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PRINCE GEORGE'S COUNTY POLICE DEPARTMENT

DEPARTMENTWIDE DIRECTIVE

RECORDS MANAGEMENT PROGRAM

"Records Creation, Maintenance, and Disposition”

1.

Vid B. Mitchell,

Purpose of Directive: This directive establishes an agencywide
records retention schedule for local ordinance, and accreditation
compliance: ’

Prince George's County Code, Sections 2-277 thru 281.
. County Administrative Procedures #114.
. Standards #82.1.12, and #82.2.14.

Personnel concerned: All Departmental employees handling paperwork,
and computer records.

Distribution: Departmental employees engaged in files -management
operations.

Chief of Police

Prince George's County Police Department
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FOREWORD

A sound records/information management system is recognized by business
executives for efficient agency operations.

Prince George's County ordinance requires the establishment, maintenance
and implementation of records management programs.

The handbook is designed to give polibe personnel:

Uniform filing practices.

Paperwork reduction procedures.

Computer file purges.

This custom-made Records Management Program will:

Save premium office/storage space.

Improve filing operations.

Reduce filing equipment expenditures.

Comply with legal retention mandates.

The handbook is divided into six parts for easy reference:

1. Subject Index

2. Introduction

3. File Maintenance

4. Records Disposition

5. Records Systems

6. Exhibits/Forms

Used frequently for reference, the handbook will help you perform vour
records management responsibility more efficiently.

David B.

Mitchell, Chief of Police

Prince George's County Police Department
Landover, Maryland
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PRINCE GEORGE'S COUNTY POLICE DEPARTMENT
RECORDS MANAGEMENT HANDBOOK
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Directives Records
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PART T. SUBJECT INDEX

The SUBJECT INDEX is designed to help filing, and

operating personnel engaged in records management
operations.
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Abbreviations........ e s e e e enecevseteteseen s e st aanes 206
Accident Records.......... s e s e serese s s s e n it aoan e e 510-15
ADMINISTRATIVE RECORDS ... ¢ ctveeeecscecens teceecenssaseae 501
Agreements/Contracts
. Micrographics.....cceeeeceanas Ceteceanas Ceeeceeassens 501-2
. Mutual Aid....... cecean ceeeseavereasanas S 10 B
. Non-Disclosure....... e esesetecersecsseessasnssanesens 501-2
. Training....ceeeeierecsorscesancssans ceser e enns e s e 501-2

User/Municipal...ceeeeeeceevovocsnnanens et eceeeee 501-2
Adult Prisoner LOgS8......ceeeeeeeeeanccacas ceeeeseeaasas 502-16
Alcohol LOgS. . ccveeeecetnnconenns cereveean cesssssessessesd02-16
Allowances »
. Clothing.......... Ceeereteae et e eee...513-3
. Equipment......ccoeeeetosssoccconocsacanas ceeeeresesann 513-6
Applications/Employment .
. Civilian........ cesececoemavans e teecececenseenanenne 509-4
. Crosging Guard.......cceeesetvaccaacanas S e e e e ..509-4
. Police.......cc... teee s et et eres s asan s c e reeeee e 509-4
Archival Records........ c e s ece e s eseas e e e e eaee s 409
Audio/Visual TaApeS...cecesesssccaasoscses ceeeesesen02-3,515-1
Audit Reports
. Countv.....eee C e e ecesenecar st essesasasaces s s e e e 501-1
. External........... t et e et eoreeeseescasanertcnscases e 501-1
. Federal.......eeeccee e e e o eeccsescscsnceancsenasanrae e 501-1
. Fiscal....... oooooo ® ® ¢ 9 606 0 06 0 2 00060 000800008 e e o 0 0o 068 0 00 501-1
. Independent..... T eectesceseasas s eecsseenasaenana cee e 501-1
. Management........... cerecece s ataes et e s s s e s s s s 501-1
. Personnel........cccieeeiicrancancnana c e eeseeaeaeacas 501-1
Bad Check Transmittals.......... e cecaeecenanna 507-1
Badges
. PrOMOtIiONS .. ccceeeeeccscescoosnscesascscasacsascaosssssssscsse 513-1
. Purchases....... e e e s ese e s et et s as s s easeaescesesnceeann 513-1

Retirements.....ccecvecencercnccacas c e e ee s e e e e 513-1
. Separations........ Ceeeescerersso s N 513-1
Bank DepositsS...icecitenerasscccanceasacan ceercecescesans 507-2
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Bicycle Registration RecOrds.........ieeeeeeecroosnccocss 513-2
Bills

County Council.. ...t iiieeetenereeacsosasoensansoens 508-2

Invoices (EXPENSe) .....cieiieeeeiencnsnnsonsonnnnnans 507-3

Maryvland HoUSe......coeettietoesersosaseasaneassnnsoness 508-4

Maryland Senate....ceoeeeertoeessseetesoccncncascsncnas 508-5

U.S. House........ e rteessenesscaerete et 508-7

U.S. SENALE . et e eeeeeeeerstossesassanosssssscccsossseass 508-8
Budget ReCOrdS ... eeeereescenenoenoassacsosnanosaassosnse 507-4

O ¥ o 3 1 - 1 507-5

JOF= vl 1 11 = 1 o = - ..507-4,507-5

OPEraALiONS . ittt eveeoasenssansesocsosnoossencasnnocanes 507-4

Projections........viiriiiinneeecnesrennocnnnns 507-4,507-5
Bulletins

COMMUNLICAE IONS . 4 i vttt e v eeeeeeeeenanososasasnacnsosssss 502-5
. JOb OppOrtUNitY.cee e eeeenseeeeeonoeeasooonoannasscass 509-12
e Training...ceeeeeeeeneeeteeeeaenocsesasosasansocnanas 502-21
. Transfer Opportunity.......ciciieneeenececannes c et e e 509-12

Transfer RequestsS.....iieeeeereeenocenonanoenoss PN 509-12
Case DISpOSitionsS.....ceeveercosernearacnosansos e e eane 509-1
Certificates

Disposal/RecordsS.....vieeirerecereennnnasnonns e e 501-10

Eligibility/Employment...... ...ttt eneocacnnnces 509-2

MEdicCaAl.. e ee it ieeoeoceesoescesosssesasnsssaesscascns 509-9
Citations :

Adult Civil. ...t iii it ineeeeeraaoaannnansnans N 510-6

CrAIMinNgl . i ittt t it iseeeeecesecaeoacaassasasssasasencseas 510-2
. Juvenile Civil...... e et e s et at et et 510-9,510-10
TR = o s X - 510-15
civil

Juvenile Citations....oiie it ieereeeoescsesasessssacnse 510-10

SUDPOENAS .« vttt vttt st aosnsssosssosessesnssssosseonnoes 515-2

SULES . it it iiieetieeaneeneeneeneenossosaarssssonsanns 508-1
Civil Suits

Circuit CoUrt. ...t teteeneeeoeeeesassasaancanssnsansas 508-1
. Federal CoUurt.....ieteeeenteaeceasosscesasansssosasass 508-1
Commanders Information Reports.......cciiieeienneencenns 502-4




Communications Bulletins.................... e 502-5
COMMUNICATIONS RECORDS. & i i i it it ittt et v e v nonossonsoononcse 502
Computer Systems :
Automated Identification System..........ceiiuiean.. 503-1
Computer Assisted Dispatch System.................. . .H03-2
Electronic Mail System...... ..ottt nenenonnnn 503-3
Name Index SysStemM.....ooereertrecenononcnnnns e e 503-4
Personal Computer SYSLemM. ... .o eetisnsstocaocenonnees 503-6

. Police Management SysStem.......ivtieeneenonnosannnnss 503-5

. Property Recovery System............ovvtininienn. 503-7
Word Processing SYSEeM. .. veteetoeseooesanenosenaeesas 503-8

Computerized Files (CAD)

. Complaint HisStoOry...e.oeeeeooneonesosoaosonosssesannas 503-2
|0 T =T o o o 3 /2 503-2
PErSONNEl ... ittt et i eesteooororansasassaasasaneas 503-2
Premise History....o.oii oottt eiioeeooenesseaonananonss 503-2
153 < T 1 1= 503-2
Street GeOgraApPhNY .« ettt et e teaoeoocesenossnoaeosnnanoas 503-2

Condition RepOrtsS ... v ittt innnsesneneesansnnoennens 510-1

Contract Records
[0/0)11] o X: Yo oF - S @ttt it e e 501-2
07 ¢ 18 o o= Yo o - 7 501-2
COUNEY . it it e i it et i s et ensnsocenvononsesesssassoonness 501-2
Faederal.... ... iiieeeeeeeronoeotssosssasannsassasscaacens 501-2
7= o Lo 501-2
| == === T 501-2
e e = T 4 = = 501-2
Memoranda of Understanding........ceeiieennonnnseacsss 501-2
Micrographic ServicesS. ... .ttt ettt tetneanennen 501-2
MULUAL AdQ. . it it tetereteeoeeeassosaeeosossccsosncsasess 501-2
NON-DiSClOS UL . it i ittt et e et e eeeecenesnoesoensaesoness 501-2 .
== 111 1 o= O 501-2
PoliCe SEerviCes....cuvieiiiteenanenseensoennanes e e 501-2
Police Training.....ceeeeneeenereneonosoonssonoronenens 501-2
Private Contracts.. ...ttt eeevannnn e et 501-2
SELALE LEA. . vt ittt teeeeeesesseesasossssaaacssssenosess 501-2
USeY AgreemMenET 8. .. .ceeeereassenscoesosssoessesennsess 501-2

Correspondence/Administrative.. ... ...t eeeans 501-3
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Court Records

Civil/Criminal LOgS . ... v iieeeeeeeeeeraoneoososossananas 515-2
"Civil SUDPOENAS. ¢ vt et v ettt entenocnossssenesssscssanss 515-2
Criminal SUDPOENAS .t vttt vttt sttt eeneenoosocssnannsns 515-2
3T =T o = s o ¢ ¥ 1S 515-2
Grand Jury Indictments. ... ..o eiiieetereesascononsaas 515-2
e OFAer S . i reeitotoeseteanesnaecaasasaoesasonssacscsassna 515-2
e SUNMMOMNS . v v v v vt e v e menecsessesensossosssasssossssassases 515-2
WaArraAnt s . . v i o ittt st et otssensossssoonscsnasnocssos 510-20,515-2
Crime Solvers Records...........c.ctiitiiiienannencnnns 502-6
Criminal History Records.........eeeeeivennncennncencss 510-2

Criminal Investigations

ADAUCE L0t ¢ v vt e et et ssseoseesersscscsasssocesocssesans 510-3
AlCOhOliC BEVEeIraAgeS .. eveeeeoestscosoosososaoncensssaas 510-3
ATrSON/Fatality ... e e eeeecansoecasesnsnsnnseasnnsenons 510-3
= == 1 3 T o e s esaersecereans 510-3
Bad CheCKS . ittt ittt eeeeesoeoscensonsssasasosassossecasca 510-3
Bribery. . i et i iitiiieceeeeeeeeanssonssonncnsoasssas 510-3
BUYglaArY ..ot eeeeesnsnasasosscaansoossssasacssasscasasas 510-3
Child ADUSE. ... it ieeeeeneeacsassssssssscsnasnaossss 510-3
Credit Card Offenses. .. ...t ecrnersssnasnncossases 510-3
Y= 1 o« Y 510-3
Embezzlement..... ..o entinnnneesss ceee et a e e 510-3
| 257 ¥ 3l s 1 ) ¢ NN Y 510-3
FOY Qe Y . i i ittt ettt oecsoaneanseasossssosssssssanoncsans 510-3
Fraud. ..o e:eeeeeeeeaeeoseeseseasssssasasstsansssceensscenss 510-3
B ¢ 7- ¥ 111 3 s TS ¢ [ 510-3
DR = - 5 o = 2P 510-3
Hit/RUN . et v vttt seevseconocssaanansns s e eeec e 510-3
HOoMicCide . .t v i i ittt sttt eneeneneceoacsnaonansaansnsaesass 510-3
154 L1 = 1= oA 510-3
TN UL Y e ettt ettt e teesosscssnessseonasessonnassoscncnnss 510-3
Juvenile OffenseS ... eeeeeeeeeeenecesasasansosanans 510-3
Kidnapping. ..o e iee it ittt enoeeeeasesseasanonnssananssa 510-3
Minor Sex Offenses. . ...ttt enocosccanannsos 510-3
Missing Persons....... e e e ee it et e 510-3
NAFCOL Il . c ittt it et orneceecesscasacososssssassassseses 510-3
Obscene Material.....o.viieeeoeoeesosnssonsasnsnasosoca 510-3
Obscene Telephone. .. ...t i it iteeonansesosasesecennns 510-3
Pandering. ... . eeeeeeneeeenseeoaeesoasseanoanssnaneas 510-3
. Property ReCOVEeIY...:.itceteieeeceooeeossossosecnosacnnoennses 510-3
. Prostitution.......oeeeeeseeeieseesaosasossccnnnsecsocs 510-3
RAD e e v ettt veveesecsssssnsnsacssecsassasansssssssosa 510-3
B e Y 0] oY= ¥ 2 510-3
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Criminal Investigations (continued)

. RUNAWAY ...ttt ettt erensassasesasesenssssosccsnsenasnnsse 510-3
. . 8eX OffenNses8 .. it ececcsessascscnsnccnns N eee s e aeas 510-3
Sexual Child Abuse..... e e eeeees et cnseascasa e e 510-3
. Shooting.....ieveeeeean e v oo s ensereeeccteacneeeereneee 510-3
. Spousal Abuse.......... s e e ecesseses et seerarenne s ..510-3
. Suicide....... e eeeseseacecscteenseeteneeceaeoaranren 510-3
. Theft/Deception....cc.itveeeesesssossnsscasssonssoscess 510-3
. Traffic Fatality........... ceeeeeen e creeena e 510-3
. Unassigned Offenses.....cceeeeceeee S eeereeieeeec e 510-3
. Vandalism.......... e ceececececeessoeenaseon e e 510-3
. Vehicle Theft.........oo.. ce s e eaas Ceeecteresctecesnenna 510-3
. Vulnerable Adult Abuse........ ceee o - ch e s e s e ..510-3
WeAPONS . ¢t e e v o vevacacacsassasasnses et eseeseoe eeess.510-3
DATANOMICS RECORDS .. vttt ereveecscancosnsonnocnns ceeeennes 503
Daily Fuel Records.....ceceeueesn S Y I
Delivery/Receipt Records......... ceeee ceeeree e ..513-5
. Equipment Purchases.......cceeeeuunnen ceeeesessanl3-5,513-7
. Supply Purchases.......cceceeeeancecen s e aeses cee e ..513-5
DIRECTIVES RECORDS . .. ¢t et eeencesasonse ceeveseesarenan ..504
Directives
. County Government...... cere st aserenens et rerres e ..504-1
. External........... et eceeesess s et eaenas ce e e v s as ..504-2
. Federal Government........oiceeeeesesoscoscosscsosnnses ..504-7
. Internal........ teees s o eeneevrecees et e aeanansa e enens 504-4
. Rules/Regulationsg........ciceeettecasvessnsssanans ...504-5
. SOP....ieeevenn e e e et ee e ceeeecece et aeean 504-6
. State Government......ceoceceeronsoncsese eseeene cee e 504-3
Directories
. COMPlimMeNntS. ... eeeeeeeeeeeeneecesceossssssasssnsscesaes 502-~18
. Listings......... ces et e aseanan s cereravaanes ceseeass.D02-18
. Personnel ROStEersS.....ceiceeeeeeeecanossaaans e e e 502-18
. RegistersS......iieiiieiteneteesseensoessnscasnccannsns ..502-18
Disciplinary Infractions.......icci it oesreosanessnosee 509-11
Disseminations
Adult PhotographsS. ... ..t veeientencsssasoecosascencens 510-12
Adult Prints....cvevt it it cr e et ererassosoasasancnnnsnnss 510-12
Incident Reports...... e eereseaetetannna s e e e e 510~-12
Juvenile PhotographsS ... .. cceetieeeeencccsaconncasssnas 510~-12
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Disseminations (continued)

Juvenile PrintS.......oeeeeenneenennn [ 510-12

Juvenile RepOrtS . ... .. iiiieeeeetasecinssceanssocsnssosens 510-12

Public ReCOrdS.. ... iveiiieeeeencooassoseneoossss e e 510-12
Disposals _

a0 o 1= o Y I 513-15

RECOYAS . ittt it ittt ittt eteeseoteseanatosanesassssasneas 513-15
Drug Tax Liability Records....... e s e s e e e re e 510-6
EMERGENCY OPERATIONS RECORDS ... .ttt treescenoooeonsosanes 505
Employee Action Notifications

CAVILlAiAN . e o e o e oo e eeesoeooesecssoasssscssssssossssesoss 509-3
. Crossing GUArd. ... .oue et eicenvsoronscnnssanessonns 509-3
B = 3 s 1 = S 509-3
Employment Investigation Records...........eeeeeeeuennan 509-5
Equipment (Traffic)

RADAR ¢t 4 vt vttt esetoeecceeseseeaosaesscsasasesssasanse c...513-21
B 0 7= =T Lo 11 1= o = ol S 513-21

VASC AR . vttt et e e e eensescasessassascsasassssecsasossssssss 513-21
Evaluations/Performance

Permanent EmployeesS ... .. ittt ietencnsocnconcssonnnns 509-15

Probationary OfficCers. .. ... veiiiieinnnencancnsoneenas 509-15
Evidence Records

Accident PhotographsS. . ...t ieeeeeasonocascssoncnean 515-3

Accident Scene NegativVesS.....veeeeeooresosnososcacnana 515-3

Blood SpECImMeNS. ... ovevrerseneensnesssncsonsoss PRI 515-3

Crime/Incident Scene Negatives................ e vee s 515-3

Crime Scene Processing Reports......ccieeeerteevecacens 515-3
. Lab Analysis Reports...... ..ottt eneeronnencanoans 515-3

. . Lab Examination Requests......... ceseteeeareseanenaan 515-3

Latent Print Examinations........ e s e e et 515-3

NAarcoticCs. e vienereeneasanns ceeeecses s na s eace e ans 515-3

Photographic Prints.......iiiiiiiieiiiieneeennannoans 515-3
Examinations/Employment

CiVILliaAn. . oo e e eeneeeeesesosesescaaasocsosnssnsacessnas 509-6
. Crossing Guard.........coeeeceeneas e ssecereeseseaee e 509-6
. IN-SerVIiCe. ..t teeeerneeeeecasossonsssssscsonsocnssesen 509-6
. Oral/PromMOtioN. . ..iiceeteeceeeecscacsasossocascsesnsanas 509-6

o I o S R R I I 509-6
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Exhibits
Certificates of Records DispoSal......cceeeveceneenons ¥ 3
File Plan........c.uu... e e s ee et e et et e #1
. Records Center Label.......coitiivenecneroncncocnnses $ 4
. Records Inventory FOIrM. .. . vt ieaetanssoccscnoncnonss i 2
Records Transmittal/Receipt.....c.ccieeessessssacnsans # 5

Expense Records

Reimbursements......ceeeceeecscenancnsa et e eeratsasecnan 507-7
Vendors......... Gttt ecssessasnascaannna cee e erestaernaann 507-9
Expungements
Adult Records........... et eceaanaas ceesencerasassasanl0-4
. Juvenile Records.......ceeeecencses s e esecesceseseanes 510-4
Field Training ReCOrdsS.....cieerreescrrccnssnsoncanassns 509-7
Files Maintenance :
. Filing Systems......cceieeenens e eeecrerersec e .-..301
. File Cutoff Guidelines......... cee e creeeses.307,308
File PlanS....eeceeacasn et e e eccaceacasanes cees et enea 310
. Subject Filing Principles.........ccieueeeenencecans ..301
FINGERPRINT RECORDS.... ot vevevns et ececseeneens ceee...b06
Fingerprints (Automated)
. Adult..... cecesnecees et e e easane e e e e ecs s s e ecsesasuoane 503-1
. Affiliates......... Gt e e eocseceee et e v s ee s e easenanea ..503-1
. Civilians.....cce.e. ceressoan ceeo s cesacsesanna eeees.H503-1
. Deceased......cicciteercnnscncns e et ecesesrasescenoosas 503-1
. Fortune Tellers.....cveeveeeesee e e essecearssacsnes e 503-1
. Hackers........ seees o ceeerasan e e et eeccececs e e aneaea 503-1
. JuvenilesS....ccrceccrcnrsanensos et e receccsesenaaa ceeees 503-1
. Masseuses/MaSSeUrS....cesvessss e reececeneans N 503-1
. Missing Children....... C e e et e ecer e eee...503-1
. Police.....iitteerrencacsnnsans e e eceosoeeceecnenarenos 503-1
. Studio MoAElS.....eeeeeeeceancsnsecaasasascssossscsnss 503-1
Fingerprints (Hardcopy)
. AdUltS.. ...ttt ie et G eeeccctteeac v esaaans 506-2
. Affiliated LEA.......c.cccveusen et eececereesetsneanas 506-1
. Deceased........i ittt ittt nrsvosesrsssseress v e.506-3,506-5
. Civiliang....eeeeecnsacoccsancs e e e rectaseaeanas ceenea 506-5
Deceased Prints...c.cicececeicncececancocnscnsns ceees.506-3
. PFBI........... s e s e eeeesesesesanectaaeneacenannnn ceees 506-2
. Fortune TellerS ... ieeteecascarsscsascssasseanscsssoennsossse 506-5
Hackers.......eeeae. e e e s eeessee st ens s aces e es e s 506-5




