SAQ-/LGRP- RC-2 (Part | & 2), Revised August 2014



Section E: RECORDS RETENTION SCHEDULE (RC -2)

See instrctivns befire completing this Jorm.

Page 4 of 17

City of Hamilion

Police Department

{lucal govemment entity)

{unil)

(1) {2) @ (4)
Schedule Record Title and Description Retention Media
Number Period Type

1PD17- Routine Correspondence-This inciudes referral I Year &ne Paper or
022 tetters. requests for routine information or longer of an Electronic
publications provided to the public by this office Admin, Value
which are answered by standard {orm letters,
HPD17- Copies-All Media {Reading, Information, Retatn unlil no Paperor
023 Reference) longer of Admin, | Electronic
Value, then
destroy
HPD17- Bulletins, Poster & General Notices & Display Redain until no Paperor
024 longer of #n Electronic
Admin. Value,
then destroy
HPD17- Agency awards, newspaper articles. clippings, 5 Yeur(s) Paper or
025 photographs. negatives & scrapbooks pravided of no Electronic
Admin, Value
HPDI17- General Administrative Files Until no longer Paper ar
026 of an Admin, or | Elcetronic
l.egal Value.
then destroy : WRbe S
HPDI7- Professional Organizations & Association Files 1 year & no Paper or ;‘;;“”?‘ ‘“;ﬁ:, ‘&"“R&-;’ ;
027 longer ol an Electronic [35:) v f"’ M i
Admin. Value Ul
HPD17- Refercnce Publieations & Directories~— All Media | Uniil revised, Paperor
028 & Types superseded or Electronic
obsolele,
HPDI7- Laws, Repulations & Rules {Local, County, State | Until no longer I*aper or
029 & Federal) of ao Admin. or | Electronic
Fiscal Value,
then destroy
npPDI17- Computer Generated Reports (Non-Speceilic)- Uniil no longer Paper or
030 Administrative & Financial Repotts {Periodic) ol an Admin. or | Electronic
Fiseal Value,
then destroy
HHPDI17- Business Cards. Trading Cards, Rotary & Rolotlex | Until obsolete or | Paper or
031 files-alt media superseded, then | Electronie
destroy
HPDI17- Planning, scheduling, calendar and tmfn ing; Confinvally Paperor
032 information on display boarts and Google Madl updated, revised | Elecironic

or erascd

SAO-/LGRP- RC-2 (Part | & 2). Revised August 2014




Section E: RECORDS RETENTION SCHEDULE (RC-2)

See fusiructinns before completing this form.

Page S of 17

City of Hamilton

Police Department

{locd govermment eniiny)

{unit}

(D @ 3) (4) 2ol 53)""-.9 L e
Schedule Record Title and Description Retention Maedin L}é«![ﬂ’wbu‘ "‘@‘ b " ‘\‘ z
Number Periot! Type AU

HPD17- Capies of Business Contract Agreements includes | Untl no longer Paper or
033 contract agreements for serviees rendered to this administratively | Eleetronie
Division {Originals held in Purchasing) neeessary
HPDI17- Fax Cover Sheet No longeretan | Paper or
034 Admin, Value Electronic
HPD17- Equipment Operating & Maintenance Manuals Until muchine or | Paper or
033 equipment is Elcetronic
sold or scrapped
HPD17- Equipment Maintenance & Repair Records 2 Year(s) after Paper or
036 maehine or Iilectronice
equipment is
sold or scrapped
HPD17- Web Page & Assisted Web Applications Until revised, Paper or
037 ohsolete or Electronic
superseded
HPD17- Monihly Relief Reports 2 Yeur(s) & no Paper or
038 longer of an lectronie
Admin, Value
HPD17- Award Recommendation Letters Retain until no Paper or
039 longer of an Lilectronic
Admin. Value
HPD17- Release of All Claims (Observation Patrol} 2 Year(s) & no Paper or
040 longer of an Electronic
Admin. or Legal
Value
HPD17- Strip or Body Cavity Search Form 3 Year(s) Paper or
041 Eleetronie
HPD17- Cruiser Form 1 Year & ne Paper or
042 longer ol an [lectronic
Admin, or Legal
Value
HPDI7- Supervisor-Manthly Activity Reports 2 Year(s) & no Paper or
043 tonger of Admin, | Eleclronie
Value
HPDI17- K-9 Incident Documentation 2 Year{s} & no Paper or
044 longer of an Blectronic

Admin, or Legal
Value

SAQ-/LGRP- RC-2 (Part | & 2}, Revised August 2014



Section E:

Sew instruesions before completing this form.

