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Agency 
Depar tment of State Pol ice 

Division/Unit 
Depar tment Property Unit 

I tem 
No. Descr ip t ion Retent ion 

Th is is the f irst Schedu le establ ished for the Property Unit (PU) 
under its newly ass igned Unit C o d e 69. Schedu le # is 971-69 . 
I tem 69-04 previously l isted on Schedu le 971-79 Budget & 
Finance. I tems 69-00 , 6 9 - 0 1 , 69 -02 , 69-03, 69-06, 69-08, 69-09 , 
previously l isted on schedu le 971-13-3 Quar te rmaster Div is ion. 

69-00 A U C T I O N S 
Conta ins mani fes ts of seized property that w a s sold via a publ ic or 
on- l ine auct ion. 

Retain for 5 years, then t ransfer to the 
State Records Center for an addi t ional 10 
years, then destroy. 

69-01 C O N V E R S I O N S 
Conta ins records of approved M S P Form 145, M S P Form 119, 
and s igned P U Trans fe r Receipt of se ized property that w a s 
conver ted to Depar tment use. 

Retain for 5 years, then t ransfer to the 
State Records Center for an addi t ional 10 
years, then destroy. 

69-02 D E S T R U C T I O N C E R T I F I C A T I O N S 
Conta ins s igned cert i f icat ions of seized property, ammun i t i on , and 
guns /weapons that we re approved for destruct ion/d isposal by 
Property Unit personnel or an approved source. 

Retain for 5 years, then t ransfer to the 
State Records Center for an addi t ional 10 
years, then destroy. 

69-03 S E I Z E D P R O P E R T Y R E C O R D S - A W A I T I N G D ISPOSIT ION Retain until f inal d isposi t ion is comp le ted 
and forward to the Inventory Contro l 
Special is t for f i l ing in the C losed Property 
Record f i le. 

Conta ins Proper ty Records ( forms M S P 63, 64 , 67 , etc. wh i te 
copy) of all proper ty received at the Property Unit awai t ing sa le , 
dest ruct ion/d isposal , or convers ion to Depar tment use. Proper ty 
Record is reta ined in this temporary fi le until f inal d isposi t ion. 

Retain until f inal d isposi t ion is comp le ted 
and forward to the Inventory Contro l 
Special is t for f i l ing in the C losed Property 
Record f i le. 

69-04 S E I Z E D P R O P E R T Y R E C O R D S - C L O S E D 
Conta ins all comple te ly Closed Proper ty Records (white copy) and 
a t tachmen ts ( fo rms M S P 63, 64 , 67 , etc,) . 

Retain for 5 years , then t ransfer to the 
State Records Center for an addi t ional 10 
years, then destroy. 

69-05 S E I Z E D P R O P E R T Y R E C O R D S ( F O R M M S P 63) - O P E N 
Conta ins O p e n Proper ty Records (pink copy and/or yel low copy) 
received f rom all M S P instal lat ions and specia l ized units 
throughout the State. 

Retain until C losed Proper ty Record 
(white copy) is rece ived, then dest roy the 
pink and/or ye l low copy(s) . 
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No . Descr ip t ion Retent ion 

69-06 

69-07 

69-08 

S E I Z E D V E H I C L E S - S T O R E D 
Conta ins a Seized Veh ic le Inventory List of all veh ic les s tored at 
the P U and cor respond ing fo lders conta in ing a fo rm M S P 153 
and an M S P Vehic le Repor t for each vehic le. 

S E I Z E D V E H I C L E S - C L O S E D 
File conta ins records of veh ic les for fe i ted to the State, re turned 
to the owner , or re leased to the lien holder by the Asse t 
Forfei ture Unit Superv isor . 

M A N U A L S 
Conta ins manua ls for all equ ipmen t used by the Proper ty Unit. 

69-09 E X C E S S P R O P E R T Y D E L A R A T I O N S 

Conta ins Excess Property Declarat ions ( D G S 950-9) for capital 
equ ipment s tored at the P U and entered on G O V D E A L S for 
sale. 

Reta in records until vehic le is re leased by 
the Asse t Forfei ture Unit Superv isor , and 
then f i le records in the S E I Z E D V E H I C L E -
C L O S E D f i le. 

Retain for 5 years, then t ransfer to the 
State Records Center for an addi t ional 5 
years , then destroy. 

Retain manua ls until equ ipmen t is no 
longer used by the Property Unit. If 
equ ipmen t is t ransfer red, t ransfer the 
manua l wi th the equ ipment . If the 
equ ipmen t is dest royed, dest roy the 
manua l . 

Retain for 1 year after equ ipmen t is so ld or 
d isposed of, then destroy. 
(Note : Master copy of the E P D is reta ined 
at the Personal Property Sect ion) 
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