JUVENI LS.ttt t i ettt eneseeeaeanssenosaosacnsananeens ....506-2
MaSSEUSES/MaASSEUL S . v vt veseeseoccececcosesssacencsasess 506-5
. - Missing Children....... Ceee e esecss et et a et asaeasas 506-5
. Non-Affiliated LEA.......citeeeeeeosccaossssnassassanas 506-4
. Police.....ecene. ceeee e e s e et ececarereceese s 506-5
Studio Models.. ..ot ittt ieececssconccsannssossnesens 506-5
FISCAL RECORDS ...ttt eeeecnces c e es e s et e v s et eseceesnaenaen 507
Firearms ReCOYrdS.....ueeeesessecsssscssossascsscsossosnsssess 510-5
Firearms Tracing...cceceeeeceassas ces e v e ce e s e v ecoeneaeae 513-8
Forms......ooeveeee. e se et s oo ereneesse st esranneaesa . 501-4
GrievanceVDisputes
. Administrative Hearing Boards.......eecivsrtoeecsonnan 509-8
. Equal Employment Opportunity.......... Gt e v et e aaan .e..509-8
Fraternal Order of Police....... e eeeae ct s e s eeesecens 509-8
. Human Relations Commission............ Ceecoaeoean . e..509-8
. Performance GrievanCesS.....c.eeceesese. ceereecenen cees e 509-8
. Police Civilian Employees Association................ 509-8
. PrOMOtLIONS .. ..iueeeeeeeasecosoesossessssssasssssansaces 509-8
Hazardous Substances........... Ceeececseecnesesessaeeas 515-4
Health/Safety
e AIDS .. i eeereeetecocccsenoness ce e e s e e e eecaseesas 509-9
. Communicable Dlseases ................................ 509-9
. Doctors' Certificates..........c.c... s e e ceeeaaes «ee.509-9
. Infectious Diseases........ st s s e essenecerenseereneaee 509-9
. Medical Referralsg.......c.cceeeeeesscscccsaancasasansnns 509-9
. Workmen's Compensation CasSes8......ccceseeecesosccscss 509-9
Hiring/Employment
e CilViliANS.eeeeeeeeesesocnoseonsesasnsssasasassaassansssaos 509-10
. Crossing GUAXrdS...ceeeeeesceseceosossscssnsccsnsccnscas 509-10
. Police...... t et e esnceceeceseeeseneean Ceeececeresenenn 509-10
. TemMPOrAri@8. cvcieeeeeenecscsssecassasosessssccssonscsscs 509-10

Incident Records (Central Records)

. Adult Civil Citations........ c e et et eeseeet et et aneas 510-6
. Alcohol Influence Reports........... ceetesetssetansana 510-6
. Animal Bite Reports......cceeeeeasn c et eeceeer e 510-6
. Chain Custody Log/Analysis ReportsS............. e 510-6
. Computerized Incident Reports ....... C e e s e e are e e 510-6
. Continuation Reports..........ciieiieeeecnannccanns 510-6
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. Crimes Against Persons Reports......... e es e 502-7,510-6 ’
. Crimes Against Property Reports.........cceevevevoccos 510-6
. Crime Scene RePOIrtLS.. ..o iereeeeecttscacersrsosccnsceisessDl0-6
. Damage Notification Reports.........ceiiiteeeeenanses 510-6
. Detective Supplement Reports........cciiciieeeeeacens 510-6
. Disgtrict Processing Reports......-cveieeeeenocsnns ++..510-6
. Evidence Reports...... cteeesees et s ee st ececasenr e 510-6
. Field Observation RepoOrtS......eeeeveeeeesocasancnans 510-6
. Fire Investigation Reports........ccieveeeeceass eeee.510-6
. Forfeiture Summary Reports.......cccieeieeceeences e e+.510-6
. Firearms Discharge Reports............. ceeeevetesenne 510-6
. Incident Reports...c..eeeeeces ee e e eee e t e e eenenre e 510-6
. JInvestigation Reports.......ceiceeeencess ceeeeeeeeen 510-6
. Latent Print Examination Reports.......cecceeviceenen 510-6
. Lineup Reports.........ciiiitiiieeinecncentenennsons 510-6
. Missing Person Photographs......c.eeeeiteeccesvesnnees 510-6
. Special Reports...... e s ecececteeseenroternevecea eere..D10-6
. Statement Reports.....veeeeecesescacasccs ceneen ceaees.Dl0-6
. Vaccination Reports.......... cteetecesreaasoana ceeeee 510-6
. Validation Reports.....cceeieeeerencrsacanss cet e 510-6
. Vehicle Release Reports........ e et csetecseccanannn «e.510-6
. Vehicle Releases/Showcause NoticeS...eieiveveveaaneass.nl0-6
. Weapons Teletypes......cececeeenes ceessecescesetssanee 510-6
Incident Records (District Stations) .
. Accident Reports......ceeeceececsocncnccee ceeseseneane 502-7
. Crimes Against Persons Reports...........ccceceen e...502-7
. Crimes Against Property Reports.......ccceeceevensen .e.502-7
Informant Records........ s e s e s s ceceissescsacctsssaseseena 510-7
Inspection Records....... ce s eeceoeene Ceeececcscecascacns 501-5
Insurance ReCOrds....ceceeeeeoscoes ceseveaas cesesanes ...515-5
Intelligence Records........... ceeraccceanns eesesesasesesD10-8
Internal Affairs Records............ ceresessssssssesessed09-11
Internal Electronic MeSsSagesS.....cccieeeesrcccssosooccsoenn 502-8
Investigations
. Accident....ceecevscoscccsoanss e ereeteescessccca o 509-11
. Background............ ceteeaccanasan et ceeasseacsesnes 509-5
. Civilian....ceceeesees ceeeesecceseceenas e eeess e 509-5
. Criminal......cocvee.n cecsceseasaana cesser e ceaees 510-3
. Crossing Guard...... s e e e e s eecasesearaaana cececcaan 509-5
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Employment. ... ... ..ottt ianceananns 509-5,509-19
Field CasSe8 .. .iveeeieeeeeerotoeseeasenoneasonosoasanscs 509-11
Internal AffairS..ie.ee e ieeeeeeeeeneeeseosccosssansansens 509-11
2o Y0 1 . = 2 509-5
SUDPEE VIS O Y i vt ittt tvesecceacasasesasosnsssnsnnsssssos 509-11
JOD DeSCriptionS .. vee et eieeceossossnsssssoscscssnssnoses 509-21
Job Opportunity Bulleting.......v it iinneosonesenennnns 509-12
Journal Entry ReCOrdS....c.eerinersnssnseassononnnsoscas 507-8
Juvenile Records
Arrest ReCOrdS . .. uveeeeeeeeeeeoessosocesosossssosscnnssases 510-11
Civil Ciltations. c.. it tiiereeeecasoesoasonasssssonsoas 510-9
Crimes/InCiAentS . . .cueeeeeeeasscacsssssssassoscsscsnoes 510-10
Liquor CitationsS.....o. ittt iniveeeereecennecenesonnaccas 510-10
Youth Field RepPOrtS...ceieeeeteersoassacesocnsossosonenas 510-21
Juvenile CitationsS. ..o, vt eereeeceonasonssassossancsanes 510-10
JUVENILEe LOGS .. et iieeteeeoesoeosnsssossssossesscasasnnennss 502-16
Juvenile Arrest ReECOrAS. .....cveeeeeeeoeoasosossssasssans 510-11

Latent Records

COUNEY CaASE8 . v eeeeeeeeeoseaooseaanssassssssssssssoess 515-6
Latents/Identified.....c.ii it iineirsaeaosonnscansonns 515-6
Latents/Without Value........... e et eetteaenaanne 515-6
Laws
COUNEY . v it ittt st eoaescsesesossscascsosssscssssenansass 508-2
Federal...ueeeeeeeseeseeseasssaosssseseaasonsosasesnoes 508-2
SLAE . e it vt e eeenooecansoesasassssacsaasosessnensasanse 508-2
Leave Records
AdMINIiStrative . i et ittt iiie it eeeoseoconsossansnesans 509-13
Annual.......... A 509-13
AWOL . v+ it et ettt eenseeeoeecanneeeoeaanessoanassasanoesas 509-13
DisA@bDility . eieeeeeeeeeseaoonaosonssasaassosnssascaneans 509-13
DiSCretilonarY ..o e e et neeeeeeeeoaeesoesasosasosennnenssss 509-13
HOLliday ..o v ittt eeninesonaeeasetaceeennseaasasnansans 509-13
1 o T D "2 509-13
LWOP/FULIoUGhN. ¢ v vttt ittt ettt teeeeeassaneassaaaaasanaes 509-13
s E= 3 o8 =3 o ¢ o 1 Y2 509-13
MidlitarY .o eieeeteneeeeoaoseaesseenannnanasnssseansess 509-13
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PAternNal LeaAVE...coceeeeceoeeoeseeoeecascscssscsaacnas 509-13
. Personal DaAV......eeeeceeoceoancananenannnes C et e 509-13
. Sick....... e e e eeecase C e e e et ecct e eetas et ansenns 509-13
LEGISLATIVE/LEGAL RECORDS.......ccterevcennnss Ceee e 508
Lesson Plans.......cceeeeance et ece s e Gt e e s e et esensane 509-14
Line-Up ROStErS ... ciceeeeceeanrcannna c e e c e et 502-9
Logs
.  Adult Prisoners.......... ceee cereesen creecseesssesssn02-16
Alcohol Testing....... ceeseressaneeaa ceena ceeesacans 502-16
. Civil Subpoenas....... te e et caaseas e ceeesesessssasesadlb-2
. Criminal Subpoenas...........cccceieranens ce s e enns ..515-2
. Juvenile Prisoners........ ce s eeseeteeeeeaene et eeeae e 502-16
. Missing Persons......cceeceeeesscecccoccsoans ceesesense 502-11
. Prisoners........ cetecseessnos Gt e eeeseeeenes ceces e 502-16
. Property...... e etececanane e teeeeereeaean Ceee e 502-16
Radio......... ceeserecssans et esaeesas S eeeeeeeseseaen 502~16
Lost/Missing Property RepOrtsS... ...ttt ensrenscnaconsse 513-9
Maintenance Records
. BUlldingg...eeeeetireeetotersoososrsersassassensnnsssscnceos 513-10 .
. Facilities.....cieiieeenenns et st eese e naas et 513-10
. Ground@sS.....ccceae-s ceevoesesessertranese c et esecssaenanan 513-10
. OfficCesS....veevecescarasssnocns e evs s eenueas c e e s en s 513-10
. Propertv...... et e s e e esecccrans cecasacsee teessecseeesDl3-10
(3] o Y- Lo - 2 Y A T 513-10
Traffic Equipment............ e s e ececereesareesesones 513-10
Vehicles. ..viieeiieeeeneceraseacnsassnsanns e e ee e 513-10
WEAPONS e ¢ v st o e vsenasosoasoscsasessosccssssescasescsnsss 513-10
Messages
. Electronic/Internal............ Gt e e eececv et 502-8
e MILES . et iietieeeneeenneeeesoeeesoeseseasasacansesssssaD02-10
. NCIC...... G eceetecsscaacsacanas A, .ees..502-10
. NLETS....... Ceeeenen s e s etscesan et e s ees e 502-10
. Telephone......cteeeeenesecensccosassoscssvcossnses ee...b502-19
Micrographic Records......ciceivenceccscecccanseccsssasa4qal0
. Criminal Investigation Records........ ceeceaens 510-3,515~7
Directives Records......cceeeeesecsnscsn ce oo 504-4,515-7
. Incident Records.......ceceeee. c e eceereceanesae 510-6,515-7
. Vice/Narcotics Records...... et e e e ceeaen veeesH10-3,515-7
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Micrographic Sérvices ......... e e s st ettt et et
Minutes ,
Chief Of POLliCe..uiieiiiiiineneeeeeneeeeannnenenenenn
UNit COMMANAEE S . vt e e vtereensononnoseeenensennnns e e
Missing
. Person Cases.....ccoveee. et e e e et ar et esat et eaasnees
FToTe £= 170 = of =T o - 1
. Photographs...... e e e s e e e s e st a0 et eneaeeeesseseensn
. Property.....iiceieeciceccncas teeseannes e s et s er s erenee

Name Index System (Automated)

. Adult File........... e e e e eees oo s e st e s st e s e s v ensnee
Incident'File. ..... ceseen ce et e e e e s o ecoceaces oo
c dJuVenile File....ieieiiieieeneesenesoossoeanoanocannees
NCIC
. Administrative MessagesS..........ooeee.. ceeaen ceseeaaa
. Boatg......ccctteeenns Pt e e s s s e s s s s e e e s e e st eso e en
e BUNS ... ittt eteeeoeesesesananens et eee e cr et ee e
© License Plates......uieeenneeeeetossceneoeeeeessecnees
MiSSing PerSONS. ... it iiteeeteeeneenenaeeeennoenseans
. Property (Articles)......ceeeee. cracee e creseenen .
. Protective (U.S. SeCret ServVicCe) ...eeieeeeeeeeeeeeness
Securities........... ct st s e e e e e et eseses c e e e
Unidentified PerSonS . ... eee e e teeeeneeeoeneeneneenas
Vehicles............. C et ettt e e e e s eee s et e e
. Wanted Persons...... o e e e et as et et e s seececeeeecnesanes
Warrants (Canadian) ...........eeeee. e et e e re e
Negative Films....c.oeeiineenneneeeenes c e s et st ee e
Newsletters....... € 6 e e s e 0 e et e eaacacataceeeseeeseeeneena
Newspaper ClippDinNgS . e e ... e et eeeeeeeenoeeeeesoeeeeneenses
News Releases........... h et e e et e e et a e e
Opinions
. County....ceeeceveces 6 e e e e e s s s s earsascerennas s e s eee
. Federal.......... et e e e e et s et e s e e e e see
. Police.....ciivvernn.. s et s e e n e e e s eserseeseeneannen
State......... ® @ 0 5 6 8 6 68 6 o0 an e anececeeoneesesaeeeenceea
Organization
Charts..veeeeeeeeeeas e s e e et s e e r st e eeee e .
T ¥ < ¥ ] o 3 ol -

503-4

503-4
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Organizations .

. Colleges/Universities....icieeneeeiseceecnsssossassnnes 501-8
. County Council.....oeeeaueean ceeeanen c e c e e e e e e 501-8
. County Government AgeNCieS.....eiceeteseccsconsennnnce 501-8
. Federal CourtsS....ceetviecsrsesesccnssoncnns ce s e 501-8
. Federal Government AgenCiesS.....ciceesooscoccecccacnss 501-8
. Federal Legislature...... ceeeereeenaeass c e eee e .501-8
. International GroupsS........cceese0e. ceeeann e e e n e 501-8
. Law Enforcement Agencies.....cceceeeees Cesececsansans 501-8
. Municipal Government Agencies...... A «..501-8
. Other Countries........ Ceesenceenassanes ce et e evaanes 501-8
. Other Committees......ccouse e eeecccssccs et e aanens 501-8
. Private Organizations..... T I 1 B
. Private Security AgeNnCiesS....ceevteersscccoccssone «.++501-8
. State Coyrts.......... e eesecceceseassnescssssssesseesn01-8
. State Government AgenciesS......... Ceececsecteterrenenns 501-8
. State Legislature.....iuerineerenesescconossoancnosnss 501-8
OTHER POLICE RECORDS ... et ccevenesacscsocnsaascse ceesssaase 515
Pawn ReCOrdS/REeCOVEIY .. vt ereiteeesotesosossssasaseassns 513-12
Pay Schedules..... ce et s evessecsscnraes e s e e enenes e e e e 507-10
Payment Records

. Pay SchedUles....c.iteetescccsnscssscsnccascs cescan ...507-10
. Petty Cash......ciieeeeensoannncssoe S, 507-12
. Vendors....... ceereseecescasenenea ceececeasascananaas 507-9

Payroll Records

. Athletic EVeNES . ... cieeeeeeososassssasosssssssanasnsaes 507-11
. Bi-Weekly Strength Reports........cceece... ceessenans 507-11
. Compensatory.....ceevceeceeees cr e e e e v enn s e e ..507-11
. COUurt...ceceeecancanas e e o ecceeesvessecsvas et e e e aaasans 507-11
. HOlidaY...voeeeieeeoeaonoaenosscssssssasocnconsannsscess 507-11
FRN 0 V7= o s 1 11 =S 507-11
. Time Sheets/Daily...cueeieeeneeeenccencosssssacnsansona 507-11
Performance Evaluations......... ceeeecesasecnrenssenasssn09-15

Personal Records

. Civilian Files.......ievecn.. et eessecaarecsaana eee...509-16

. Crossing Guard Files......oiieereeeeneseccosaansncecas 509-16
Police Files........... teeecr et one e ceeeesacenananas 509-16

Personnel Files

e CilViliaANS...eeeeeeeeeeeeceoesonsosasassssasasanes .e..509-17

. Crossing Guards........ ceeecseeenane ceeeeseneesaaanen 509-17

e POLiCE .t i eeeeneeeeseeceosasesssanansonsssssssasansannss 509-17
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PERSONNEL RECORDS . i v vt s ittt ettt oo esnsosansacsacessssenaas
Personnel Pension PlansS........e e enreoeeneenosessnnsens
Photo Information SheetsS. ... v ettt etnonenasoesanansos

Photo/Negative Records
Accident Negatives.......... et ettt e e
AdUult NegativVesS .. u. v oeeesaetoeaseaaasoesansennens
Black/White Photos (Adults) ......c .ttt inennnnnnnn
Black/White Photos (Juveniles) .. ...ttt iennenas
Color Photos (Adults) ......eetiiiieiiniinenanosnosnsns
Color Photos (Juveniles) .. ..t iieeetesososososensss
Crime Scene NegativeS...i.eeieeeioeaoeosaononcoscnnans
Incident Scene NegativesS. ... et i vitonsoonenesoesaenns
Juvenile Negatives ... ...ttt iniveonnononnaesnenan
Photo Information Sheets........c.uiiiiitnoeeoseonnnans
Special Event Negatives...... .ottt emniennnennn

Physical Inventory Records
CoUurt Properiy ..o e ine i rneteetenosnscenssnssaesaanos
FiXed ASSEL S . uuuiveeneneeeeenassssessesonasscsasaseans

QI oo X o X o1 J
VehiclesS . it e ettt i i teetannaeeaonasns it e et e e
WA PON S s ottt st s ot s e st oo assoanoonesacsensonsscosssesas

Plans (Emergency Operations)
BArricade. ...t it trneeeioasstrsonssssccsnanoanens
Bioclogical Warfare........e it einneerneannonnncans
BOMbh EMErgencCyY....cieeieeteetontencnnsscancnnconnennas
Chemical Warfare .. ... eeeeeereoneseosoonsoonsnssenseass
Chemical Waste .. u. e ittt iineseeeneeessnseoeoaannssoses
Civil DisturbanCe. ... .coeeeeeeeeeronosossoscoensansns
CONEINgENCY et ittt vttt et nanneesseesnsossssasascsossansasss
Desegredation. . v. . e e e eeereeeesoesoonseseanoanasnesnss
Emergency Radio. ..... ..ttt it enenersennsaesonnonns
J DRV To1 b F: 1 o 1o ) + 1SN
Hazardous SUDSLANCEeS . vttt ittt it e teneeceeeoacsononess
Hostage Operations.......c..iiiiiitierennanssoeacacnans
LAbOY SEriRE. i it ie ittt ittt i teeeeeeesaascessaannsnnss
oY o T 1 N5 -2 ol Ko ) o O
MUEUAL Add. . it i it it e ettt et e terteesaossasasssansacnsas
NAtUral DisSaAsSter .. vue it ieeoeeeeaerooesensananens
| (70} o 10l R = 12 ot 1 o ) « A0SR A
Nuclear Warfare........uiiiiiiieeteeeneennsnnnannnas