RECORDS RETENTION SCHEDULE (RC-2)
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City of Hamilton

Police Department

{loeal government enlily) {unit)
8] (2) (3) (4)
Schedule Record Title and Description Retention Media
Number Perjod Type
HPD17- Employce [njury Report 40 Year(s) Paper or
045 : Electronie
HPD17- Retirement/Separation Reporis S Year{s) & no aper or
046 longer ol'an Electronic
Admin, or Legal
Value
HPD17- Collective Bargaining Agreements {originals Until revised. Paper or
047 maintained in Human Resourees Department) obsuleie or Electronie
. superseded
HPD17~ Background Investigations (Applicants noL hired) | Asscon as not Paper or
48 hired, shipped to | Elcctronic
Personnel
HPD17- Personnel Files (Sworn Olficers) Term ol*olfice & | Paperor
049 forwarded to Edectronic
Personnel Dept,
HPDI7- Personnel Files {Non-Sworn Enployees) Tenm of uffice & | Paperor
050 [orwarded to Electronic
Personne! Depi.
HPDI17- Gricvance files 4 Years) & no Paperor  ©
051 fonger of an tlectronic o
Admin, or Legal 3
Value
HPDI7- Extra Duty Employnient No longerofan | Paperor
052 Admin, Valie Electronic
HPDI7- Division Awards Retain in Paper or
053 Employee Eleclronic
Personnel File
HPDI7- Reprimands {letiers of) Retain in Paperor
054 Employet Eleetronic
Discipline File ]
HPDI17- Counseling cards or letiers Retain in Paperor
055 Employce [Electronig
e Discipline File '
I{PD17- Complaints on O[ficers 4 Year{s) & no Paperor
056 longer ol'an Electroni¢

Admin. or Legal
Value

SAO-/LGRP- RC-2 (Part | & 2}, Revised August 2014
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Section E: RECORDS RETENTION SCHEDULE (RC-2)

See inxtructions hefore completing this form,

City of Hamilton

Police Department

(locat govermment ealiy)

(unt)

(1) 2 (3) () :
Scheduie Record Title and Description Retention Media |
Number Periad Type

HPD17- Officer Equipment Inspection [ Year & no Paperor ¢
037 Jonger ofan Electronic %4
Admin. or Legal
Value
HPDI7- Employee Performance Evaluations Retain in Paper or
058 Personnel File Electronic [
HPD17- Fircarms Records & [nventory 3 Ycar(s) Paperor |
059 Provided Electronic -
Aundited
HPD17- Request for uniform reimbursement Rerain unti Paper or
060 repairs are Elecironic
completed or
restitution is
made & na
longer of an
Admin. Valuc
IHPDI17- Employcc Discipline File Retain in Paper or
061 Employee File in | Electronic
accordance with
provisions of
applicable
Collective
Bargaining
Agreements
HPDI7- Federal. State. Local Grant Files 5 Year(s) Paper or
062 provided audited | Electronic |
HPD17- Law Enforcement Trust Fund Records 3 year(s) Paper or
063 provided audited | Electronic
HPD17- Daily Activity Records. 2 Year(sy & no Paperor
064 longer of an Gleatronic
Admin. Value
HPDI7- Court Slips & Court Payrol] Report 10 Year(s) & no | Paperor
Q063 longer of an Elecironie
Admin. Value
HPDI17- Workshects it Year & no Paper or
066 jonger of an Clectronic
Admin, Value ' i >

SAO-/LGRP- RC-2 {Part | & 2), Revised August 2014

Audited means: the years
encompassed by the records
have been audited by the
Auditor of State and the
audit report has been
released pursuant to

Sec. 117.26 O.R.C.
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Section E: RECORDS RETENTION SCHEDULE (RC-2)

See instructions hofore campleting this form.