509-18
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. Physical Security......... ceeean et ee e an e 505-19
. Public Safety...iieeeeieeeeeecaaaosaannsoancascaans ....505-20
. Public Service.......cecivveenne ettt e ceesecenaaseeen s 505-21
e ONOW. it ittt torsesosavsaavossanessosossassssosscsoessessses 505-22

Special Events....uvieeeeeeeeeiacscsesssassccsocansasens 505-23
. Tactical Dispatch....... et e escec ittt eea e 505-24
. Terrorism.....cceseoesasccanas e et et e ceret s ananesnan 505-25

Traffic... et eeeeseecaneasaecnss et eenat e et 505-26
e VIP i iteeetoeaeesonosnocsssasasnacnsa Ceeeteetenreneans 505-27
. Water.....ieiiieeeeeecansonannnaa .. cersreseasseans 505-28
Plans (Management)’
. Administrative..... cete e eencan Ceeesteenscansaane crenan 501-9
. Division........ e e et e sceasseasearasecse st ens ot nanuse 501-9
. Management.......ceeeetecoaosassossssososssassssosonas 501-9
. Operations.......ccvevereeeesccsosnecess “eeeesen e .e.501-9

Section.......... c e e s eeccanasteacescasereas et aessneans 501-9
Police Management System (Automated)
. Adult Arrest ReportsS.....eeeeeeevencnasen seesacsssassb03-5
. CAD Reports....cseeeses t e e e eceeteseertsss e s eass e .503-5
. Criminal Analysis Reports........ceiveencses cetec e 503-5
. Incident Reports.......cceeeoseas ceesteeescteanans ees..503-5
. Juvenile Arrest Reports8......cciceeovesoososcns ceoaan 503-5
. Persons RepPOTrLS ...t erceseetvecoroasosnsnonsnccsncscs 503-5 .
. Property RepOrtS....cceeeseacesssceacensascsscscansanns 503-5
. Suspects RepoOrtS......cierevecscrsccnsecescscnsoncanas 503-5
. UCR REPOTrtS..ceeeescosesnnronsnos ce s s e es e e e s e e 503-5
POLICE RECORDS ...cvevvenncannnns eeeecesastoaceneanaoes 510
Polygraph Records

Criminal Investigations.......ceiiiiiiieiereceeeneennn 509-19

Employment Investigations..........eciieiinieiennnnnnn 509-19
Position Action Requests......viiiiiverenscocccansanasns 509-20
Position. Identification Records........cieiveiieneeens 509-21

Positions/Personnel

. ACLiOn ReqUEStS..cc.tttteencstsoncoccnnccacaccnaass ...509-20
. Identification Records.......c.iiicieieecncosonnnsnnns 509-21
. JOb DesCriptionNsS. ..o eeieeecrnststssoancsasceascansssens 509-21
. Job Specifications.......ccit ittt ccnracnsncnns 509-21
Property Recovery Records (Pawn).......ceeeeeeeeaenns ...H13-12




Press REl1eaSEe8. ... ceeeeeeesstsnssessesansacscosssnsassas
PRINTOUT RECORDS. ...ttt eteersensnnas et et s escenoocenaaene
. Adult Arrest.....ceieeerecrcessrsransssosncannsssoanense
. Fiscal...iieeiniiiiiiinneeieaeneeeeesnsaonsaansaocannas
. Police Incidents........cciitiitiiriernecnanncoconnss
. Property.cccecececas st e s e et st e et e s s e e s ac s as s s s ees o
. TrafficC...ceeeeieeecescacnnssnncnca R, e e e
. Other Printouts.....cccitveeentoerennssonse et een e nns
Prisoner

. Logs....oec.e ceveecesesaneans e e re e Gt e eceesn v reavan
. Property Records..........iiiiieuierennronseenacoannnns
PROJECT RECQRDS....ccvv... e s e eaceeeennes et et sesaesanen )
Projects

. ACtion TeaAMS ... ...t eenecssosssoscsscsnssasnasassssess ,
. Auxiliary ServicesS.....ccocecasn. ceteereaseannas ceees
. Capital Improvements.......oceoesoeee C et eetees e
., ComMMUNLICAtioNS ... it ecernorsoesnsosnsnssasssssnnsssns
. Community Relations.........coeee. eresesssasesnan e
e COMPULEY . .t oot teeeatoassacsosscssossscsscosncssssnsoosocsoos
. Crime Prevention.....eeeeeieeeeeanns Cetee it e
. District Stations.......cicieeenrenne ceecaeseenanas .o
. Graphic Arts..... cesenencea ceassacaas e eecsecssacennas
. Informational ServiCeS......ccieecersososesoonsennonnss
. Inspectional Services......eveeeeas cereesenns e eee e
. Planning/ResearcCh.....c.ccieivieececatoccoansascccnnasns
. Police Basic Training........eeveeeee ceesenne cteseans
. Records Management........... ceeesane st e eceac s ssacns
. Special OperationNS...c.cceeeeetesescscssssoasoscnsnsecs
. Special Projects....icceeereecsnssssccsossasoansasscnes
. Other Projects.....cueceeececcccscnosannconas ceeenne .o
Property Records......ccceeesesccccasoacoes ceeesaraneacees
. Confiscated........iiiierieeneriennanns P eeseessensransn
. Disposed....ceciccitercarcrcnanaa ceesensanna ceaeea .o
. Found............ tcesces s e e e e eana te et censsesanaans
. Held.......ecu0.n e vete s ersees et e ees st e vt e s esnanaan
. Notifications........ceievieereeenns s eeceseessa s an
. Pick~up....c.c.c... C e s eceseenseseserececseeseescereeenn
. Released.......civviienenes ieteesvseseersosssacaaaaanaa
. Stored........cc.. s s et cesses s ass e s e e et eecensassaen
Property Claims Records.......cveeceeacanosccsaosaaccecsnsas

512-10
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Property Disposals

. Abandoned PropPerLY...-e..ceveoeeneaenenns e 513-15
. Abandoned VehicCles., ... ..u et ieeeeeorecosnossassssssasnsae 513-15
. Alcoholic BeveragesS.......coiveeesesrsossccssonsoasancs 513-15
. Handguns.....e.eieeweeeceeosescasoseossassssascssssasssss 513-15
. LOSt Property...iue.eeeeeceesoeesesncsnseassoscsasansnsa 513-15
. Narcotics....... e et et eesssees st earnaeseaenn Ceeae e 513-15
. Police RepOrtsS.....cieerecensveavonessannsans ceeraseanas 513-15
. Property (InVentory) .cceeeeeceeaeecaccsvocnns cecearans 513-15
. Surplus Property......... Gt e ctececessseasessaan seeeeseabl3-15
. Vehicles....cceceve.en et e eseeececssnecsacnnsns et e .513-15
. Weapons....... h e e s e s e eseesererevsecesenraea cesenes .ee++9513-15
Property Logs (Prisoner) .......cceieeecesecncccnennanens 502-16
Property (Receipts)
. Confiscated Property..... t et eseseesssevesessesreaneens 513-18
Evidentiary Property..... et e et ceee e e eeneas 513-18
PROPERTY RECORDSf... ..... cees s s eneane cevencseannessunsen ..513
Psychological Récords.
. Clinical Records......cccveeecenscs e s s eceneeseecennas 515-9
Communicable Disases.....ccveveee. e eeecncecscnaeneenn 515-9
. Exit Interviews.......... cecavoean ceecevetsesncseanane 515-9
Referrals....cccoeeeeceecees cesecnea ceecesorseneas s ecoasa 515-9
Purchase Records
. Field Purchase OrdersS.......ccceecececccasancaos ereeeseb07-13
. Purchase OrderS......ccseveetsosescscasssossssnocsasssccess 507-13
RaAio RECOTAG . ..t iveerreeecenencesasossssnsassssnsssssss 502-17
Receipt Records
. Clothing Allowances........ceceee. Ceecesenesesaceeens 507-14
. Equipment AlloWanCeS.....ceeossecsnscsscen ceeseeeseaeen 507-14
Report SalesS....veiieiitineeesaesesssenesacososnasnasna 507-14
. Vehicle ImpoundS...cccecessscocsss seectesessecanseassad07-14
Receiving Reports ) .
. See Purchase Orders......c.ccceeceeene ceeeean ce e eecaes 507-13
RECOTAS/PUDLIC. sttt st veeeeeeenenceeeennseananananaasssas 411
. Administrative......ccceececcccronss e e e een s eeeeeee 501
. Center ServiCesS.....ceceeesocenscanss c e te e e e e 408
. New ReCOrAS.....cueeeeeescenocccsssssssscsoscsccascsocsoss 404
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Records Management

Archival RECOrAS.....vi'vieeeeneeeeeneoscocasens e 409
Benefits................. T 201
Definitions . .ttt ittt ettt it e e et e e 204
Disposal Authority.....oeeieieiniieeeneonennnseneenns 402
Disposal Certificates. ..o ee i ieencinsennancns 406,501-10
| =3 Yo = X T = 405
Digposition StandardsS......eeieeereinecosocasscnsonns 401
MiCrographicCsS . v ve et e e nosessocssancsannssasssnocnosss 410
NEeW RECOTAS . v v oeeeteeeeoesossanasosessasassnssasoaseseses 404
Policies....... et e et e s s e st et et e 202
RecOords StLOrage....oieiceeereececoasecoesoosaanoncs ..309

. References (Legal)......c.uvvu.n @ttt et e ettt 207

. Responsibilities........ ittt eeonennoennnns 203
Retention Schedules. ... ..t ittt iterasnccancnsos 403,501-10
Retention Schedules (Revisions).......eceeevseanssees 311
TrANSE Y S . v i vt vt eeeeensoanacossasossnssonsanonsns 407,501-10

Reports
Accident...... .. enans e e e e e e e et e s e e 502-1
Adult......ciiiennnn ettt e r e ee e e et 502-2
ANNUAL . it it it e e e e tecorasnsasasanasensesesessasasssss 514-1
AT L eSSt .t ittt ittt eecesocassosesasacasnssscsancessscsaes 502-2
Calls fOr SEerViCES ... i ieeeeeeereescesassasnssssaneos 514-2
Crime ANAlYySiS .. v vttt tetenesosornanseneancsesoenenes 514-3
DALY ettt cttecnoenseasesansasasencssasasssansasanases 514-4
JUVENIl@. ittt ittt ittt et eenseasoaeessnsnsaocacasnsansas 502-2
MAARS . ..vcvvennn. PP e 514-5
Monthly......coeeevnn b et eases et et s et e an e 514-6
Personal CaAlu...eeeeeeeeeeeasonoeosscasacasasesosssaeas 514-7
Property REeCOVeIY ...t ve e iteeseseaosvcsossosasnsnnnssaa 514-8
QUATYEEE LY e e ettt et et ssoveosssecosssassenenssscnannonesss 514-9
Service INAicCatorS. i i ieececoeetsssasasosenenasss 514-10
Situation............. et e s e e ee et e e ittt 514-11
Staff InspectionsS.. ...t eeeseeneeasaoseooaanasann 514-12
UCR . ittt et et sneoeensssssosssssssssscssasasessss 514-13,514-14
WEEKIY e ittt et ceieseoavsossasssessossnnesosasssansaess 514-15

REPORTS/STATISTTICS .t et ettt v evascesasosasansssosssosanseas 514

Report Transmittals....oeeeeeeneeeeceronoesosnsaneansin.a501-11

Requisitions A

. Equipment.......ceeitteeeetcttassotasotasetoncsensenon 507-16

. Printing/Binding.........oivi ettt ittt ctctncscssncaans 507-16
Stores Requests. ... ..ottt iiiniosososasosasonoenes 507-16
L2331 2]« 31 1= - 1IN 507-16
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Resolutions .
. County Government...... et eeecetee e cees...508-6
Federal Government........cccoeseee c et et e et aa e 508-6
. State GOVErNMEeNt .. ..v.vveenocosoreooconcocntsoncasonsoeses 508-6
Revenue Collection Records
. Bank Deposits......... ceeeeene Gt e e e eecresenensiseeacees 507-17
. Police Reports..... St eececsecsesteccsseacanennes 507-2,507-17
. Property Sales........... ce et o s e s esecene ceeececoanes 507-17
. Receipts..iiieieitieteeeetetessoncoscsanenns ceeessese..D07-17
. Transmittals.......cceveeeenee cererseserseseenna YeeeaD07-17
Ride-Along Records.......cceeveeeneacons cececesssesnanane 510-13
Rosters/Directories.......ccvee.. e he e ceescarseeanan ..502-18
Security ReCcOrds.....cceveeosesacs ceecenenns ceeeaen eeee.sH515-10
Security Survey Records........ Ceeeeceneaeeas ceesseeeeseDl0-14
Special Funds (Intelligence)......cccee0eve. ceeecsesese.D07-18
Special Maintenance Guides
. Audio TapesS.....eeoe.. ceeeeana s e e eeccenerencsseananes 502-3
. Communicable DiseasesS.......ccco.. e eeeceaeceae e 509-9
. Correspondence......... ceseesscs et s esccasasosoacsnans 501-3
. Court DecisSionsS.....ceceeeecoens ceenen s eeecenn e .e..515-1
. Criminal Investigations....... cecean s s et s esansnsasans 510-3
. Directives............. e e eoees e e s ccsceseanencanas ees.504
. Employment Applications........ et et seeneseeeeens ....509-4
. Employment Examinations..........ccceeecse ceesenssse.D09-6
. Employment Investigations...........c... ceeeeees ee...b509-5
. Hazardous SubstanCesS.....cccseecacsasssscsasasscs c...515-4
. Informant FileS....ceeeieieeencssosnasseocssnsasasces ..:507-7
. Intelligence Files....c..vcevvceene ceeerevansssereanenne 510-8
. Internal Affairs CasSe@S....cceveeescessosacsacascecs ....509-11
. Juvenile Fi1leS...cveitereeeecsesasosecsasasnscs 510-9,510-10
. Leave Records....cceveeenvcacens et et st e s as e eane s 509-13
.. Personal FilesS.....c.ieeeececrencanananaas ceeeeeeeea 509-16
. Personnel Files......iieeeeeoeans cecteecessesscernens .509-17
. Photo/NegativesS......cuvrtteeeeeeecescsscaasononnsassas 515-8
. Physical Inventory Records......cceieececcoccascas ee.eH513-11
. Polygraph ReCOrdS....ceceeeetisecsnosaccesncssanssocasse 509-19
. Printout RecOrds......cceeeeeeesencecocae ceeeeecas s as 511
. Property Records......coevevconcnns ceresan cessnan .ee..513-18
. Training/Education Records........ciceteenscsceannssns 509-24
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Statements (Investigation)

ACCUSEA . i ittt ittt it et een ot eerentees e arsanans 510-3,510-6
Defendants. . ... ivtireetetnenenaccnssonsonens 510-3,510-6
LY o o 1 . P 510-3,510-6
WitlnessSesS . ..t v i ittt it e et oasnososcassnannnss 510-3,510-6
Student Records
Intern ReCOrdS ..o .ee e reeeeaoacsacenaosana s e e eecnaaan 501-12
Personnel ReCOrdS........ceeteseesescaansansoannnsosss 509-23
Student Personnel ReCoOrdsS......cieeeeeseosnssesssessacses 509-23
Studies (See Surveys)..... e e e ettt e e e e 501-13
Subpoenas
Civil. ..t veoenonnnonse e et et s e e a et e n et et eenenns 515-2
Criminal. .o vt i e ineeeeoeeceensseasoeosassenaanssnssosas 515-2
Surveys
Administrative. .. v..e e eeeoenososoenon e et 501-13
COMMETrCLlal. . veeieeeeeeeeanoseaeasaaosassssanasnnansanss 510-14
Management........ceoeeesencescccccnsoncocas s e et 501-13
. Residential.......oeeetenconensnsnsoscasosnocsaes c e 510-14
P APES .ttt ettt tesosonsenossssneansassenosanssnssasssssassse 515-1
Telephone RECOIrAS .t it ittt it teseeeneeaecsssosssscossscasns 502-19
Teletype Records
MILES MESSAUES . .. eeeesvesecssascesosscscesccnssnssass 502-10
NCIC MESSATES ¢ ot o v esosososoassessssanssasnsoscsssssaes 502-10
Teletype Write—UDPS...iiieieeieeeteoesenseassoocasossasasss 502-20
Traffic Equipment Records.......c.icou et iiennineccocsences 513-21
Traffic Records
Accident Negatives......c.oiieevinsecancns e 510-15
Accident PhotographS....ieeeeverorsosnscsessoascnnsons 510-15
Accident RepoOrtsS. . ... et eeeeneeaoasns e et e e e e 510-15
Citation TransmittalsS......eceinenceoncsns c e e esereaas 510-15
CitationS . v it eie ettt eeeeeeasoasaasasoasnssnssssaasas 510-15
Driver Re-eXaminationS.......ceieeeeneansesnsnseanosas 510-15
Equipment Repair Orders....... ..o iiviieeecennoacsonas 510~15
. Field Observation Reports.........c.cc000e. et 510-15
. Suspension OrderS.......cceeeesescassoconssssasssanes 510-15
Tally Records......... “ e e e e s es e st enssasessaseseacens 510-15
Warning NOLLiCeS .. vt i vt et eneeeoaesoesnnscnseassancsans 510-15
Withess SUMMONS . ..t o vt v et ostsaeseasscssosesocansosssaes 510-15
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Training Bulletins........ e e s e e s essesesesesaaseeeaannns
TransMittals/RePOr e . civce i it ceerecenecsoconososcsonnansns
Vehicles
. Audit Records.......... e o e cc st aceecestces s ecenneeas
. Forfeitures........ e s e e ecseveseseseeseeeesoeatsensenas
. Impounds....ccceceeveene cteesecrreeenenne ceseseeevovone

Inspection Records..... e ee e eeeteececs st ect s et ean e
. Maintenance........c0.. s e ese e s e e es e e eee C e e
. Releases....... s e e s s eseseccessesssceessnseorenrnenene
Victims
. Statement/Criminal......ccecceeeecaocccs ceeceseseneaeas
Vouchers

Intelligence. ...ttt ererescasnasosnnns ceesrarassann
. Petty Cash..veeeernnnens cee e e e nanensees ce e cecer e

Reimbursements......ccce00s s e s e s ecscenesses s e eeaeaen
. Travels.....ceceeveaeas ceessessceneens ceseses et asenne
Vulnerable Adults......c.cveveeen '.......................
Warrant RecordsS........... et eeeareraeaeee ey ..
Weapons TeletypPesS..ceeeeeeeereeaccecnscnoas ceeraanas ce o
Work ScheduleS..ccecsceceocecoescs ce s e s s e e s oo ce et et et s acna .
Youth Field Records.....ccceueee e e teeseseceseseneene
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PART 2. INTRODUCTION

201.

BENEFITS

The Departmentwide records management program offers the

following benefits:

202.

Compliance with county records management ordinance.
Compliance with law enforcement accreditation standards.
Uniform filing practices.
Office space/storage savings.
Records pfotection from accidental disposals.
Paperwork reduction procedures.
Filing equipment cost savings.
Records protection through micrographics.

. Personnel training/instruction.
Generic record series/categories.

. Computer file purges.

POLICIES

Records created/received by the agency are the property of
the County Government.

. Employees are encouraged to make suggestions for operational
improvements.

. Directives should not be intermingled with administrative
correspondence.

. Directives manuals should be kept updated, and accessible.

File plans should be updated as needed.
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RESPONSIBILITIES

The Police Records Center Director is responsible for the
Prince George's County Records Management Project. E.g.:

. Inventory, appraise, and analyze agencywide records.
. Develop, and implement records retention schedules.

. Negotiate records disposition with county, and state
agencies.

. Update the Records Management Handbook.

. Serve as liaison with county, state, and federal agencies.
. Certify records disposals.

DEFINITIONS

. Archival Records . Permanent records appraised for preser-
vation, and permanent retention in local or state archives.

. Cagse File (s8) . A file contains all papers relating to a
specific subject, person, place, location, event, agency,
etc., from start to close.

. Cutoff . A designated time beyond which material is not
added to a file folder. New folders are created for
future use.

Datanomics . Machine readable records in erasable media,
and other devices in applied office automation technology.