City of Hamilton Policc Department
tlocal government entiy) {uniy)
n @) ) )
Schedule . Record Title and Deseription Retentlon Media
Number Period Type
1rpiI7- Program Files-Community Affairs. DARE, ele., 3 Year(s) 'nper or
067 Fleetronic
HPD17- Defensive Action Reports 4 Year(s) & no Paperor
068 longer of an Electronic
Admin, or Legal
Value
IIPD17-0 Miscellancous Video Tapes 30 Day(s) & no Video
69 longer of'an Tape
Admin. or Legul
Valuc
HPDI7- MDT teansmissions. logs, miscetlancous 30 Day(s} & no | Paperor
070 longer of an [Clectronic
Admin, or Legal
Value
HPD17- Holding Cell Video Camera 7 Day(s) Elecironic
71 recorded on
DVR hard drive,
Automatic

Turnover, Re-
Record, Reuse &
no longer of an
Admin, or Legnl

Value
HPD17- FTO Cvaluation Manual Retained in Paper or
072 individual Llectronic
officer's Imining
file
HPDI7- Training Attendance Report Retained in Paper or
073 individunl Electronic
cmployee
training lilc
HPD17- Training Aids & Lesson Plans Nolongerofan [ Paperor
074 Admin. Value Eleetronic
HPD17- Monthly Review for Probationary Oflicer Retaiy in Paper or
073 Training File [feetronic |,
HPD17- Training Notification No longerofan | Paper or
076 Adinin, Value Ilectronic

SAO-/LGRP- RC-2 {Part | & 2), Revised August 20)4



Section E: RECORDS RETENTION SCHEDULE (RC-2)

See swnetions hefore compiering this form,

Page 8 of 17

City of Hamilton

Police Department

(lucal government enuiy

fuae)

(N (2) &) 4
Schedule Recorg Title and Description Retention Media
Number Perfod Type

HePDIT- Training Files Department Personnel (All Training | Term of oftice & | Paperor
077 Records) 2 Yeor(s) Blectronic
HeD17- Off Duty Firearms Authorization Forms Retain in Puperor
078 Officer/Fircarms | Fleelronic
File
HPD17- LEADS Printouts No longerofan | Paperor
079 Adniin, Value Electronic
HPD17- 911 ANI/ALL Inquiry Form 3 Year(s) & no Paper or
080 longer of"an Electronic
Admin, or l.egal
Value
HPDI7- Criminal Case !Mistory Log Book 6 Year(s) & no Paper or
081 longer of an [lectronie
Admin, or Legal
Value
HPDI7- Wrecker Requiest Log 3 Your(s) Paperor
082 Electronic
HPDI7- Visltor Sign-In Log 1 Year & no Paper or
083 longer of an Electronic
Admin, Vahe
iPD17- Weckly Inspection Forin | Year & no [lectronic
084 longerofan
Admin, or Leyal
Value
HPDI7- Prisoner Property Receipts 2 Year{s) & no Paperor |
085 longer ol an leetronie
Admin, or Leyal
Value
HPD17- Iolding Facility Documentation 3 Year(s) & oo Paper or
086 longer of*an Electionic
Admin. or Legal
Vatue
HeD17- Holding Facility Time Check Card | Year & no Paper or
087 longer ol an Electronic |

Admin, or 1epal
Value

SAD-A.GRP- RC-2 (Part | & 2), Revised Augusi 2014
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Section £E: RECORDS RETENTION SCHEDULE (RC-2)

Sve tusirnetions before canpletng this form,

City of Hamilton Police Department
ilpeal soverninent enuty) {unin)
(1 @ 3 )
Schedule : Record Title and Description Retention Fedin
Number Perlod Type
HPDIT7- Prisoner Visitation Log 1 Year Paper or
088 Electronic
HPD{7- Jail Log 25 Year(s) Electronic |, 47 0 :”‘ 1«3 It
089 g W IR
HPDI17- Property Tags 5 Yenr(s) alter Paper or
090 disposition & no | Clectronic
: longer of an
Admin. or Legal
Value
HPDI7- Record of Property Received 3 Year{s) & no Paper or
091 longer of an Iilectronic
Admin. or Legal
Value
HPDI17- Press Releascs 3 Ycar{s) & no Paper or
092 longer of an ilecironic
Admin. Value
HPDI7- Crime Analysis No longer ol an Phper or
093 Admin. Value Llectronic
HPD172- Vacation House Check Records 30 Day{s)& no | Paperor
094 longer of an Rlectronic
Admin. Value
HPD{7- False Alarm Report ] Year & 1o Paper or
N93 longer of an ileetronie
Admin. or Legal
Value
HPD17- Business Information Survey Forim Until revised., Paper or
096 superseded or [Zleetronic
obsolete
HPDI7- Blank Forms-All Medio Until revised, Paper or
097 ‘ obsolele or Llectronic
superseded. then
destroy
HPDR17- DP43 Assignment Form No Jongerofan | Paperor
098 Admin, Value Lleetronic
HPD17- Driving Record Request to BMY Retain untl no Papet or
099 fonger ol an Lleetronic
Admin, Value