. Directivegs . Instructions prescribing policies, authorities,
responsiblities, delegations, standards, etc., issued in
the form of manuals, memoranda, orders, procedures, bulletins,
guides, notices, rules, regulations, and other formalized
statements.

Disposable Records . Records of temporary value subject to
destruction by a Records Retention Schedule.

. Records . Includes materials created or received by a county
agency in connection with public transactions, and in the
form of correspondence, magnetic tapes, papers, books, photo-
graphs, maps, drawings, charts, printouts, microforms, films,
sound recordings, disks, fingerprints, videographs, computer-
graphs, or other documentary materials.
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Records Management . The control of recorded information/
records from creation, maintenance, disposition, to preser-
vation in local, state, or federal archives.

Records Retention Schedule . An official timetable that
identifies the length of time a record must be kept before final
disposition. :

Record Series . A group of related records usally used/
filed as a unit for reference or disposition purposes.

t

Retention Period (s) . The length of time records are kept

- before destroyed by a predetermined plan. The retention

period may be expressed in days, months, years, or destroy when
superseded, etc. *
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UNIT NAMES CODE NO. .
ACTION TEAM T.ioiiivtineneneenensnaeacenaenenaansns 161
ACTION TEAM I@ ..t eueieneneennoeneesesannnanaannsns 162
ACTION TEAM ITI...cveernnenenns C ettt . 163
ACTION TEAM IV .. ittt ieenoeoeeeneanoenaennennas e 164
ACTION TEAM Vit t i it tnsenoeeenenanoenenenasnsnnns . 165
ACTION TEAM VI .. irveeeeeeeooenooeeeneoeaneacacnnnns 166
ACCREDITATION MANAGER......... et et ee et ee e 1
ACCREDITATION STANDARDS SECTION ................... 2
ADVANCED TRAINING SECTION.......... et e e . 3
APPLICANT INVESTIGATIONS SECTION. ... eveeeeeeneannn 4
ARMORY SECTION. ¢t v vtreeeneeennnneeneas e 5
AUDITS/INSPECTIONS DIVISION...... e teeeeee e 6
AUTO THEFT UNIT. .. eteueeeeaconoasnasnnns et 7
AUTOMOTIVE SERVICES SECTION....veveeveeanen e 8
AUXILIARY SERVICES SECTION. . ..v.veeeeneeannnanns “en 9
BASIC TRAINING DIVISION. ...t tveerecenecnnannnnans . 10
BREATHALYZER MAINTENANCE UNIT......cevee.. e eeeean 158
BUDGET UNI P ..o eeeeeeeeeseeocnnacosannnnsns e 11
BUREAU OF ADMINISTRATION...... C et e e en e e 12
BUREAU OF ADMINISTRATION/ADM. ASST...cceceeeaeons .. 13
BUREAU OF PATROL .t v everueeeeeeneaeeeescennanannoes . e 14
BUREAU OF PATROL/ADM. ASST...veceveeons e 15 .
BUREAU OF SUPPORT SERVICES....v.veteereeeenaneacans _ 16
BUREAU OF SUPPORT SERVICES/ADM. ASST....ccccveeees 17
CAREER COUNSELOR UNIT. it vt eeeeeeeeecenoennnaeoenns 18
CAREER DEVELOPMENT DIVISION. ... :veeueeenenenoanans 19
CENTRAL SERVICES DIVISION....veeveeeneoanecennanns 20
CHECK/FRAUD UNIT. it v tvveeeeeenensnaeneecennonnnnns 21
CHIEF OF POLICE. ...t vivenenn. Ceeeeean C e ees e 22
CHIEF OF POLICE/ADM. ASST ...t eeeeecncennonenanans 23
CITIZEN SERVICES MANAGER. ... .ottt enrneencncnonns 24
CLASSIFICATION UNIT. ..ot eteneeeneannennnn e .. 25
COLLISION ANALYSIS UNIT. ..ot iteneneneenocnnaanasns 26
COMMUNICATIONS DIVISION.....eeeee.. e e e 27
COMMUNITY AFFAIRS SECTION. . .v vt vrvereeennenenenanns 159
COMMUNITY RELATIONS DIVISION. ... 't ieeeoenneennnns 28
COMMUNITY SERVICES SECTION. ... ettt eeeeennneaoanns 29
COMPUTER SERVICES SECTION. ... vt veeeeneencnnenanens 30
CRIME PREVENTION UNIT.....ctteeeeununnnnnnnnnnnnns 31
CRIME SOLVERS UNIT..... ettt ettt 32
CRIMINAL INVESTIGATIONS DIVISION.....veveeeoencann 33
CROSSING GUARD SECTION. . ... teerreneenansenanannns 34
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205. UNIT NAMES ‘ CODE NO.
DARE SECTION............ et e e e st e e e e e 35
DATA ENTRY UNIT. ...t it iteeeeeenecooaonosansoonnanns 36
DISPATCH SECTION..... fee st ee e v e et 37
DISTRICT I/HYATTSVILLE. .. ...ttt teeeeeenaoooaocannns 38
. ASSISTANT COMMANDER.....ccvev v oo encansnannaas 39

BURGLARY PREVENTION.....ccvoeevnen Ce e c e . 40

INVESTIGATIVE COMMANDER. ...... ¢ttt oot enans 41

INVESTIGATIVE SQUADS. ...ttt ereerenovenencns 42
. PATROL SQUADS...... Sttt ee e ees st aacrese s 43
. SHIFT COMMANDERS . ... ettt ineensocsoanocons 44
. TRAFFIC ENFORCEMENT OFFICER...........ccoceueens 45

STAFF (NCO) i iveieetroreneseeeennasaosannenennnsns . 46
DISTRICT IIL/BOWIE. ...ttt iii ittt it iirieserenennnans 47
. ASSISTANT COMMANDER. .. .ccc vt tetveeecnocooonasan 48
. BURGLARY PREVENTION. ... ..ttt eererneeccancannnnan 49
. INVESTIGATIVE COMMANDER. .... ..ttt naceann 50

INVESTIGATIVE SQUADS. ... ot eeeseesccosscccsanses 51
. PATROL SQUADS . ... uetertntenesssonsnncennconnons 52
. SHIFT COMMANDERS....¢coeece.. s e ce e ecs s ceasenan 53
. TRAFFIC ENFORCEMENT OFFICER......ccuciieeeeeennn 54

STAFF (NCO) ittt v eteeneanneeneneonssssacasonsonnss 55
DISTRICT ITIL/KENT. .t iei i ieineeeeeenenenoanncnnns . 56
. ASSISTANT COMMANDER...... ..ttt ecennssonns 57
. BURGLARY PREVENTION.....:. vt etereeoncocncssccessca 58
. INVESTIGATIVE COMMANDER............. ..., 59
. INVESTIGATIVE SQUADS.....ccitteeeernensncsacnoss 60
. PATROL SQUADS . ... ettt vteenceroeroonescnoessonas 61
. SHIFT COMMANDERS. ..t .ccuititieeeencecsasascannans 62

TRAFFIC ENFORCEMENT OFFICER.....c..cctveieneneeans 63

STAFF (NCO) ... iiieeriienertoennesessoonocoasscsnns 64
DISTRICT IV/OXON HILL.. ...t ieeeeesececaooanonacns . 65
. ASSISTANT COMMANDER. ... ¢ .ceeeeeecennncnconsocnss 66
. BURGLARY PREVENTION. ... . ittt ecnooncaonann 67

INVESTIGATIVE COMMANDER. ... ...ttt ereecennnnsen 68
. INVESTIGATIVE SQUADS......ii ittt rerenceanans 69
. PATROL SQUADS. ...ttt ittt eeneeecoanannenosnns 70
. SHIFT COMMANDERS. ... ..ttt ercacoccsennns 71
. TRAFFIC ENFORCEMENT OFFICER.........c0eeevcenans 72

STAFF (NCO) ittt ittt ieeiieennineneeeeennsennoennnsa 73
DISTRICT V/CLINTON. .ttt i tii it tieierasnnescnnannns ' 74
. ASSISTANT COMMANDER ............................. 75
. BURGLARY PREVENTION. ... ...ttt etreenceccncennns 76
. INVESTIGATIVE COMMANDER........ et e e et e 77
. INVESTIGATIVE SQUADS. .. ...ttt reeeoennoccnonnns 78
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'205. UNIT NAMES CODE NO, .
PATROL SQUADS « -« v e v e e e eeeeemeeeeeeneneeaenasnn 79
SHIFT COMMANDERS . « v v v v v e oeeeeeeeeenoseneennenn, 80
TRAFFIC ENFORCEMENT OFFICER . « v« v veneenensnneennn. 81
STAFF (NCO) + v e v e e e eeeeeeenseneeneeneensennenn. 82

DISTRICT VI/BELTSVILLE. .. ... .00wooroonnnns e 83
. ASSISTANT COMMANDER. ... ©veuveenn.n e, 84
. BURGLARY PREVENTION. « v v v e oennnseneeennennnnens 85
. INVESTIGATIVE COMMANDER...... U e e 86
INVESTIGATIVE SQUADS. .. vvvenuennn e 87
. PATROL SQUADS....... et e, e 88
. SHIFT COMMANDERS . « v v v v eseeeenconeeannenansaneas . 89
. TRAFFIC ENFORCEMENT OFFICER. ... ..0wvoooumnnnonns . 90
STAFF (NCO) « « e vt e eee e e e eneeeenenanneanns 91
DOMESTIC INVESTIGATIONS UNIT..ovuuusoornounnn. e 92
DRUG LAB UNIT. v v o veeeeeeeeeeeseneeneeeneaneaneens 93
EMERGENCY SERVICE TEAM. e vvvveeennennnnnnn e, 94
EVIDENCE UNIT...... JE 95
EXECUTIVE ASSISTANT . v v ver e eeeeenennenneennenos X 96
EXECUTIVE PROTECTION UNIT........ et 97
EXPLORERS UNIT....0ve... e e e 98
FISCAL AFFAIRS DIVISION. .. vvuveuennn. e 99
GRAPHIC ARTS UNIT . v v evveveenenoenneenseneonsensans 100 .
GENERAL INSPECTIONS SECTION. .. vveueneeenoeanannnn 101
HOMICIDE/SEX SECTION..... ettt e 102
HOMTICTIDE UNTIT. v v vemeenonnoanionennens e 103
INFORMATION RESOURCES UNIT. . v v vveenesneennnns e 104
INFORMATION SERVICES DIVISION. ... vvueveenenneansnns 105
INSPECTION SERVICES DIVISION. v vveeeenneennnnns 106
INTERNAL AFFAIRS DIVISION. <@ vreeneenennoenennnnns 107
INVESTIGATIVE SERVICES/COMMANDER. .......oouvennn.. 108
K-NINE UNIT . :ueenoennennnnns et 109
LABOR RELATIONS DIVISTON. v vvrsennseneaneanennss 110
LEGAL AFFAIRS OFFICE........ e 111
MANAGEMENT SERVICES/COMMANDER . .« vveutnnrnnenaenns 112
MAJOR NARCOTICS SECTION..... R 113
MOTORS UNIT . v v ovenvnnenneenenns e, 114
NARCOTICS ENFORCEMENT DIVISION. . v veeusenennnnnnens 115
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205. UNIT NAMES CODE NO.
OPERATIONS OFFICE . .ttt ittt eeeeneneesenaanaensaaeennn 116
ORGANIZED CRIME/INTELLIGENCE UNIT........covvun... 117
PAYROLL/BENEFITS UNIT....e0eevunnn ettt 118
PERSONNEL DIVISION. .. vitrenennenensennensenoannnns 119
PERSONNEL MANAGER......oveevvnennn ettt 120
PHOTO LAB UNIT . i tieeeoeeeeneeeeneeanoaesancasnnnns 121
PLANNING/RESEARCH DIVISION. ...ttt eoeeneencnnanns 122
POLICE ATHLETIC LEAGUE UNIT....... et eeee e 123
PRESS INFORMATION OFFICE. .. ettt eerenrennenenennns 124
PROPERTY RECOVERY UNTI P . . i ittt it teernceenncenennans 125
PROPERTY SECTION. ... v veeeeneenanneneeans et et 126
PSYCHOLOGICAL SERVICES DIVISION......coeo... e 127
PURCHASING UNIT . e v eveeeeeesoeanoeneooeonasenonnses 128
RAFIS UNIT . oot et teneeoeenenonnosonansonnas et 129
RANGE UNIT . it ittt et enevoeeeeneesacocessaeneanannans 130
RECORDS SECTION....... et ee e et eee e 131
RECRUITING/EXAMINATION SECTION. .. .. veieeeeeeneennn 132
REPEAT OFFENDERS UNIT....ueveueneans et eec e 133
RESEARCH/EVALUATION SECTION. ... v ereeueeneenennanns 134
ROBBERY SECTION. .. vvveeerneeeannnnn et ee et 135
SAFETY EDUCATION SECTION. .+ vt eteeeeoerececennonnnn 136
SEXUAL ASSAULTS UNIT..vitveeerneenannnn et e e 137
SPECIAL CRIMES SECTION. ... ¢itveevveenceennoocannas 138
SPECIAL ENFORCEMENT SECTION....ve.veueennn. C et 139
SPECIAL EVENTS/INVESTIGATIONS SECTION.....ctevee-s 140
SPECIAL OPERATIONS/ASSISTANT COMMANDER......cc0v.. 141
SPECIAL OPERATIONS DIVISION....:veeeeoeooeennnennns 142
STAFF INSPECTIONS SECTION. .. vttt eennenoeeanneens 143
STREET NARCOTICS SECTION. ..t vetereenennooeennnnnns 144
SUPPLY SECTION. . v v teiteeeeeeeenenanenancneansnnss 145
SWITCHBOARD UNTT . v it veoeseeneenceennenonneennaness 146
TACTICAL SECTION. ... eeeeencananas et et ee e 147
TACTICAL SQUADS UNIT .. v eeeeeneenoneananoennennss 148
PARS UNIT . i ittt seeeeeneencencensesneeonencenenns 149
TECHNICAL SERVICES COMMANDER. ... ctiteennneeancans 150
TECHNICAL SPECIALTIES SECTION. . ...t ceereoeeeooanen 151
TELECOMMUNICATIONS SECTION. . i tveeeereeenaeeenanns 152
TELEPHONE REPORTING UNIT. ..t veereeeeneeoeenennnnns 153
TELEVISION STUDIO UNIT ... vt veeeeneeeanonoeeannnns 160
TRAINING SERVICES COMMANDER . ...ttt vrveenennennnnans 154
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UNIT NAMES CODE NO.

VEHICLE AUDTIT UNTT . i vt ittt it tm s te e st emenseeseeenans 155

VICTIM/WITNESS ASSISTANCE UNIT. ..ot iiineestennnn. 156

YOUTH SERVICES UNIT . e vvt vttt et eeeeeeeeeeaeennnn. 157

ABBREVIATIONS

A=Z i it e e e Alphabetically

AWOL.......... ‘.. .Absent Without Leave

ATF.....ccvouv... Alcohol, Tobacco, and Firearms

AHB.............. Administrative Hearing Board

BSC. . it ieneennnn Bethlehem Steel Corporation

CAD. .. ciininn.. Computer Assisted Dispatch

CCN.....civeennn Complaint Control Number

CDZ . ittt i Comprehensive Design Zone

CJIS....covvn.. Criminal Justice Information System

CHRI............. Criminal History Record Information

COM......c.vu.. Computer Output Microfilm

CFR.............. Code of Federal Regulations

DWI......ovieevnn. Driving While Intoxicated

EAN.....covvev... Employee Action Notification

EEO.....cvvv.. Equal Employment Opportunity

FBI....oeuveuon Federal Bureau of Investigation

FOP......cvuveunn Fraternal Order of Police

FTO. it ittt ie e Field Training Officer

HRC.............. Human Relations Commission

2 5 Internal Affairs Division

JHRI......ovev.n. Juvenile History Récord Information

LEA.......cc...... Law Enforcement Agency

LWOP............. Leave Without Pay

MAARS............ Maryland Automated Accident Reporting
System

MSP. ..o Maryland State Police

MILES............ Maryland Interagency Law Enforcement System
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NACO....vevennnn National Association of Counties

NCIC...vieeeeuennn National Crime Information Center

NLETS.....cevu... National Law Enforcement Telecommunications
System

PC. ...t viennnn Personal Computer(s)

PCEA......c.o.. . .Police Civilian Employee Association

RAFIS............ Regional Automated Fingerprint
Identification System

SOP ..t entnense Standard Operating Procedure

UCR..... e Uniform Crime Reporting

VIP. .ttt eeonesnn Very Important Person (Protection)

REFERENCES

Local, state, and federal ordinances, laws, and regulatidhs
applicable to records management operations:

RECORD SERIES

Administrative Records (501)........ County Code, Subtitle 2
Sec. 2-278(b)
Archival Records (409).............. COMAR 14.18.02
Criminal Investigation Records (510-3)
PN o) o 1=X- 1 H S Md. Rule 4-331(a)
Post Conviction Relief.......... Md. Rule 4-401
Review of Sentence......ccevuu.n. Md. Rule 4-344(a)
Revisory Power of Court......... Md. Rule 4-345(b)
Civil Litigation Records (508-1)....CJdP, Title 5, Sec. 5-10
Disciplinary Records (509-11)....... Md. Code, Article 27,
Sec. 728(b)
FOP #89, Article XIV,
Sec. 14.02

PCEA, Article V, Sec. 6

Employment Investigation Records (50945)..LEA Standard #32.

1

B

3.4
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Expungement Records (510-4)......... Md. Code, Article 27,
Sec. 735-741 .
Md. Code, Article 27,
. Sec. 292

Md. Rules of Procedure
Rules EX 1-11
Federal Grant Records (512-13)........ OBM Circular A-102

Fiscal Records (507) v ve e eeeeeenns PG Co. Charter,
Article 111, Sec. 313

Grievance Records (509-8)........0..... See Disciplinary Records

Handgun Disposal Records (513-15-3)...Md. Code, Article 27,
: Sec. 36

Hazardous Substance Records (515-4)...Md. Code, Article 89,
: Sec. 32E (b)

Intelligence Records (510-8).......... 28 CFR 23.20
Internal Affairs Records (509-11)..... Md. Code, Article 27,
Sec. 728(b)
County Code, Sec. 14-102(a)
Juvenile Records (510—11) .......... Md. Courts/Judicial Proceedings
Sec. 3-828
Micrographic Records (515-7)......... CJdpP, Title 10, Sec. 10-103

Md. Rules, Rule 2-424
Cooper v. State (1979)
Gray v. State (1943)
Forrester v. State (1961)
Henson v. State (1972)
Tribble v. State (1984)
Administrative Procedures 115
State Govt., Sec. 10-642

Motor Vehicle Accident Records (509-11-5)...FOP #89, Article XIV,

Sec. 14.03
Pawn Records (513-12)........ ST IT TP County Bill 127-1982
Personal Records (509-16)......00tvteeeus. State Gov't., Part III,

Sec. 10-624
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Personnel Records (509-17)....c i vemennn County Code, Subtitle 16,
Sec. 16-216(b)
State Govt., Part III,
Sec. 10-6161(b)

Police Dissemination Records (510-12)..... COMAR 12.08.10.K
Police Property Records (513-18).......... County Code, Subtitle 18,
, Sec. 18-114(d)
Precious Metals Records (513-12).......... Md. Code, Article 56,
Sec. 422(e)
Psychological Records (515-9)............. State Govt., Part III,

Sec. 10-617

Public Records (510-6)............. e e e e State Govt., Part III,
: Sec. 10-6111 ff.
Md. Code, Article 27,
Sec. 45A.~
Records Retention Schedules (501-10)...... State Govt., Part 1V,
Secs., 10-633,10-639
County Code, Subtitle 2,
Sec. 2-227(a)
COMAR 14.18.02
Administrative Procedures 114
LEA Standard #82.1.12
LEA Standard #82.2.14

Traffic Records (510-15).....c000etuunnn Md. Vehicle Law,
Sec. 26-407
District Court
Schedule #989 (1984)
MVA Schedule #1150A (1987)
State Gov't., Part III
Sec. 10-611 ff
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Subject filing is a commonly used indexing system. The subject
heading is not already determined by the writer or recipient of
correspondence. Subject filing requires experienced office
workers for correct heading. When the proper heading is selected,
the subject file is easy to maintain.

In subject filing, follow the classification process. Arrange
paperwork according to what it's about, not who wrote it, or
to whom it's addressed. Start with primary subject headings.
As the records grow in volume, break down the major headings,
into smalll division (s), and subdivision (s) as needed.

With the generic records categories listed in Part 5 of the
handbook, the author/writer of correspondence can find the
proper file subject. If more than one subject is discussed
equally, the material may be assigned two subject captions,
or photocopied for cross reference purposes.

The detailed classification process requires content analysis
"for specific subject filing. The ability to locate filed
material depends upon the care used in this classification

PART 3. FILES MAINTENANCE

301. SUBJECT FILING PRINCIPLES

302. GENERAL STATEMENT

303. CORRESPONDENCE CONTENT

304. GENERAL CLASSIFICATION

305. DETAILED CLASSIFICATION
process.

306. FILING SYSTEMS

Files are kept in file folders alphabetically, numerically,
chronologically, or alphanumeric combination (s). The filing
arrangement depends on the type material filed, and the way

that material will be retrieved. For example, files are

arranged alphabetically by subject, name, organization, location,
activity, event, etc., numberically by consecutive Arabic numbers,
coded with symbols, abbreviations, or other acronyms coined by
users; and chronologically by day, week, month, year, or other
chronological combination (s).
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FILE CUTOFF GUIDELINES

FILE CUTOFFS

Files are cutoff or broken periodically in order to speed
filing, retrieval, and destruction of inactive records. To
cutoff files, a file series is terminated arbitrarily on a
given date or after a gpecified event or action. A new file
series is then established. The inactive files may be trans-
ferred to less convenient space.

INACTIVE RECORDS STORAGE

Inactive records have low reference activity, usually less than

- one search per file drawer per month. Store inactive files in

the lower drawers of the file cabinets.

FILE PLANS

The file station, work station, or operating unit must prepare

a files maintenance plan. This plan shows what file the unit
creates, maintains, and accumulates. The plan provides an

index to all the files of the file station. The file plan.

must be written clearly, and in enough detail to enable office
staff to find files when the files worker is absent. .
(See Exhibit #1). '

RETENTION SCHEDULE REVISIONS

The Records Retention Schedule should be revised periodically
to meet the changing needs of the Department, and changes in

subject matter. Use Exhibit #2, and submit to Police Records
Center for review, and state approval.
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PART 4. RECORDS DISPOSITIONS

401.

402.

403.

404.

405.

406.

DISPOSITION STANDARDS

DISPOSAL AUTHORITY

Local/state government records must be scheduled for ultimate
disposition. The County Office of Central Services, and the
Hall of Records Commission must approve the agency proposed
retention periods before the Retention Schedule becomes
operative. The source agency must apply the Schedule for
efficient records management operations.

RETENTION SCHEDULES

The retention of obsolete/needless material is costly.
Scheduled records should be destroyed or transferred according
to records disposal instructions. If there is a definite need,
records can be retained longer. The user must justify, in
writing, continued retention through regular channels.

NEW RECORDS

Occasionally, new records are created/received by the Depart-
ment, which do not fit under the present records disposition
schedule (s). Submit new record series to Police Records
Center for review, and approval by records management agencies.
(See Exhibit #2.)

RECORDS _DISPOSALS

Apply the Records Retention Schedule contained in the handbook
for savings in space, equipment, and for accreditation compl-
iance. Records eligible for disposal can be destroyed on an
annual or .fiscal basis. A 3-YEAR RETENTION CYCLE EXAMPLE:
CURRENT YEAR RECORDS CREATED/RECEIVED PLUS 3 YEARS.

DISPOSAL CERTIFICATES

Records authorized for destruction should be destroyed as they
become eligible. Prepare a 3-part certificate of records
disposal. Send original, and copies to Police Records Center
for County, and State compliance requirements. Retain a copy
for your operating unit. (See Exhibit #3.)
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RECORDS TRANSFERS

Record series eligible for destruction should be transferred
to Police Records Center for bonded, and certified destruction.
Coordinate with the Police Records Center for records transfers.

RECORDS CENTER SERVICES

The County Records Center offers cost free storage for inactive
records. Follow these records transfer guidelines: '

Pack records in records center cartons.

. Keep records in the same order as they are maintained in the
office ﬁiles/drawers.

. Attach label to carton for future reference. Fill in all
spaces in printed labels. (See Exhibit #4.) .

. Number cartons in consecutive order.
. Use the Records Transmittal/Receipt Form. Also, use this
form for transferring records to Police Records Center for

bonded destruction. (See Exhibit #5.)

Do not pack records with two different retention periods in .
the same carton.

. Do not pack two different records series in the same carton.

ARCHIVAL RECORDS

The State Archives is the official repository for permanent
records. Archival records are collected from local agencies
for the benefit of scholars, and posterity. See records with
PERMANENT retentions.

MICROGRAPHIC SERVICES

The County Office of Central Services offers micrographic
services. Operating unit (s) should coordinate microfilm
project (s) with the Police Records Center. Microfilming is
not a "cure-all" for police records manpower problems.
Microfilming is too expensive. Consider off-site storage for
"inactive" records. If records are eligible for microfilming,
budget for microfilming project(s)

7/91 .
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PUBLIC RECORDS PENALTIES

Unless public/police records destruction is authorized by a
Records Retention Schedule, the agency or person is subject to:

. 81,000 fine
3 years prison

See Md. Code, Article 27, Section 45A, State Government,
Section 10-639, and Cox v. State (1988).
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(1)

(2)

(3)

(4)

(5)

(6)

(7)
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ADMINISTRATIVE RECORDS

Includes correspondence, audit
reports, contracts, surveys,
studies, minutes, plans,
transmittals, and other
administrative records.

Audit Records

Includes internal/external
audits, special reviews, surveys,
and other management control
records.

CHRI Audit Records 131

File A-Z by title/year date.

County Audit Reports 22,28
File A-Z by title/year date. igi
External Audit Reports 99
File A-Z by title/year date.

Federal Audit Reports 99
File A-Z by title/year date.

Fiscal Audit Reports 22,28
Includes county, federal, and ggi
independent fiscal audits.

File A-Z by title/year date.

Independent Audit Reports 99
File A-Z by title/year date.

Management Audit Reports fgi

Includes performance audits by
County Audits and Investigations.

File A-Z by title/year date.

Destroy

5 years.

Destroy

5 years.

Destroy

5 vears.

Destroy

5 vears.

Destroy

5 years.

Destroy

5 years.

Destroy

5 years.

after

after

after

after

after

after

after
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(1)

(2)

(3)

(4)
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Personnel Audit Reports

Includes position audits by
County Personnel Department.

Unit 120: Include in the appli-
cable employee personnel flle.
See Item 509-17.

Other Audit Reports

File A-Z by report title, and
year date.

Contract Records

Includes contracts, licenses,
permits, and other contractual
agreements for police services,
property rentals, mutual aids,
compacts, pension plans,
insurance policies, and other
cooperative arrangements.

Compacts

Case file A-7Z by participating
agency, and year date.

Contracts

Case file A-Z by contractor, and
vear date.

County Government Agencies

Includes bi-county agreements.

Casgse file A-Z by county agency,
and year date.

Federal LEA Agreements

Case file A-Z by agency, and
vyear date.

22,38
47,56
65,74
83,119
131,142

Appli-
able
unit(s)

22

21,33
145

22,
129

22

Destroy after
5 vyears.

Destroy after
5 years.

Destroy 1 year
after compact
expiration.

Destroy 1 year
after contract
expiration.

Destroy 1 year
after contract
expiration.

Destroy 1 vear
after contract
expiration.
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(9)

(10)

(11)
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Labor/Managemént Contracts

Includes agreements with

.Fraternal Order of Police, Police

Civilian Employees Association,
and American Federation of State,
County, and Municipal Employees.

Case file A-Z by bargaining unit,
and year date.

Leases

Case file A-Z by lessee, and
year date.

Licenses

Case file A-Z by licensee, and
year date.

Memoranda of Understanding

Case file A-Z2 by participating
agency, and year date.

Micrographic Service Agreements

File A-Z by participating agency,
and year date.

Mutual Aid Agreements

Case file A-Z by participating
agency, and year date.

Non-Disclosure Agreements

Case file A-Z by recipient
agency, and year date.
Permits

Case file A-Z by permittee, and
yvyear date.

22,34
119,
131

22

38,47
56,65
74,83

22,38
47,56
65,
131

119,
131

22,38,
47,56
65,74
83,113

22,
131

38,47
56,65
74,83
122

40

Destroy 1 year
after contract
expiration.

Destroy 1 year
after lease
expiration.

Destroy 1 year
after license
expiration.

Destroy 1 year
after contract
expiration.

Destroy 1 year
after contract
expiration.

Destroy 1 year
after agreement
expiration.

Destroy 1 vyear
after contract
expiration.

Destroy 1 vyear
after permit
expiration.
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(15)

(16)

(17)

Police Service Contracts

_42_

Police Training Agreements

Case file A-Z by participating

agency,

and year date.

Private Contracts

Includes crane/towing services
contracts for damaged motor

vehicles.

Case file
date.

State LEA

A-Z by agency,

Agencies

Case file
date.

A—Z by agency,

User Agreements

Includes municipal user
agreements. '

and vear

and vear

Case file A-Z by participéting

agency,

and year date.

Correspondence

Includes correspondence for

internal,

and external

communications.

SPECTAL INSTRUCTIONS:

. Arrange by primary subject,

sub-divide within related file
group in descending order as

needed.

and

22,38
47,56
65,74
83

22

22

22

22,
131

All
Units

Destroy 1 year
after contract
expiration.

Destroy 1 vear
after contract
expiration.

Destroy 1 vyear
after contract
expiration.

Destroy 1 year
after contract
expiration.

Destroy 1 vyear.
after contract
eXpiration.

Unit 22:
Destroy after
3 vears.
units: Minimum
retention 30
days. Maximum
retention 1
year.

Other
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Staple together all letters
relating to each subject with
the most recent on top.

See Paragraph 301-306 for
subject filing instructions.

DO>NOT MINGLE CORRESPONDENCE
WITH DIRECTIVES (504).

Forms Files

Contains agency forms All
for internal/external Unit(s)
information uses.

Inspection Records 22,38
47,56
Includes inspection for agency 65,74
facilities, vehicles, equipment, 83,106
records, personnel, invest- 131
igative procedures, crime report- Other
ing practices, incident reports, Unit(s)

and staff inpsections for quality
assurance operations.

Unit 106: Case file by assigned
number, and subject caption.

Minutes Records

Includes minutes of meetings
created by the Chief of Police,
and other commanders.

Keep in 3-ring binder{(s), and
yvyear date.

Retain until
superseded/
obsolete, then
destroy.

Unit 106:
Destroy after
3 years.
Other units:
Destroy after
1 vear.
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Chief of Police

Unit Commanders

Includes minutes of meetings
by executive, administrative,
command, and management staff.

’ Organization Charts

Includes staffing, and organ-
ization charts.

Organization Records

Includes correspondence, and
other records created and/or
received by/from associations,

agencies, institutions, boards,

committees, commissions,
societies, clubs, unions,
councils, symposia, and other
organized bodies.

Colleges/Universities

Cagse file A-Z by college or
university, and year date.

22,27
28,33
38,47
56,65
74,83
99,105
106,111
113,115
124,142
Other
Unit(s)

12,16
27,28
31,47
56,65
74,105
106,112
119,131
150,154

22,119
122,131
Other
Unit(s)

22,33
38,47
56,65
74,83
99,108
115,142
154

22

Unit 106:
Retain per-
manently.
Transfer per-
iodically to
Md. State
Archives.
Other units:
Destroy after
1 year.

Destroy after
1 vear.

Destroy when
superseded or
obsolete.

Destroy after
3 years.
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(4)

(5)

(6)

(7)

(8)

(9)

(10)
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County Council

Case file A-Z by committee,
and year date.

County Government Agencies

Case file by A-7Z agency name,
aud year date.

Federal Courts

Case file A-2 by agency name,
and year date.

Federal Government Agencies

Case file A-Z by agency name,
and year date.

Federal Legislature

Case file A-Z by committee
(sub-), and year date.

International Groups

Case file A-Z by name organizat-

ion, and year date.

Law _Enforcement Agencies

Includes local, state, and
federal criminal justice,

prosecution, parole, correction,

and detention agencies.

Case file A-Z by agency name,
and year date.

Municipal Government Agencies

Case file A-Z by agency name,
yvyear date.

Other Countries

Case file A-Z by foreign state,

and year date.

22

38,47
56,65
74,83

22

38,47
56,65
74,83
113,142

22

22

22,113

142

22

22

Destroy after
3 years.

Destroy after
3 years.

Destroy after
3 years.

Destroy after
3 years.

Destroy after
3 years.

Destroy after
3 years.

Destroy after
3 years.

Destroy after
3 years.

Destroy after
3 years.
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(14)

(15)

(16)
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Other Committees

Includes statutory, advisory,
inter-agency, liaison, and
task force committees.

Private Organizations

Includes private, civic, unions,
neighborhood associations, clubs,
councils, and other private
organizations.

Case file A-Z by name of
organization, and year date.

Private Security Agencies

Includes private security
agencies engaged in crime
prevention activities.

Case file A-Z by agency name,
and year date.

State Courts

Case file A-Z by court name, and
year date.

State Government Agencies

Case file A-Z by agency name, and
year date.

State Legislature‘

Case file A-Z by committee
(sub-), and year date.

Planning Records

Includes correspondence, admin-
istrative, operational, and
management action plans.

22,31
47,56
65,74
83,131
142

19,28
33,38
47,56
65,74
83,142
154

22

22

22

22

Degtroy after
3 years.

Destroy after
3 years.

Destroy after
3 years.

Destroy after
3 years.

Destroy after
3 years.

Destroy after
3 years.
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(4)

(5)

501-10

(1)

(2)

_47_

Administrative Plans

File A-7Z by plan, and
year date.

Annual Management Plans

File A-Z by plan, and year date.

Division Plans

File A-Z by plan, and year date.

Operations Plans

File A-Z by plan, and year date.

Other Plans

File A-Z by plan, and year date

Records Management Files

Includes disposal certificates,
schedules, and record transfers.

Records Center Lists

Includes transfers, and lists.
File by vear date.

Records Disposal Certificates

File by year date.

All
Units

12,14
16,22
28,38
47,56
65,74
83,119
131,142

122

122

131

All
Units

Destroy after
5 years.

Destroy after
5 vears.

Destroy when
superseded or
obsolete.

Destroy when
superseded or
obsolete.

Destroy when
superseded or
obsolete.

Destroy after
3 vears.

Destroy after
3 years.

Unit 131:
Destroy after
3 vears.
Other units:
Destroy after
30 days.
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(1)

(2)

(3)

501-12

501-13

501-14
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Records Retention Schedules

File by year date.

Reports Transmittals

Includes police reports trans-
" mittals for records collections.

Copy #l1 (White)

File by year date.

Copy #2 (Yellow)

Merge with'copy #3 (501-11-3).

Unit 131: Return to source
units.

Copy #3 (Pink)

Keep in 3-ring binder by CCN,
and year date.

Student Intern Records

Includes correspondence with
academic institutions for
students enrolled in law
enforcement programs.

Case file A-Z by college or
university, and year date.

Study/Survey Records

Includes administrative studies,

and surveys for management
operations.

Other Administrative Records

Includes other administrative
records not listed in the
above file categories.

Conform to unit filing practice.

All
Units

131

38,47
56,65
74,83
142,153
131

38,47
56,65
74,83
131

38,47
56,65
74,83
122,142

22,38
47,56
65,74
83,119
131

Appli-
cable
Unit(s)

Retain until
superseded or
revised, then
destroy.

DeStroy after
1l year.

Destroy after
1 year.

Destroy after
6 months.

Destroy after
1 vyear.

Destroy after‘
3 years.

Minimum retent
ion 30 days.
Maximum retent
ion 3 years.
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COMMUNICATIONS RECORDS

Includes communication
records for internal/
external information
disseminations.

Accident Reports 38,47
56,65

Includes copies of motor vehicle 74,83

accident reports for internal/

external information.

Arrest Reports 38,47
56,65

File A-Z by defendant, and year 74,83

date. Separate adults from 129

juveniles.

Adult Reports

Juvenile Reports

Audio Tapes 37

Includes recorded radio, and
telephone conversations.

SPECTAL INSTRUCTIONS:

Keep in secure area.

. Keep by day, month, and year
date.

. Keep police shootings, killed
officers, and other related
special incidents.

Limit access to authorized
personnel.

Destroy after
30 days.

Destroy after
1 year.

Delete after
1 year.
Recycle tape
for reuse.
Retain re-
quested tapes
until court/
investigation
needs satis-
fied, then
purge.
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Commanders Information Reports

Includes special reports for
bomb, civil disturbances, civil
rights, cross burning, and
injured persons incidents.

Conform to unit filing practice.

Communication Bulletins

Conform to unit filing
practice.

Crime Solvers Records

Includes periodic crime
news releases for television
scripts, and announcements.

File by week, month, and
vyear date.

Incident Reports

Includes copies of incident
reports for District Station
information. '

File by CCN, victim, sector,

beat, crime category, day, month,

and year date as needed.

Accident Reports

Arrest Reports (Adults)

Crimes Against Persons

12,14
16,27
28,33
38,47
56,65
74,83
105,106
108,112
115,122
131,142
154

13,16
22,23
27,28
38,47
56,65
74,83
105,106
107,113
115,124
131,142
154
Other
Unit(s)

32

38,47
56,65
74,83

Other
Unit(s)

Destroy after
30 days.

Unit 27:
Destrqy after
3 years.

Other units:

Destroy after
30 days.

Destroy after
3 years.

Destroy after
30 days.
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Crimes Against Property

Juvenile Citations

Youth Field Reports

Other Reports

Internal Electronic Messages

Conform to unit filing
practice.

Line-Up Rosters

Includes suspect rosters for
witness, and victim ident-
ifications.

File by vear date.

MILES/NCIC/NLETS Records

Includes telecommunications
messages for stolen/recovered
vehicles, license plates, boats,
guns, securities, property,
wanted persons, missing persons,
and other inter/intra state law
enforcement operations. Referred
generically as TELETYPES.

Administrative Messages

Includes internal/external
for information purposes.

Unit 131: Keep in Records Center
Box by year date.

Unit 152: Conform to present
filing practice.

Boats

Unit 131: File in envelopes by
CCN, and store in Records Center
Box by year date.

Unit 152: Keep by NCIC filet,
day, and year date.Transfer to
Police Records Center (131).

38,47
56,65
74,83
Other
Unit(s)

27,33
38,47
56,65
74,83
115
Other-
Unit(s)

131
152

131
152

Destroy after
30 days.

Destroy when
superseded or
obsolete.

Destroy after
1 year.

Destroy after
5 years.
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(5)

(6)

(7)
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Guns

Unit 131: Merge with Incident
Records (510-6).

Unit 152: Keep by NCIC file
number, day, and year date.
Transfer to Police Records

Center (131).

License Plates

Unit 131: Keep in Records
Center Box by year date.

Unit 152: Keep by NCIC file
number, day, and year date.
Transer to Police Records
Center (131).

Missing Persons

Unit 131: Keep in Records
Center Box by vear date.

Unit 152: File A-Z by missing
person. Separate adults from
juveniles.

Property

Unit 131: Keep in Records
Center Box by year date.

Unit 152: Keep by NCIC filet,
day, and year date. Transfer to
Police Records Center (131).

Securities

Unit 131: Keep in Records
Center Box by year date.

Unit 152: Keep by NCIC file#,
day, and year date. :
Transfer to Police Records
Center (131).

131
152

131
152

131
152

131
152

131
152

Destroy after
25 years.

Destroy 1 vear
after license
expiration.

Destroy after
5 years.

Destroy after
5 vears.

Destroy after
5 years.
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(8)

(9)

(10)

502-11

502-12

Vehicles

Unit 131: Keep in Records
Center Box by vear date.

Unit 152: Keep by NCIC filet,
Transfer to
Police Records Center (131).

day, and year date.

Wanted Persons

Includes adults and juveniles
wanted’ for felony, and mis-

demeanor warrants.

Unit 131: Keep in Records
Center Box by year date.

Unit 152: Keep by NCIC file#,
Transfer to
Police Records Center (131).

day, and year date.

Other Records

Includes other non-marked

teletype records.

Keep in Records Center

Box by year date.

Missing Persons Logs

Includes records for
missing persons, and
runaways.

File by year date.

Newsletter Records

(1)
(2)

Includes in-house publications
for internal, and external
information disseminations.

Conform to unit filing

practice.

Featured Articles

Original Copies (Galley Proofs)

131
152

131
152

36,131
152

38,47
56,65
74,83

124

Destroy after
5 years.

Destroy after
person located.