SAO-/LGRP- RC-2 (Part 1 & 2}, Revised August 2014



Section E: RECORDS RETENTION SCHEDULE (RC-2)

See istrnctions before completing ihis forn,
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City of Iamilton Police Department
{eal govemment cotry’) ()
) @ @ )
Schedule - Record Title and Deseription Retention Metlia
Nuniber Period Fype
HPDI7- Request for Driver License Examination I Year & no Paper or
100 longer of an Electronic {3
i Admin. Value
HPD17- Radar Logs | Year & no Paper or
; 101 longer of an Electronic
A Admin, or Legal
Yalue
UPN{7- Mit Skip Card 2 Year(s) & no Paper or
1n2 longer of an Elcetronic
Admin. or Legal
Value
HPDI17- Unclaimed & abandoned junk motor vehicle 2 Year{s) & no Paperor
103 a{fidavit longer of an Clectronic
Admin. or Legnl
- Value
HPD!7- OR Férm Retain until Paper or
104 discharged & Electronic
returned 1o the
court
1neD17~ Warrant-Original (Criminal & TrafTic) Retain until Paper or
s discharged or Llcetronie
returied 10 court
HPDI17- Warrants-Copies (Criminal & TrafTic} Retain unii Paper or
[o6 discharged or Llectranic
returned to court
nPNI7-~ Summons { Criminal & Traffic) Retain until Paper or
107 discharged or Clectronic
returned to court
HPDI7- Subpoena (Criminal & Traffic) Retain unti} Paper or g
108 discharged or Electronic R ot TR
returncd o court -‘!d :};{ '[E«‘jﬂ;’}‘.‘;
HPD17- Warrants mailed to other agencies Until reealled or | Paperor :
109 served Glectronic
HPDL7- Warrant/Sumimeons envelopes | Year after Paperor
110 served, recalled Electronic
or expired X
HPDI7- Warrani Recall Forms 1 Year afcr Paperor 3
111 recalied by court | Electronie ||

SAO-/LGRP- RC-2 (Part | & 2), Revised August 2014
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Section E: RECORDS RETENTION SCHEDULE (RC-2)

See instructions before complering this form.

City of Hamilton

Police Department

tlocal government entity)

{unit)

(¢)) (2) 3) 4 1©) I Ao 1(6):
Schedule Record Title and Description Retention Media TForuse by {* "RC-3
Number Period Type Auditor. of_ ';%'ﬁfred

Stateor: | by
LGRP. | LGRP
HPD17- Microfilm {adult arrests/offense reponts/fingerprimt | Permanent Microfilm R LT e ey
112 cardszaccidents/vehicle impoundments) Y -‘,_'-' & \M
1IPD17- Photographic Images Maintain images | Paper or | B
113 that have Electronic {
significant | .
Admin.. Legal or | '
Ilistorical Value. J
Retain according
10 content | Refer : "
lo RC-2) lmages . “' AZ QAN\ R
that have no [ Me; D’J
significant value Z_ Es / “\P )
may bc crased. AUt [
1IPDI17- Traffic Citations (I4ard Copy) 3 Year(s) Paper or TR
114 Provided Electronie
Audited
HPDI17- Warning Citations (}lard Copy) 3 Yeur(s) Paper or
13 Provided Elecironic
Audited
HPDI7- Traffic Citation Log Book (Sign out log for 3 Year(s) & no Paper or
16 ' citation book issucd to Officers) longer of an Electronic
1 Admin. Value
HPD17- Warning Citation Log Book (Sign out for log of 3 Year(s) & no Paper or
117 warning book issued to Officers) longer of an Electronie
Admin. Value
IIPD17- Parking Cilation Log Book (Sign out for log of 3 Year(s) & no Paper or
118 parking citation book issued to Officers) longer of an Electronic
Admin. Valuc
1IPD17- | Vehicle Impoundment Reports 1 Year afier Paper or
119 Release Electronic
HPDI7- Mortor Vehicle Aceident Reports 3 Year(s) & no Paper or
120 longer of an Electronic
Admin. or Legal
Value
HPD17- Motor Vehicle Fatality Accident Reports 7 Year(s) & no Paper or
121 longer of an Electronic
Admin. or Legal
Vilue

SAO-/LGRP- RC-2 (Part | & 2). Revised August 2014

Auditad means: the years
encompassed by the records
have been audited by the
Auditor of State and the

audit report has been

released pursuant to
San. M7260R
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Section E: RECORDS RETENTION SCHEDULE (RC-2)