Units 36/152:
Destroy after 1
vear. Unit 131:
Destroy after 2
years.

Destroy after
1 vear.

Destroy after 1
vear.
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(3)
(4)

502-13

_54_.

Newsletter Files

Working Files

News/Press Releases

502-14

Includes media releases for
major crimes, and incidents
handled by field operations.

Conform to unit filing
practice.

Newspaper Clippings

502-15

(1)
(2)

(3)

502-16

Inclues newspaper clippings
for internal information.

Other Messgages

Keep by NCIC file#,
day, and year date.

Received Messages

Replied Messgsages

Sent Megsages

Prisoner Log Records

(1)
(2)
(3)

Includes daily adult, alcohol,
juvenile arrest, and property

logs/records.

Keep by day, month, year date,

and separated.

Alcohol Logs

Adult Logs

Juvenile Logs

12,14
16,32
38,47
55,56
65,74
75,83
111,124
142
Other
Units(s)

124

152
Other
Unit(s)

33,38
47,56
65,74
83,115
131,142
Other
Unit(s)

Minimum retent-
ion 30 days.
Maximum retent-
ion 1 vyear.

Destroy after
1 year.

Unit 152:
Destroy after
1 year.

Other units:
Destroy after
30 days.

Unit 131:
Destroy after
1l vear.

Other units:
Destroy after
3 years.
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(4)
(5)

502-17

502-18

-55-

Property Logs (Adult)

Property Logs (Juveniles)

Radio Records

Includes records for radio,

pager superseded unit assign-

ments. Conform to unit filing
practice.

Rosters/Directories

502-19

Includes personnel rosters,
compliments, listings, and
registers for departmental
personnel use.

Keep in 3-ring binders apart
from subject files.

Store in bookcase(s) for user
access.

Telephone Records

502-20

502-21

Includes telephone messages/
records for internal/external
communications.

File by month, and year date.

Teletype Write-Up Records

Includes handwritten messages
for internal, and external
recipients.

Training Bulletins

Includes in-house training
bulletins issued by Police
Academy.

File by month, and year date.

27

All
Unit(s)

All
Unit(s)

152

10,27
28,31
119,122
154
Other
Unit(s)

Destroy when
updated or
superseded.

Destroy when
superseded or
obsolete.

Destroy after
30 days.

Destroy after
1l vear.

Unit 10:
Degtroy after
2 years.
Other units:
Destroy after
1 year.
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_56_

Vehicle Impound Records

502-23

502-24

Includes duplicate vehicle
impound reports for internal
information.

File by day, month, and vear
date.

Vehicle Repossessions

Includes repossessed private
vehicles for non-payment.

Keep in fastener(s) by year
date.

Other Communication Records

Includes other records not
listed in above file categories.

Conform to unit filing
practice.

27,38
47,56
65,74
83,152

a7
152

Appli-
cable
Unit(s)

Destroy after
1l year.

Destroy after
1 year.

Minimum retent-

ion 30 days.
Maximum retent‘

. ion 1 year.
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(1)

(2)

(3)

(4)

(5)

_57_

DATANOMICS RECORDS

Includes machine/computer
readable records, and other
non-paper media records.

Automated Identification System

Includes computerized finger-
printg, for missing children,
criminal offenders, and
applicants. :

. Separate adult, and juvenile
prints by special file codes.

. See User's Manual for system
access.

Adult Prints 129

Affiliated LEA Prints 129
Deceased Prints 129

Includes dead prints for

‘adults, juveniles, and

victims.
Civilian Prints 129
Fortune Teller Prints 129

Delete when
offender
becomes

75 years old.
Retain in
inactive file
until defendant
reaches age 75,
then destroy.

Delete when
offender
becomes

25 years old.

Delete after 1
year.

Delete 1 vear
after employee
separation.

Purge period-
ically with
new printing.
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(6)

(7)

(8)

(9)

(10)

(11)

(12)

(1)

(2)

(3)

(4)

_58_

Hacker/Taxi Driver Prints

Juvenile Prints

Masseuse Prints

Missing Children Prints

Non-Affiliated LEA Prints

Police Prints

Studio Model Prints

Computer Assisted Dispatch System

Includes on-line information for
police/citizen calls for service.

Complaint History File

Directory File

Geo-File

Personnel File

129

129

129

129

129

129

129

37

37

37

37

Purge period-
ically with
new printing.

Delete when
of fender
becomes

21 years old.

Purge period-
ically with
new printing.

Delete after
7 years from
date reported.

Delete when
of fender
becomes

75 years old. .

Delete 1 year
after employee
separation.

Purge period-
ically with
new printing.

Delete after
30 days. Re-
cycle purged
disk/tape.

Delete when
file updated.

Delete when
file updated.

Delete when ’
file updated.
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(5)

(6)

(1)

(2)

(3)

_59_

Premise History File

Skills File

Electronic Mail System

"Name Index System

Includes computerized inform-
ation system for agency
personnel.

Note: Merged with Police Manage-
ment Systenm.
See Item 503-5. For system
access, see Name Index
Manual.

Accident File

Adult File

Incident File

37

37

12,14
16,21
38,47
56,65
74,83
112,122
131,142
155

12,14
16,22
38,47
56,65
74,83
122,131
142,148
152,155

131

131

131

Delete when
file updated.

Delete when
file updated.

Delete message
after
displayed.

Delete after
3 years.

Retain until
offender
becomes 75
years old, then
destroy.
Deceased files,
purge after 1
year.

Retain for 25

years, then
destroy.
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(4)

(1)
(2)

(3)
(4)

(5)

(6)

(7)
(8)

_60_

Juvenile File

Police Management System

Includes computerized dispatch,
incident, accident, alcohol,
property, adult, juvenile, and
fingerprint information stored in
main frame disks, and tapes.

For system access, see
Police User's Manual.

Adult Arrest Reports

CAD Records

Includes information exchanges
between dispatchers, and
officers with/without incident
reports.

Computer Aided Dispatch Reports

Crime Analysis Reports

Incident Reports

Includes crimes against persons,
property, and society, including
non-criminal events.

Juvenile Arrest Reports

Person Reports

Property Reports

131

09,12
14,16
27,36
38,47
56,65
74,83
92,96
126,129
131,133
145,152

131

Retain until
of fender
becomes 21

yvears old, then

destroy.

Retain for 25
years, then
destroyv.

Apply above
disposition

standard to all

computer files
listed below.

Retain until
of fender
becomes 21

years old, then

delete.
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(9)

(10)

(11)

(12)

-61-

Suspect Reports

UCR Reports

Vehicle Reports

Other Reports

Including juvenile loiter-
ing/curfew violations.

Personal Computer System

Includes on-line information
processed by stand-alone/
dedicated personal computers
paid for by county or
personal funds.

Property Recovery System

Includes computerized precious
metals, and pawn property bought/
sold by dealers.

See Item 513-13.

Note: For system access, see N
Property Recovery Manual. -

131

9,19
27,92
99,119
122,131
Other
Unit(s)

9,12
14,16
22,27
36,38
47,56
65,74
83,126
129,131

. 132,142

154

Delete when
offender
becomes 18
vYears old, then
destroy.

Purge file
when no longer
needed. Re-use
disk or tape.
Live document-
ation remains
with unit for
reassignment.

Purge file
after 1 vear.
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Word Processing System

Includes office automation
records processes by shared/
main frame word processing
equipment.

Other Records

Includes digitized records/
other electronic images stored
in optical devices/non-paper
based systems not listed in
above file categories.

Conform to unit filing practice.

8,9
12,14
16,21
27,38
47,56
65,74
83,95
99,107
108,113
119,122
154

Appli-
cable
Unit(s)

Purge file
when no longer
needed. Re-use
disk or tape.

Purge file when
no longer
needed. Re-use

disk or tape. .
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(1)

(2)

_63_

DIRECTIVES RECORDS

Includes internal/external
policy memoranda, deneral
orders, rules, regulations,
procedures, and other
instructional materials to
direct present, and future
police operations.

SPECIAL INSTRUCTIONS:

Keep’' in 3-ring binder(s).

Store in bookcase(s).

File A-Z by type, and number.
. Index by subject, and numbér.

Keep apart from other records.

Distribute to affécted units.

Establish acknowledgment
procedures.

Follow updating procedures.
Purge obsolete issuances.

Adhere to disposition
standards.

County Government Directives

Includes directives issued by the
County Executive, and/or Chie
Administrative Officer. :

Administrative Directives 22

Administrative Orders 5,38
47,56
65,74
83,107

115,131

Destroy when
superseded or
obsolete.

Apply above
disposition
standard to all
directives
listed below.
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(3)

(4)

(5)

(6)

(7)

(8)

_64_

Administrative Procedures

Executive Orders

Memoranda

Operations Memoranda

Special Orders

Uniform Operations Memoranda

External Directives

Governor's Executive Orders

Includes executive orders issued

by the Governor of Maryland.

Keep in 3-ring binder(s).

7,22
38,47
56,65
74,83
99,107
124,131
132,142
154

22,38
47,56
65,74
83,107
112,131
147,154

22,122

22,38
47,56
65,74
83

22,122
38,47
56,65
74,83

122,131

22,131

Destroy when
superseded or
obsolete.

Destroy when
superseded or
obsolete.

7/91




(1)

(2)

(3)

(4)

-65-

Internal Directives

Includes directives issued by
the Chief of Police.

Current Directives

Directives (Proposals)

Directives (Rescinded)

General Orders

All
Unit(s)

12,14
16,22
27,28
38,47
56,65
74,83
99,105
106,115,
122,127
131,154
Other
Unit (s)

122

22,27
28,38
47,56
65,74
83,105
112,122
124,131
132,142
Other
Unit(s)

Destroy when
superseded or
obsolete.

Minimum retent-
ion 30 days.
Maximum retent-
ion 1 vear.

Microfilm
hardcopy.
Destroy hard-
copy after

film inspect-
ion. Retain
film cartridges
permanently.
Transfer cart-
ridges period-
ically to MD.
State Archives.

Destroy when
superseded or
obsolte.
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(1)

(2)

(3)

(4)

(1)

(2)

-66-

Rules/Regulations

Includes rules/regulations
issued by county, state, and
federal governments.

County Government

File A-Z by title, and vear date.

Federal Government

File A-Z by title, and year date.

State Government

File A-Z by title, and vear date.

Other State Governments

File A-Z by issuing agency, and
vyear date.

SOP Records

Includes manuals/handbooks for
operating procedures.

Keep in bookcase(s).

External SOP'S

Internal SOP'S

22

22,131

22,131

65,131

22,122
131

All
Units

Destroy when
superseded or
obsolete.

Apply above
disposition
standard to
all directives
listed below.

Destroy when
superseded or
obsolete.

Apply above
disposition
standard to
all directives
listed below.
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U.S. Executive Orders

Conform to unit filing
practice.

Other Directives Records

Includes other records
not listed in above file
categories.

Conform to unit filing
practice.

_67_

22,131

Appli-
cable
Unit(s)

Destroy when
superseded or
obsolete.

Destroy when

superseded or
obsolete.
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EMERGENCY OPERATIONS RECORDS

Includes emergency management
plans for natural, and man-made
disasters, events, and other
unusual occurrences.

Barricade Operations Plans

File A-Z by plan, and year date.

Biological Warfare Plans

Includes emergency disaster
assistance for biological war-
fare operations.

Bomb Emergency Plans

Includes bomb threats, and
disposal operations.

File A-Z by plan, and year date.

Chemical Warfare Plans

Includes emergency disaster
assistance for chemical war-
fare operations.

File A-Z by plan, and year date.

Chemical Wastes Disaster Plans

Includes emergency disaster
assistance for chemical wastes
disaster operations.

File A-Z by plan, and year date.

Civil Disturbance Plans

Includes riots, disorders, and
other violence associated with
dissident gatherings, marches,
rock concerts, political con-
ventions, and labor disputes.

File A-Z by plan, and year date.

22,142

22,142

22,142

22,142

22,142

12,14
16,22
38,47
56,65
74,83
131,142

Destroy when
superseded or
obsolete.

Destroy when
superseded or
obsolete.

Destroy when
superseded or
obsolete.

Destroy when
superseded or
obsolete.

Destroy when
superseded or
obsolete.

Destroy when
superseded or
obsolete.
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505-10

505-11

505-12

505-13

505-14

505-15

_69_

Contingency Plans

Includes contingency plans
for emergency occurrences in
correctional or other
institutions.

File A-Z by plan, and year date.

Desegregation Plans

File A;bey plan, and year date.

Emergency Evacuation Plans

File A-Z by plan, and yvear date.

Emergency Notification Records

Includes notification records
for businesses affected by
emergency conditions.

File by year date.

Emergency Radio Network Plans

File A-Z by plan, and year date.

Hazardous Substance Plans

File A-Z by plan, and year date.

Hostage Operations Plans

File A-Z by plan, and year date.

Labor Strike Plans

File A-Z by plan, and year date.

Mobilization Plans

Includes countywide plans for

county buildings, and facilities.

File A-Z by plan,and year date.

22,142

22,142

33,38
47,56
65,74
83,105
115,131
142

27,142

131

22,131

22,142

22,125
142

12,14
16,22
38,47
56,65
74,83
131,142

Destroy when
superseded or
obsolete.

Destroy when
superseded or
obsolete.

Destroy when
superseded or
obsgolete.

Destroy when
superseded or
obsolete.

Destroy when
superseded or
obsolete.

Destroy when
superseded or
obsolete.

Destroy when
superseded or
obsolete.

Destroy when
superseded or
obsolete.

Destroy when

superseded or
obsolete.
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505-16

505-17

505-18

505-19

-70~-

Mutual Aid Plans

Includes natural/man -made
events/other occurrences plans.

File A-Z by plan, and year date.

Natural Disaster Plans

Includes floods, hurricanes,
earthquakes, explosions, and
tornadoes.

File A-Z by plan, and year date.

Nuclear Warfare Plans

Includes emergency assistance for
atomic, hydrogen, and nuclear
attacks.

File A-Z by plan, and year date.

Physical Security Plans

505-20

505-21

505-22

505-23

Includes security plané for

police facilities, and buildings.

File A-Z by plan, and year date.

Public Safety Master Plans

File A-Z by plan, and year date.

Public Service Security Records

Includes daily public service
security authorization records.

File by plan, and year date.

Snow Emergency Plans

File A-Z by plan, and year date.

Special Events Coverage Plans

File A-Z by event plan, and
year date.

12,14
16,22
27,38
47,56
65,74
83.142

12,14
16,22
27,142

12,14
16,22
142

27,38
47,56
65,74
83,131

22,150

47

38,47
56,65
74,83
142

22,142

Destroy when
superseded or
obsolete.

Destroy when
superseded or
obsolete.

Destroy when
superseded or
obsolete.

Destroy when
superseded or
obsolete.

Destroy when
superseded or
obsolete.

Destroy after
1 year.

Destory when
superseded or
obsolete.

Destroy when
superseded or
obsolete.
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505-24
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Tactical Dispétch Plans

505-25

Includes dispatching plans for
crimes in progress, and other
tactical operations.

File A-Z by plan, and year date.

Terrorist Control Plan

505-26

File A-Z by plan, and year date.

Traffic Control Plans

505-27

Includes contingency plans for
traffic management.

File A-Z by plan, and vear date.

VIP Security Plans

505-28

505-29

Includes protection services for

executive personnel.

File A-Z by plan, and year date.

Water Emergency Operations Plans

File A-Z by plan, and yvear date.

Other Emergency Records

Includes other emergency related

records not listed in above
file categories.

Conform to unit filing practice.

27

142

31,47
56,65
74,83
142

22,56

142

22,142

Appli-
cable
Unit(s)

Destroy when
superseded or
obsolete.

Destroy when
superseded or
obsolete.

Destroy when
superseded or
obsolete.

Destroy when
superseded or
obsolete.

Destroy when
superseded or
obsolete.

Destory when

~superseded or

obsolete.
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(1)

(2)

(3)

(1)

-T2~

FINGERPRINT RECORDS

Includes fingerprints, and
palm prints for criminal, and
non-criminal identification.

Affiliated LEA Prints

Includes adult, juvenile, and
latent prints collected from
affiliated police departments.

File by agency assigned number,

and identification number.

Adult Prints

Juvenile Prints

Latent Prints

Criminal Prints

Includes fingerprints for
adult, and juvenile offender
identifications.

Adult Prints

File by identification number.

Keep apart from juvenile prints.

129

129

129

129

Retain until
of fender
becomes

75 years old,
then return to
originating
agency for
destruction.

Retain until
of fender be-
comes 21 years
old, then re-
turn to orig-
inating agency
for destruct-
ion.

Return to

originating
agency after
analysis for
destruction.

Retain 1 MASTER
fingerprint
card until off-
ender becomes
75 years old,
then destroy.
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(2)

(3)

(1)

(2)

(3)

_73._

FBI Prints

Includes adult prints rejected
by FBI.

Juvenile Prints

File by identification number.
Keep apart from adult offenders.

Deceased Prints

Includes 10-prints for deceased
adults, juveniles, and victims.

Adult Prints

Keep by identification number.
Keep apart from juvenile
offenders.

Notify Police Records Center,
FBI, and MD. CJIS-CR.

Juvenile Prints

Keep by identification
number.

Keep apart from adult
offenders.

Notify Police Records Center.

Victims

Keep apart from other prints.
File by CCN, and year date.

Non-Affiliated LEA Prints

Includes adult, and juvenile
prints collected from non-
alliliated local, state, and
federal law enforcement
agencies.

33,38
47,56
65,74
83,115
129,131
142

129

129

129

129

Destroy after
30 days.

Retain until
offender be-
comes 21 years
old, then
destroy.

Destroy after
10 vears.

Destroy after
10 years.

Destroy after
10 years.
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(1)

(2)

506-5

..74_

Adult Prints 129

Keep by file number, and
agency identification number.

Keep apart from juvenile prints.

Juvenile Prints 129

Keep by file number and agency
identification number.

Keep apart from adult prints.

Non-Criminal Prints

(1)

(2)

(3)

Includes fingerprints for
employment, and licensing.

Civilian Employees 129

Includes fingerprints for
agency employvees engaged in
police support operations.
File A-Z by employee name.

Fortune Tellers 129

Includes fingerprints for
licensed persons engaged in
fortune telling activities.
File by vyear date.

Hackers/Taxi Drivers 129

Includes fingerprints for
licensed persons engaged in
passenger carrying vehicles.

File by year date.

Retain 1 MASTER
fngerprint card
until offender
becomes 75
years old.
Return duplic-
ate prints to
originating
agency for
destruction.

Retain until
offender be-
comes 18 years
old. Return

to originating
agency for
destruction.

Destroy 1 year
after employee
separation.

Destroy 1 year
after last
printing.

Destroy 1 year
after last
printing.
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(4)

(5)

(6)

(7)

(8)

-7 5_.

Inked Prints

Includes fingerprints for
identified deceased offenders/
victims.

File by CCN.

Masseurs/Masseuses

Includes fingerprints for
licensed massage establish-
ment personnel. '

File by year date.

Missing Children

Includes fingerprints for
missing children.

See Item 503-1.

File by assigned number.

Police

Includes fingerprints for

agency police personnel engaged

in law enforcement operations.
File A-Z by name.

Studio Models

Includes fingerprints for
licensed commerical model
studio personnel.

File by year date.

129

129

129

129

129

Destroy after
10 years from
date printed.

Destroy 1 year
after last date
printed.

Destroy after
7 years from
date reported.

Destroy 1 year
after employee
separation.

Destroy 1 year
after last date
printed.
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Other Print Records

Appli-

cable
Includes other fingerprint Unit(s)

related records not listed
in above file categories.

Conform to unit filing practice.

Minimum retent-
ion 30 days.
Maximum retent-
ion 1 year.
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FISCAL RECORDS

Includes records for agency
budget preparation, revenue
collection, disbursement,
payroll, procurement, and
other fiscal operations.

Bad Check Transmittals

Includes records for non-
collectible checks.

File by fiscal year.

Bank Deposits

Merge with revenue collection
records. See 507-17.

Bills/Invoices

Includes receipts/bills/invoices
for expenditures/payments.

Budget Records

Includes estimates/requests/
other records for operating
budget preparation.

Capital Budget Records

Includes estimates/projections/
other related records for capital
improvement expenditures.

File by fiscal vear.

Collection/Transmittal Records

Includes turn-in moneys for
courts, tapes, and antennas.
See Item 507-17.

File by fiscal year.

99

99,125
131

38,47
56,65
74,83
99,131

99,
Other
Unit(s)

38,47
56,65
74,83
99,105
115,142

27,38
47,56
65,74
83,99
126,131
142

Destroy after
l year.

Destroy after
1 year.

Unit 99:
Destroy after
3 years.
Other units:
Destroy after
1 year.

Unit 99:
Destroy after
3 years.
Other units:
Destroy after
1l year.

Unit 99:

- Destroy after

3 years.
Other units:
Destroy after
1 vyear.

Unit 99:

Destroy after 3

years.

Other units:
Destroy after
1 year.
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507-10

507-11

-7 8-

EXpense Reimbursements

Includes employee expense
reimbursement records.

Journal Entry Records

Includes expense records for
abandoned vehicles, and narcotics
funds.

Keep by fiscal year.

Payment Records

Includes payments for goods/
service purchased from vendors.

File A-Z by vendor, month, and
fiscal year.

Pay Schedule Records

Includes salary information for
union, crossing guard, sworn, and
general scale personnel.

Keep in 3-ring binder(s), and by
year date.

Payroll Records

Includes daily personnel reports,
time sheets, and other records
for payroll.

Unit 99: File A-Z by station,
unit, squad, etc., and by payroll
period, and fiscal year.

Other units: File by payroll
period, and fiscal year.

99 .
99, 113
99
99,119
99'v
Other
Unit(s)

Destroy after
2 years.

Unit 99:
Destroy after
3 vears.

Unit 113:
Destroy after
1 year.

Destroy after
2 years.

Destroy when
superseded or .
obsolete.

Unit 99:
Destroy after
3 years.
Other units:
Destroy after
1 vyear.

Apply above
disposition
standards to
all payroll
records listed
below.
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(1)

(2)

(3)

(4)

(5)

(6)

(7)

507-12

_79_

Athletic Events Compensation

Conform to unit filing
practice.

Bi-Weekly Strength Records

Conform to unit filing
practice.

Compensatory Pay

Conform to unit filing
practice.

Court Compensation

Conform to unit filing
practice.

Holiday Compensation

Conform to unit filing
practice.

Overtime Compensation

Conform to unit filing
practice.

Time Sheets/Daily

Merge with applicable payroll
records. See Item 507-11.

Petty Cash Records

Includes payment requests,
receipts, and cash reconcil-
iation vouchers for petty
cash operations.

Keep by fiscal year.

99
Other
Unit(s)

99
Other
Unit(s)

99
Other
Unit(s)

99
Other
Unit(s)

99
Other
Unit(s)

99
Other
Unit(s)

99
Other
Unit(s)

99
Other
Unit(s)

Retain 1 vear,
and until
audited by
County Auditor,
then destroy.
Other units:
Destroy after

1 vear.
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507-13

-80-

(1)

(2)

507-14

(1)

(2)

(3)

Purchase Records

Includes purchase orders for
supplies, equipment, and other
services.

File by fiscal year.

Field Purchase Orders

Includes field purchase orders,
invoices, and other related
records for materials/supplies.

Case file A-Z by vendor, and
fiscal year.

Purchase Orders

Includes purchase orders,
invoices, and other related
records for goods/service
over $300.00.

Attach/staple to applicable
purchase order.

Receipts

Includes receipts for clothing,
equipment, police report sales,
and other revenues/expenditures.

Clothing Allowances

Conform to unit filing practice.

Equipment Allowances

Conform to unit filing practice.

Report Sales

Unit 99: Merge with revenue

collection records. See Item 507-

17. :

Unit 131: File by fiscal vear.

22,99
131,145
Other
Unit(s)

22,99
131,145
Other
Unit(s)

22,99
131,145
Other
Unit(s)

145

145

26,38
47,56
65,74
83,99
131,142
Other
Unit(s)

Unit 99:
Destroy after
2 years.
Other units:
Destroy after
1l vear.

Unit 99:
Destroy after
2 years.
Other units:
Destroy after
1l vyear.

Unit 99:
Destroy after
2 years.
Other units:
Destroy after
1 year.

Destroy after
2 vyears.

Destroy after
2 years.

Unit 99:
Destroy after
2 vears.
Other units:
Destroy after
1 vear.
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_81_

Includes receipts for vehicle

purchase order. See Item 507-13.

Includes requisitions for consum-

able office supplies, equipment,

(4) Vehicle Impounds
impound storage/towing fees.
507-15 Receiving Reports
Attach/staple to applicable
507-16 Requisition Records
and other services.
(1) Equipment/Supplies
File by fiscal vyear.
(2) Printing/Binding
File by month, and fiscal
vear as needed.
(3) Stores Requests

Includes quarterly requisitions
for consumable office supplies/
equipment expenditures.

Unit 99: File A-Z by district
station, and fiscal year.

Other units: File by fiscal vear.

155

99
Other
Unit(s)

99
Other
Unit(s)

99,124
154
Other
Unit(s)

38,47
56,65
74,83
99

Destroy after
3 years.

Unit 99:
Destroy after
2 years.
Other units:
Destroy after
1l vyear.

Unit 99:
Destroy after
2 years,
Other units:
Destroy after
1 year.

Unit 99:
Destroy after
2 years.
Other units:
Destroy after
1 year.

Unit 99:
Destroy after
2 years.
Other units:
Destroy after
1l year.
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507-17

Revenue Collection Records

507-18

Includes receipts, transmittals,

and bank deposits for police
records sales, and property
auction sales. See 507-6.

Unit 99: Keep by unit,

fiscal year.

and

Other units: File by fiscal year.

Special Fund Records

507-19

507-20

Includes expenditure records for

intelligence operations.

File by fiscal year.

Travel Vouchers

Includes employee travel

expense records.
File by fiscal year.

Other Fiscal Records

Includes other fiscal related
records not listed in above

file categories.

Conform to unit filing practice.

38,47
56,65
74,83
99,126
131,142

135
Other
Unit(s)

99.

Other
Unit(s)

Other
Unit(s)

Unit 99:
Destroy after
2 years.
Other units:
Destroy after
1l year.

All Units:
Retain for 2
years, and
until audited
by County
Auditor, then

destroy. . '

Unit 99:
Destroy after
2 years.
Other units:
Destroy after
1 year.

Minimum retent-
ion 1 year.
Maximum retent-
ion 2 vyears.
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(1)

® .

(1)

(2)

-83-

LEGISLATIVE/LEGAL RECORDS

Includes local, state, federal
laws, legal opinions, and other
related records.

Civil Suits

Includes civil suits filed in
circuit, and federal courts for
police misconduct cases.

Case file A-Z by defendant, and
year date.

Circuit Court Cases

Federal Court Cases

Laws

Includes county ordinance, state,

and federal laws.

County Ordinances

File A-Z by subject,
bill, number, and year
date.

Federal Laws

File A-Z by subject, number, and

year date.

22,111 Destroy 3

131 vyears after
final court
decision.

22,111 Destroy 3

131 vyears after
final court
decision.
Destroy when
updated or
obsolete.
Apply above
disposition
standard to all
laws listed
below.

5,22

47,56

65,74

83,119

131,142

155

7,22

38,47

56,65

74,83

115,131

133,142

154
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(3)

(4)

_84_

State laws

File A-7Z by subject, number, and

yvear date.

Other State Laws

File A-Z by subject, originating

state, and year date.

Legal Opinions

Includes legal opinions/
advisories issued by police
legal advisors, state, and
federal courts.

File A-Z by subject, and year
date.

County Law Office

Police lLegal Advisors

State Attorney General

U.S. Attorney General

Marvland House Bills

File A-Z by title, number, and
year date.

Marvland Senate Bills

File A-Z by title, number, and
vear date. .

Resolutions

Includes resolutions adopted

by the County Council, Maryland
General Assembly, and U.S.
Congress.

5,38
47,56
65,74
83,131
155

22,131
Other
Unit(s)

22,28
33,38
47,56
65,74
83,115
131,133
142,154

22,28
131
Other
Unit(s)

22,28
131
Other
unit(s)

22
Other
Unit(s)

Destroy when
superseded or
obsolete.

Apply above
disposition
standard to all
legal opinions
listed below.

Destroy after
1 year.

Destroy after
1 year.

Destroy when
obsolete.

Apply above
disposition
standard to

all resolutions
listed below. .
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_85_
(1) County Government 22
File A-Z by subject, and year
date.
(2) Federal Government 22

File A-Z by subject, and vear
date.

(3) State Government 22

File by subject, and year date.

508-7 U.S. House Bills ' 22 Destroy when
updated or
File A-Z by title, number, and obsolete.
year date.
508-8 'U.S. Senate Bills 4,22 Destroy when
: ‘ 131 updated or
File A-2Z by title, number, and obsolete.
vear date.
508-9 Other Legal Records Appli- Destroy when
cable updated or
Includes other legislation Unit(s) obsolete.

related records not listed in
above file categories.

Conform to unit filing practice.
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(1)

(2)

_86_

PERSONNEL RECORDS

Includes employee career
development, selection, recruit-
ment, promotion, examination,
training, grievance, health/
safety, discipline, leave, eval-
uation, and other related

- personnel records.

Case Digposition Records 107

Includes conduct/performance
investigations with case dispos-
itions.

Include in the applicable
Internal Affairs File.

See Item 509-11.

Eligibility Certificates 119

Includes certificates/lists for
civilian positions/employees
eligible for hiring.

Keep in 3-ring binder(s), and
yvear date.

Eligible Certificates 119

Conform to unit filing
practice.

Ineligible Certificates 119
Conform to unit filing

practice.

Emplovee Action Notifications 119

Includes EAN's, and employee
history cards/ledgers for
employee personnel actions.

'Merge with applicable employee

personnel file (509-17).

See Item
509-11 for
disposition.

Destroy after
1l year.

Destroy after
1l year.

Transfer to
County
Personnel

10 days after
employee
gseparation for
75 years
retention.
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(1)

(2)

(3)

(4)

-87-

Civilian EAN's

Crossing Guard EAN's

Police EAN's

Employment Applications

Includes employment applic-
ations/resumes, other related
records for police employment.

SPECIAL INSTRUCTIONS:

. Separate passed, failed, rej-
ected, or non-scheduled
applicants.

. Keep applications by employment
category.

. Include applications selected
for employment in the
applicable official Personnel
File. See Item 509-17.

Civilian Positions

File A-Z by applicant name, and
test date.

Crossing Guard Posgsitions

File A-Z by applicant name, and
test date.

Police Positions

File A-Z by applicant name, and
test date.

Other Positions:

Includes police applicants from
other states.

File A-Z by applicant name,
state, and year date.

119
119
119

119

119

119

119

119

Tested/failed/
rejected appli
cations:
Destroy after
1 year.

Apply above
disposition
standard to
all positions
listed below.

7/91




(1)

(2)

(3)

-88~

Employment Investigation Records 4,119
132

Includes pre-employment/
background investigations for
civilian, and police personnel,
including personal history
statements.

SPECIAL INSTRUCTIONS:

Keep in secure area.

. Keep apart from personnel
files.

Keep in locked file cabinet.

Limit access to authorized
personnel.

Separate hired, and non-hired
applicants.

Civilian Applicants 4,119
132

Case file A-2Z by applicant name,
and year date.

Crossing Guard Applicants

Case file A-Z by applicant name,
and year date.

Police Applicants 4,119
132

File A-Z by applicant name, and
year date.

Destroy after
10 years from
date hired/non-
hired.

Apply above
disposition
standard to
all records
listed below.
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(1)

(2)

(3)

(4)

_89._

Examination Records

Includes examination records
for civilian crossing guard,
recruitments and promotions.

SPECTAL INSTRUCTIONS:

Keep apart from personnel
files.

Keep in secure area.
Store in locked file cabinets.

Limit access to authorized
personnel.

.. Separate passed, failed
applicants, and year date.

Separate civilian from police
promotions. :

Place in manila envelopes.
Destroy by shredding.

Civilian Test Records

Case file A-7Z by applicant name,
and year date.

Crossing Guard Test Records

Case file A-Z by applicant,
position, and test date.

In~Service Test Records

Case file A-Z by applicant
name, and year date.

Oral Examinations

File A-Z by rank/position, and
vear date.

119

119

119

10

119

Destroy after
3 years.

Apply above
disposition
standard to

all tests list-
ed below.
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(5)

(6)

(1)

-90-

Police Test Records 119

File A-Z by applicant, session
number, and year date.

Promotion Test Records 119

File A-Z by rank/position,
and year date.

Other Examinations 119

File A-Z by type of test, and
vyear date.

Field Training Records 10,38

47,56
Includes field training 65,74
records for field operation 83
officers.

SPECTAL INSTRUCTIONS:

Case file A-Z by officer
name, and ID#.

Keep in locked file cabinets.
Limit accesss to FTO

Coordinator, officer, and other
authorized personnel.

Grievance Records 22,107
111,119
Includes discrimination compl- 121

aints/disciplinary actions filed
with County, State, and/or EEO/
governments for civil rights,
sex, race, color, and national-
ity violatons.

AHB Grievances

See Internal Affairs Records.
Item 509-11.

Destroy'B years
after employee
separation.

Destroy 1 year
after final
step completed.

Apply above
disposition
standard to all
grievance
cases/types
listed below.
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(2)

(3)

(4)

(5)

(6)

(7)

(8)

(9)

-91-

EEO Grievances

Case file A-Z by complaint, and
vear date.

FOP Grievances

Case file A-Z by complaint, and

year date.

Grievance Summaries

Limit access to authorized
personnel. Conform to filing
practice.

Human Relations Grievances

Case File A-Z by complainant, and
vear date.

PCEA Arbitrations

Includes civilian grievance cases
settled by outside arbitrations.

PCEA Grievances

Includes grievance cases handled
by Civilian Grievance Hearing
Board.

Case file A-Z by complainant, and
year date.

Promotion Grievances

Case file A-Z by complainant, and
yvear date.

Performance Grievances

File A-Z by complainant, and year
date.

107,111
119

107,111
119

22 Destroy after 3
yvears.

22,107
111,119

107,111 .

119

107,111
119

22,107
111,119

All
Unit(s)
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509-9

(1)

(2)

(3)

Health/Safety Recorde

Includes medical referrals/

doctors' certificatea/wdrkmen's
compensation reports for county

disability examinations,' comm-

unicable diseases,' and employee

temporary disability records.

. Keep in secure area. J
|

Store in locked file cabinets,

. Restrict access to Paycholog-

ical Services pqrsonneg.

1
Keap apart from administrative

records.

'
'

- Require employeg signature for

file access. , |

1
'

. File by assigned numbeér(s).
Poctors' gg;j;;icatgs y

File A-Z hy employee name, and
vear date. | !
* i
Medical Referrals: y
Case file A-Z by employee name,
and year date.

Workmen's Compengation Réchgg

File A~Z by employee name, and
year date.

1 t
f b

Hiring Records | ;!

Includes request for vacant
police, civilian, xemporary.
and croseing guard positions.

Appli-
cable
Uhit(e)

All
Unit(s)

119
Other
Unit(s)

131
Other
Unit(s)

A1l
Unit(s)

Minimum retent-
ion 30 days.
Maximum retent-
3 years,

Apply above
disposition
standards to
all records
listed below.

Degtroy after 1
year. )
?ﬁ?i;‘,
{

=
-

Apply above
disposition
standard to a11 "
records listed -
below.

a{s #

’

7/91
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(1)

(2)

(3)

(4)

20934

Mm_msmpm

Files A-2Z by poaition title,
year date. q

cros.mwusm.a__‘m.gna

File A-Z7 by position titla.
and yvear date. .

and

Polige Positions ‘i

File A-2 by position
title, and year date. !

1

!
'
|

___nmu__.qm.ign.a_ .

Includes 700-hour ' poaitions.

File A-2 by type dt employment
category, and yeaﬂ date.

m_r_nsulmnn_&ma_a

'Il
Includes internal investigations
for agency employee misfoasance,
malfeasance, non-feasance,
complaints, and dfsriplinary
infractions containad in: hard-
copy/non-hardcopy formats.

. 8tore in sacure area. :

l .
. Keep in file cabinsta'with
locks, J

. Keap files by cﬁtgqories.

. Restrict file accéss to
authorized personnel.
f

. Keep apart from personnel
racards or cautralized records.

. Arrange uﬂcidents by civilian,
and sWorn cases.

!
i
!
1
|
I
l
!

All
Unit(s)

All
Unit(se)

All
Unit(s)

All
Unit(s)

§

23,107
111
Other
Unit(a)

' ‘ S8T34-3010d O T

LEOBR cases,
handle as
followsa:

1.

Exonerated
cases!
Deatroy 3
years after
dispositiof
date.

Sustained
capen:
Destroy 5
years after
amployee
separation.

Administrat- .
ively closod
cases:
Dastroy
after 3
years,

i >
-

<, N
Wopy @




-

‘ . =94~

Il |

. Keep polygraph recordb apart 4. Apply 3-year
from personnel #ecorde oY reatention
centrallzed rac¢rFa systom. standarad to

administrat-

. Require written, requests from ively clossd
officers/civiligns for police dis-
expungements. | ciplinary

b cages.

. Do not include édverse, .

naterials in otficers. files. 8. Apply above
' disposition .

. Apply LEOBR to ﬁolice| standards to i
demotions, diamissale , all discipl- r
transfersa, pay losses, re- inary caees
assignments, ethics violations, listed
punitive measurds, and die- below. :

eiplinary actioqa:
o 6. Do not apply
. Cage file by aesidned,numbara. above dils-
v position

H i standards to
| . . "Motor
ﬂ ' ' i Vehicle
L Cases," and
o ' "Civilian
Cagas."”

! l 7. ADply 3-vear
, ! ratention
standard to
: , ' police
{ | unsustained,
{ - ; unfounded,
q ' ' acquitted,
i ' and not
- ! guilty
1 police dim~
[ ciplinary
|

cases.
(1) AHB Capes '
h
Includes cassette'&apea.iand
accident investigation rscords.

Conform to unit filing piractice.
|
|

! . 7/91
| ; i
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‘ !
; !'
g |
- It |
| )
H . ‘ ‘I'
ﬂ . ~95-
‘| ‘
l t
(2) Civilian Capep b ' 107,111 Destroy 3
i 119 years after
Case file by "CP" assigned Other disposition
number, and year éate. :' Unit(a) date,
| !
(3) Fisld Cases | | 107,111
i N 119
Case file by "F" sspsignéd Other ‘
number, and year date. Unit(s) 5
S :
(4) iatarnal Cagep - 107,111 ‘
j 119 §
Cape file by "P8" aesigned Other 3
number, and year data. i Unit(s) i
x 4
] I 3
, i
i
SRR
- y
o
| |
I i; ‘
b .
il ! |
]
| :
)
b
:H
i
N
LI .
' Yo i "
i I “ g
I T | 3
: b 1
| i
: . % T7/91
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' |
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(5)
L Y)
. )'i

‘l’.._ﬁf’f-‘
ey .
 B09-13

(1)

(2)

e

i i
»

[ Vi
R .
mgﬁgz_xshiala_asgiggnﬁ.gaasg 132,107  Deatroy 2 years
P ' 119 after final
Case file A-Z by employee name, Other dispomition
and year date. P 1 Unit({s) date.
i i; Other units:
) ! Destroy upon
y IAD case
i , dispoaition.
| _ fi] ;l 32.107
i 119
: Includea non-hard qopy reoords Other
gontained in tnpas. and qther Unit(s)
‘flon-pager radia. i }
Label by applicabld number, j
and year date. | , ;
o ;
$BmAKyiscxy CRsee ||| ! 32107
i ' 119
Case file by “ra"“: aaaignad -—
number, and year dara. E | |
f ‘119 Destroy alter
RO IR . ; 1 year.
Includss job, end transfer X
opportunities for qacantl i Apply ahove
pouitiona. - . ‘ disposition
o | standard to
F 5 all rescords
f ;I liated below.
agn.gnnaxﬁuniix_agklesing
Keep in 3-ring bindur(s). and
year datae. l : i
Insn,igz_gnnprtunl&x_ﬁullailng
Keep in 3-ring bindar(e). and
year date, b g
E o L
i | i
| L |
Lo 7/91
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(3)

509-13 -

~97 -

Transfer Requests

Keep in 3-ring binder(s), and
year date. :

Leave Records

(1)
(2)
(3)
(4)
(5)
(6)
(7Y
(8)

(9)

Includes various leave records
for payroll preparation. Orig-
inals kept by the County Finance
Office/Payroll Division.

SPECIAL INSTRUCTIONS:

. Keep by type of leave as
needed.

. File by fiscal vyear.

. Conform to unit filing
practice.

Administrative Leave

Annual Leave

AWOL Leave

Disability Leave

Discretionary Leave

Holiday Leave .