See bisirucilons hefore completing this forim,

City of Hamilton

Police Department

{local povermnient entity) ,(Ih,!}iﬁ"
) @) 5] @
Schedule Record Title and Description Retention Medin
Number : Period Type
HPDI7- 72 Four Qrdinance ] Year & no Paperor
122 longer of an Elecironic
Admin. or Legal
Value
HPD17- Urine/Blood Testing Records *3 Year{s) & no Paper or
123 longer of an Electronic
Admin, or Legal
Value
HPD17- 2255-Implied Consent Form 3 Year{s) & no | Paperor
124 Jonger of an Electronic
Adnin. or Legal
Value
fIPD{7- Breath [ntoxilyzer Records (Tests Administered & | 3 Year(s) & no Paperor
125 Calibrations) longer of an Electronic
Admin. or Legal
Value
HPD17- Domestic Violence/Domestic Dispute Reports I Year & no Paper or
126 longer of on Electronic
Admin. or Legal
Yalue
HPDI17- Parade Permits ] Year & no Paper or
127 Jonger of an lectronic
Admin. or Legal
. Value
HPDI7- Recrcational Assembly Permit Applications ] Year & no Paper or
128 longer of an Glectronie
Admin. or Legal
Yalve
HPDI17- Temporary/Court Protection Order G months after Paper or
129 expired or Lilectronic
dismissed & no
longer of"a Legat
Value
3 HPDL7- . Daily Cash Voucher Reports ! Year Provided | Paperor
30 . Audited Electronic
HPD17- Vchicle hmpoundment Fee Casly Rejorts 1 Year Pravided | Paperor
131 - Audited Flectronic
HPD17- Salvage Vehicle Cash Reports 1 Year Provided | Paperor
132 Audited Electronic

SAO-/LGRP- RC-2 (Part 1 & 2), Revised August 2014

Audlted means the years
encompassed by the records
have been audited by the
Auditor of State and the
audit report has been
released pursuant to

A A o amm — -



Section E:

See instrietions hefore complering this Jorm,

RECORDS RETENTION SCHEDULE (RC-2)

Page 14 of 17

City of Hamilton

Police Department

{locat government entity) (unit)
M ) &) )
Schedule Recaord Title and Deseription ‘Retention Media
Number ‘ Period Type
HPDI7- Charge Account Papers 3 Year(s) Paperor iy Begy
133 Elcctronic 11 BOSIH.
| ':‘r‘;::.'L ,;;fé, L%.‘; 5
HPD17- FB) Uniform Crime Reports 3 Year(s) & no Paperor | sede Fodt
134 longer of an Electronic i, ¥z -,
Admin. Value
nentr- FB! Haie Crime Reports 3 Year{s) & no Paper or
135 longer of an Elcctronic
Admin. Value
HPDI7- Gun Sale Forms 6 yearts) & no Paper or
136 {Received from pawn shops & stores for the sale Jonger of an Electronic
of guns) Admin, or Legal
Value
HPD17- Fingerprint Cards Age 80 or Death | Paperor
137 & no longer of Elecwronic
an Admin, or
Legal Value
HPD17- Minor Misdemeanor Citations 3 Yeur(sy & no Paper or
138 longer of an Electronic
Admin, or Legal
Value
HPDI17- Field Inerrogation Cards 6 Year(s) & no Paper or
139 longer ol an Electronic
Admin, or Legal
Value
HPD17- Pawn Tickets 6 Yenr(s) & no Paper or
140 longer of an Electronic
Adimin, ar Legal
Value
11PD17- Patient Runs 2 Year{s) & no Paper or
141 Jonger of an Elcctronic
Admin. or L.ega)
Value
HPD17- General Offense Reports 6 Year(s) & no Paper or
142 action pending Electronic
1HPD17- Homicide Offense Reports 30 Year(s) after | Paperor
143 appeals Electronic

SAO-/LGRP- RC-2 (Part | & 2). Revised August 2014




Section E: RECORDS RETENTION SCHEDULE (RC-2)

See insructions before vompleiing this form,
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City of Hamilton

Police Department

{local government cotily}

{unit)

m ] @) 3) )
Schedule Record Title and Description Retention i¥ledin
Number Period Type

HPDI17-. Criminal Case Files 6 Year(s) & no Paper or
144 aclion pending Electronic
HPDI17- lHomicide Case Files 30 Year{s} & no | Paperor
145 action pending Electronie
HPDI17- Rape Case Files 30 Year(s} & no | Paperor
146 action pending Electronic
HPD{7- Waiver of Rights - Adults Retuin in Paper or
147 General Case Electronic
Files
HPD17- Waiver of Rights - Parents Retain in Paper or
148 General Case Electronie
. Iiles
HPDI7- Consent to Search Form Alter discharged, | Paper or
149 original kept Electronic
with Genera!
Case File
HPD17- Votuntary Statcmcat Form Retain in Paperor
150 General Case Elecironic
File
HPD17- Blood Test Written Statement Reguest Retain in Paper or
131 Genera) Case Elecironic
. File
HPDI7- SWAT Team Investigation Files 3 Year{s) & no Paper or
132 fongerolan Electronic
Admin. or Legal
Value
HPD17- Internal Affairs Investigation 4 Year{s) & no Paperor
153 longer of an Efectronic
Admin. or Legal
Value
HPD17- Investigations Warksheels 6 Years) & no Paper or
154 longer of an Electronic
Admin. Value
HPD17- Polyuraph Reports S Year(s) & ho Paper or
135 longer ol an Electronic

Admin. or Legal
Value

SAC-/LGRP- RC-2 {Part 1 & 2), Revised August 2014



Section E: RECORDS RETENTION SCHEDULE (RC-2)

See instructions bafure completlg this tbri.
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City of Familton

Police Department

{local gavernment entity)

{unit)

no longer of an
Admin, or Legal

(N ) 3) ()
Schedule Record “Title and Deseription Retention ledia
Number Pariod Type

1PD17- Juvenile Arrests Age 1B years of | Paperor
156 age & no longer | Glectronic
of an Admin, or
Legal Value
HPDL7- Liquor Violation Information Form Retain in Paperor
157 Generaif Case Electronic
File
{1PDI17- {nactive Conlidential Informant Records G Year(s) & no Paperor
158 longer of"an Clectronic
Admin, or Legal
Value
i HPD17- Mabile Video/Audio 30 Day{s) on Paper oy
i 159 Recording Systems (MVR)- secyred server & | Electronic
All recorded incidents no longer of
Admin, or Leeal
Value
- HPD17- Mobile Video/Audio Recording Sysiems {MVR)- ] 90 Dayis} on Paper or
- 160 Incidents of Criminal arrests, Filing of citizen secured server & | Electronic
complaints or Significant cvidentiary value 10 longer of
Admin. or Legal
Value
Herpl7- Mobile Video/Audio Recording Sysiems {MVR)- | 3 Year(s) on the Paper or
161 Incidents of Motor vehicle pursuits. OM VI arrests, | sccure server & Cleetronic
Use of foree, or Police vehicle accidents with no longer of
injury or substantial property damage Admin, or Lepal
Value
HPD17- RedFlex Photo Enforcement Deployntent Formns 3 Year(s) & no Paper or
162 langer of an Elcetronic
Admin, or Legal
Value
HPDI17- RedFlex Photo Enforcement Hearing Dockels 3 Year{s) & no Paper or
163 longer of an Electronic
Admin, or Legal
Yalue
HPD17- RedFlex Photo Enforcement Hearing Requesls I Year afier Paper or
164 violation date & | Electronic

SAO-/LGRP- RC-2 (Pant | & 2), Revised Aupust 2014

Value



Section E: RECORDS RETENTION SCHEDULE (RC-2)

See instructiony before complering this form.
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City of Hamilwon

Police Department

(locil govermment eniny’)

(unit)

until age 18
years ol'age &
ne longer ol an
admin. or legal
Value

HPDI17- RedFlex Photo Enforccinent Hearing Letters ['1 Year aler Paper or
165 violation date & | Electronic
no longer of an
Admin. or Legat
Value
HPD17- Motor Vehicle Accident Reports Permanent Electronic
166
HPDI17- Ficld Interrogation Cards Permanent Electronic
167
HPDI17- General Offense Reports Permanent Electronic
(68
HPD17- Homicide Offense Reports Permanent Electronie
169
HPDI17- Criminal Case Files Permanent Electronic
170
Iow [ong do you retain in computer system
Permancent?
Dept responded back thart they keep i1
permauently in electronic format.
HPDI7- Homicide Case Files Permanent Electronic
171
HPDI17- Rape Case Files Permanent Electronic
172
HPDI17- Adult Arrests Permanent Electronic
173
HPDI17- Juvenile Arrests Retain all data in | Electronic
174 computer sysiem

SAO-/LGRP- RC-2 (Part | & 2), Revised August 2014