Injury Leave

LWOP/Furlough

Maternity Leave

All
"Unit(s)

All
Unit(s)

All
Unit(s)

All
Unit(s)

All
Unit(s)

All
Unit(s)

All
Unit(s)

All
Unit(s)

All
Unit(s)

All
Unit(s)

Destroy after
1 year.

Apply above
disposition
standard to
all records
listed below.
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(10)
(11)
(12)

(13)

509-14

(1)
(2)

509-15

Military Leave

Paternal Leave

Personal Day

Sick Leave

Lesson' Plan Records

Includes lesson plans for
police officers certified
by Maryland Police
Training Commission.

Keep by subject category.

Current Lesson Plans

Updated lLesson Plans

Permanent Evaluations

(1)

(2)

Includes performance evaluations
for probationary officers,

other police personnel.

Permanent Employvees

Include in the applicable

Personnel File. See Item 509-17.

Probationary Officers

All
Unit(s)

All
Unit(s)

All
Unit(s)

All
Unit(s)

10

10

10

All
Unit(s)

Retain until
updated, then
destrgy.

Apply above
disposition
standard to all
lesson plans
listed below.

Transfer to
County
Personnel
Office 10 days
after emplovee
separation for
75 years
retention.

Apply above
disposition
standards to
all records
listed below.
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509-16

(1)

(2)

(3)

_99_

Pergonal Records

‘Includes non-disciplinary,

non-derogatory, and inform-
ational records for operat-
ings units. See GOM (3/764).

SPECIAL INSTRUCTIONS:
. Keep in secure area.
. Keep in locked file cabinets.

Limit access sanctioned by

Administrative Procedures #262.

Purge periodically for
obsolete/duplicate materials.

DO NOT INCLUDE ADVERSE
INFORMATION IN PERSONAL FILES.

Civilian Files

Case file A-Z by employee name,
and identification number.

Crossing Guard Files

Case file A-Z by employee name,
and identification number.

Police Files

Case file A-Z by employee name,
and identification number.

Appli-
cable
Unit(s)

Transfer to
receiving
agency/unit

by confident-
ial means:
Employee trans-
fer, promotion,
or demotion.

Transfer to
County Person-
nel Office

10 days after
employee
separation for
destruction.

Apply gbove
disposition

standard to
all records .
listed below.
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509-17

-100-

Personnel Files All
Unit(s)

Includes applications, resumes,
employment examinations/score
sheets, job descriptions, pre-
employment physical reports,
benefit forms, disciplinary
actions, performance ratings,
employee position audits,
employee action forms, injury
reports, job-related commend-
ation letters, training
certificates, services awards,
and other job related records.
See GOM (3/764).

SPECIAL INSTRUCTIONS:

Keep in secure area.
Keep in locked file cabinets.

Limit access sanctioned by
Personnel Law Section 16-215,
and by Administrative
Procedures #262. See GOM
(3/764.15).

Purge periodically for
obsolete/duplicate materials.

Microfilm employee separation
files.

. Follow purge guidelines
sanctioned by Administrative
Procedures #262.

Remove derogatory information/
adverse actions from Personnel
files. See Personnel Law
Section 16-102 (a) (1).

Forward file by confidential
means to receiving agency after
employee transfer, promotion,
or demotion.

Transfer to
County
Personnel
Office 10 days
after emplovee
separation for
75 years
retention.

Destroy derog-
atory records
after 3 vears
by employee
written
request.

Destroy discip-
linary records
up to 3 days
suspension
after 18 months
by employee
written
request.

Apply above
disposition
standards to
all records
listed below.
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(1)

(2)

(3)

509-18

509-19

(1)

-101-

Civilian Files

Case file A-Z by employee name,
and identification number.

Crossing Guard Files

. Case file A-Z by employee name,

and identification number.

Police Files

Case file A-Z by employee name,
and identification number.

Personnel Pension Plans 19

Includes plans for police
pension and retirement.

File A-Z by plan, and vear date.

Polvgraph Records

Includes polygraph examinations,
results, questionnaires, other
records for employment and/or
prosecution.

SPECTAL INSTRUCTIONS:

. Keep apart from employee
personnel files.

Keep in locked file cabinets.

. Limit access to authorized -
personnel.

Separate passed or failed
applicants/candidates.

Criminal Investigations 4,5

’ 38,47
Include in the applicable 65,74
criminal investigation case. 83,102
See Item 510-3. 107,109

142

Destroy when
superseded or

obsolete.

Destroy after

3 vyears.
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(2)

509-20

509-21

509-22

509-23

-102-

Employment Investigations

File A-Z by applicant name,
assigned number, and year date.

Position Action Records

Includes Form 868 for position
action requests. '

Keep in 3-ring binder(s), and
year date.

Position Description Records

Includes positions/job
descriptions for employee
performance management.

Unit 119: Include copy in the
applicable Personnel File. See
Item 509-17.

Other units: File A-Z by employee

name, identification number, and
classification as needed.

Position Identification Records

Includes master job descriptions/

specifications control records.
File A-Z by position title.

Student Personnel Records

Includes officer training/
development records required
for Maryland Police Training
Acadenmy.

Case file A-2 by student name.

4
Other
Unit(s)

119
Other
Unit(s)

All
Unit(s)

119

10
Other
Unit(s)

Destroy after
3 years.

Unit 119:
Destroy after
2 years.
Other units:
Destroy after
1l year.

Destroy when
superseded,
Obsolete, or
abolished.

Destroy when
superseded,
abolished,
or updated.

Purge file
for obsolete
material(s).
Destroy 3
years after
employee
separation.
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509-24

-103-

Training/Education Records

(1)

(2)

(3)

Includes training/education
records for courses taken/
completed by civilian/police
personnel.

SPECIAL INSTRUCTIONS:

Separate civilian from police
training/education files.

Case file A-Z by employe name,
and identification number.

Keep apart from personnel
files.

Basic Academic Records

Includes basic academic records
mandated by Maryland Police
Training Commission.

File A-Z by course title,
student, and session number.

Firearms Training Records

Includes firearms training
records mandated by Maryland
Police Training Commission for
annual qualifications.

Record course/training in the
applicable employee Training/
Education File. See Item 509-24.

Hazardous Materials Training
Records

Conform to unit filing practice

10
Other
Unit(s)

10

10

Purge file for
obsolete mater-
ial(s).

Destroy 3 vyears
after employee
separation.

Apply above
disposition
standards to
all records
listed below.

Destroy after
5 years.
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(4)

(5)

(6)

509-25

509-26

-104-

In-Service Training Records

Includes police training/develop-
ment records mandated by Maryland

Police Training Commission.

Record course/training in the

applicable employee Training/

Education File. See Item 509-
24.

Module Training Records

Includes training modules/
courses mandated by Maryland
Police Training Commission.

Case file by module number,
caption, and year date.

Qut-Service Training Records

Includes funded/mandated police
training/development courses.

Case file A-7Z by sponsoring
institution, type of training,
and yvear date.

Work Schedules

Includes employee work/court/
assignment/schedule records.

Other Personnel Records

Includes other personnel
records not listed in the
above file categories.

Conform to unit filing practice.

10

10

10

38,47
56,65
74,83
142

Appli-
cable
Unit(s)

Minimum retent-
ion 30 days.
Maximum retent-
ion 1 vyear.

Minimum retent-
ion 30 days.
Maximum retent-
ion 1 vear.
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-105-

POLICE RECORDS

Includes liquor citation,
criminal investigation, expunge-
ment, firearm, incident, intell-
igence, narcotics, security,

traffic, and other police related

records for law enforcement
operations.

Condition Reports

Includes condition reports for
littering, debris, and storm
drain violations.

File by year date.

Unit 131: Keep with Admin-
istrative file by vear/date.

Criminal History Records (CHRI)

Includes arrest reports/citat-
ions/supplements for adult
offenders.

Unit 131: Case file by
identification number.

Other Units: Conform to unit
filing practice.

Unit 131: Attach/staple criminal
citations to applicable CHRI
records.

38,47 Destroy after
56,65 1l year.

74,83

131,142 N

Other

Unit(s)

74,83 Retain until
131 of fender be-

comes 75 years
old. Microfilm

hardcopy.

Destroy hard-
copy after film
inspection.
Destroy film

cartridges

after 75 years.

Destroy

deceased file
after 1 year.
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-106-

Criminal Investigation Records

Includes duplicate incident/
special reports, MILES/NCIC

CHRI printouts, court summons,
investigator notes, statement

of charges, continuation reports,
arrest reports, latent print
examinations/results, finger-
prints, property records,
interview notes, habeas corpus
writs, commanders information
reports, injury diagrams,
warrants, crime scene reports/
sketches, investigation sum-
maries, evidence reports,
investigation reports, medical
records, investigator activity
summaries, lab requests/results,
investigative checklists/major
case checklistsg, line-up records,
photographs, supplemental invest-
igation reports, final
investigation reports, witness/
victim statements, advise of
rights/waiver forms, suspect/
defendant statements/confessions,
correspondence, and other case
related records.

Source units: Send original
investigative reports to Police
Records Center for merger with
Incident Records (510-6).

Use disposition
standards
listed below:

1. Closed
felony
cases:
Destroy 5
vears after
court dispo-
sition.

2. Open
felony
cases:
Destroy
after
25 vears.

3. Misdemeanor
cases:
Destroy 3
years after
court dispo-
sition.

4. Unassigned
misdemeanor
cases:
Destroy
after 3
years.

5. Open homi-
cide cases:
Destroy
after 75
years.
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(1)

-107-

SPECIAL INSTRUCTIONS:

Keep in secure place.
. Keep cases in file folders.

. Restrict access to authorized
personnel.

. Keep vice/organized crime
investigations apart from the
central records system.

. Label file folder with F, and
M cases.

Use case management designa-
tions: open, suspended,
closed, etc.

. Use case status control system:

investigator assigned, date
assigned, etc.

Abduction Cases 137

Includes abduction of individuals
under 12 yvears, and by relatives.

Case file A-Z by victim, CCN,
sector, and beat as needed.

6.

Killed
Officers:
Destroy
after 75
years.

Vice/Narco-
tics cases:
Destroy
after 25
years.

Apply above
disposition
standards to
all criminal
investigation
cases listed
below.

Do

not apply

above dispos-
ition standards

to cases listed

below:

1. Bad Checks

2. Deaths

3. Hit/Run

4. Juvenile
of fenses

5. Missing
persons

6. Runaways

7. Suicides

8. Traffic
fatalities

9. Vehicle
thefts

10. Minor sex
offenses

11. Property
recoveries

12. Vandalism

7/91




(2)

-107-1-

Alcoholic Beverages Cases ' 113
144

Includes illegal use and/or sale
of alcoholic beverages.

Case file A-Z by accused, and
CCN.

7/91




(3)

(4)

(5)

(6)

(7)

(8)

(9)

-108-

Arson Cases

Includes cross-burning/other
religious symbols cases.

Arson Fatality Cases

Includes arson related fatal-
ity cases.

Case file A-Z by victim, and CCN.

Assault Cases

Includes assault w/intent to
rob, murder, rape, and sexual
offense cases.

Case file A-Z by victim, CCN,
sector, and beat as needed.

Bad Check Cases

Includes bad checks over/under
$300 with original check cases.

Bribery Cases

Includes corruption cases.

Case file A-Z by accused, and
CCN.

Burglary Cases

Includes common law burglary
w/intent to commit felony/
steal/daytime/explosives cases.
Case file A-Z by victim, and CCN.

Child Abuse Cases

Cage file A-Z by victim, and CCN.

110
144

38,47
56,65
74,83
103

38,47
56,65
74,83
103

21 Closed cases:
Destroy after
1 vyear.
Open cases:
Destroy after
10 vyears.

113
144

38,47
56,65
74,83

38,47
56,65
74,83
92,103
137,142
7/91




-109-

(10) Commerical Robbery Cases 135

Case file A-Z by victim, and CCN.

({11) Courier Robbery Cases 135

Case file A-Z by victim, and CCN.

(12) . Credit Card Offense Cases 21

Includes credit card offenses
w/intent to defraud cases.

Case file A~Z by victim, and CCN.

(13) Death Cases (Felonies) 38,47

“ 56,65

Includes first/second degree 74,83
murder, arson cases. See 103

Item 510-3 (24).

(14) Death Cases (Child Abuse) 103 .

Includes death cases associated
with child abuse cases.

Case file A-Z by victim, and CCN.

(15) Death Cases (Suspicious) 103

Includes suspicious death cases.

Case file A-Z by victim, and CCN.

(16) Death Cases 31,47 Unit 103:
56,65 Destroy 3 vyears
Includes unattended, and 74,83 after case
accidential death cases. 103 closed.
Other units:
Case file A-Z by victim, and CCN. Destroy after
1 year.
(17) Embezzlement Cases 21
131

Case file A-Z by victim, and CCN. Other

Unit(s) .
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(18)

(19)

(20)

(21)

(22)

(23)

(24)

Case file A-2 by victim,

-110-

Extortion Cases

Case file A-Z by victim, and CCN.

Forgery/Uttering Cases

Includes private/public document/
uttering false documents, money,
goods/other felony/misdemeanor
cases.

Fraud Cases

Includes home improvement cases.

Case file A-Z by victim, and CCN.
Gambling Cases

Includes games devices, bets,
lotteries, paraphernalia, and

other gaming/gambling offenses.

Case file A-72 by victim, and CCN.
. Hate Cases
Includes ethnic, racial, relig-

ious, and sexual orientation

cases.

Case file A-Z by accused, and

CCN.

Hit/Run Cases

Includes hit/run motor vehicle/

~fatality cases.

and CCN.

Homicide Cases

Includes first/second degree hom-
icides, and other felony cases.

Case file A-Z by victim, and CCN.

38,47
56,65
74,83
131,135

21

21,38
47,56
65,74
83,142

113
145

38,47
56,65
74,86
107,125
142

103
153

103

Unit 153:
Destroy after
3 years.
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(25)

(26)

(27)

(28)

(29)

- (30)

(31)

(32)

-111-

Incest Cases

Case file A-Z by victim, and CCN.

Injury Cases

Case File A-Z by victim, and CCN.

Juveni}e Offense Cases

Case file A-Z by victim, and CCN.

- Keep apart from adult cases.

Kidnap Cases

Includes ransom cases, and
individuals under 16 years.

Case file A-Z by victim, and CCN.

Minor Sex Offense Cases

Includes fourth degree sex.
offenses, and other misdemeanor
cases.

Missing Person Cases

Includes missing person cases.
Case file A-7Z by victim, and CCN.

Narcotics Cases

Includes cultivation, manufact-
ure, transportation, distribut-
ion, delivery of controlled
dangerous substances cases.

Obscene Material Cases

Includes child pornography cases,
and other felony cases.

Case file A-Z by accused, victim,
and CCN.

38,47
56,65
74,83
142

38,47
56,65
74,83
142

38,47
56,65
74,83
131

38,47
56,65
74,83

38,47
56,65
74,83

31,38
47,56
65,74
83,113
142
144

113
144

Destroy 3
years after
juvenile case
disposition.

Destroy after
3 years.

Destroy after
person found/
located.
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(33)

(34)

(35)

(36)

(37)

(38)

(39)

-112-

Obscene Telephone Cases 38,47
56,65
Case file A-2 by victim, and CCN. 74,83

Pandering Cases 113

Includes receiving/procuring/
placing/detaining/trans-
porting for profit and pros-
titution cases.

Case file A-Z by accused, and
CCN.

Property Recovery Cases 125

Case file A-Z by victim, and CCN.

Prostitution Cases 113

Includes engagement/promotion

of sexual assignation activities
for profit cases, disorderly
house, and lewdness cases.

Case file A-Z2 by accused, and
CCN.

Rape Cases 137

Includes first/second degree
rape cases.

Case file A-Z by victim, and CCN.

Repeat Offender Cases 137

Case file A-Z by suspect, crime,
and target number as needed.

Residential Robbery Cases 135
137

Includes residential/messenger
cases.

Case file A-Z by victim, and CCN.

Destroy after
3 vears.
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(40)

(41)

(42)

(43)

(44)

(45)

(46)

(47)

(48)

-113-
Runaway Cases
Case file A-Z by victim, and CCN.
Robbery Cases
Includes cab driver, route

salesman,
cases.

and street robbery

Sex/Sekual Cases

Includes first, and fourth
degree sex offense cases.

Shooting Cases

Includes personal injury records
for police officers, public/other
non-county police officials.

Spousal Abuse Cases

Case File A-Z by accused, and
CCN.

Suicide Cases

Case file A-Z by victim, and CCN.

Theft Cases

Includes theft cases over/under
$300, plus deception cases, and
stolen checks.

Case file A-Z by victim, and CCN.

Theft/Deception Cases

Case file A-Z by victim, and CCN.

Traffic Fatality Cases

Case file A-Z by victim, and CCN.

92

38,47
56,65
74,83

38,47
56,65
74,83
92,137
142

103

38,47
56,65
74,83
92,142

103

21,38
47,56
65,83
135,
142

21

103

Destroy 3

vyears after
person located/
found.

Destroy 3
years after
case closure.

Closed case:
Retain for 5
years, then
destroy.
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(49)

(50)

(51)

(52)

(53)

(54)

-114-

Unassigned Cases

Case file A-Z by incident
type, victim, and CCN.

Vandalism Cases

Includes damage/destruction/
defacement to public/private
property offense cases.

Vehicle Theft Cases

Includes stolen, recovered,
attempted, unauthorized use,
abandoned, impounded, tampering,

and larceny from motor vehicle
theft cases.

Vulnerable Adult Cases

Case file A-Z by victim, and CCN.
Weaponsg Cases
Case file A-Z by accused, and

CCN.

Other Offense Cases

Includes other felony/
misdemeanor cases investigated
by specialty, and patrol units.

Case file by type of
crime, victim, and CCN.

38,47
56,65
74,83

38,47
56,65
74,83

Destroy after
3 vears.

7,38 Destroy after
47,56 5 years.
65,74 .

- 183,

142

21,38
47,56
65,74
83,92
142,
144

33,38
47,56
65,74
83,113
142

7,21
38,47
56,65
74,83
103,133
144
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(1)
(2)
(3)
(4)

(1)
(2)

(3)
(4)

-115-

Expungement Records

Includes adult/juvenile offender
records expunged by court order/ -
waiver hearings.

Keep in inaccessible place.
. Store in locked file cabinets.

. File A-Z, and vear date.

Section 27-736 Expungements

Section 27-737 Expungements

Juvenile Expungements

Other Records

Firearms Records (MSP)

Includes stop/frisk reports
for weapons violations.

Unit 131: Keep with Admin-
istrative File by vear date.

Incident Records

Includes original crimes

against persons, vehicles,
property, society, and other
police incident related reports.

File by CCN, and/or attach/staple
to applicable incident report.

Adult Civil Citations

Alcohol Influence Reports

Animal Bite Reports

Computerized Incident Reports

131

38,47
56,65
74,83
131

142
Other
Unit(s)

131

Destroy after
3 years.

Apply above
disposition
standard to

all expungement
cases listed
below.

Destroy after
1l vyear.

Destroy after .

1l vear.

Destroy after
25 years.

Apply above
disposition
standard to
all police
incidents
listed
below.
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(5)
(6)
(7)
(8)
(9)

(10)

(11)

(12)

(13)

(14)

(15)

(16)

(17)

(18)

(19)

(20)

(21)

(22)

(23)

(24)

(25)

(26)

(27)
(28)

(29)
(30)

-116-

Continuation Reports

Crime Scene Reports

Custody Log/Analysis Reports

Damage Notification Reports

Detective Supplement Reports

District Processing Reports

Evidence Reports

Field Observation Reports

Fire Investigation Reports

Firearms Discharge Reports

Forfeiture Summary Reports

Incident Reports

Investigation Reports

Investigator Reports

Latent Print Exam Reports

Line-up Reports

Missing Person Photographs

Special Reports

Statement Reports

Vaccination Reports

Validation Reports

Vehicle Inspection Reports

Vehicle Release Reports

Vehicle Releases/Showcause
Notices

Weapons Teletypes

Other Records

7/91




-117-~
Informant Records 7,21
38,47
Includes adult/juvenile 65,74
informant related records 102,115
for criminal investigations. 135
SPECIAL INSTRUCTIONS:
. Code informants with assigned
numbers.
Keep files in locked/secured
area.
Case file by assigned numbers.
Keep juveniles apart from adult
informants.
Supervise destruction .
operations by Unit Commander.
Intelligence Records 22,113
142

Includes records relating to
organized criminal activities,
subversive activities, vice
activitiesg, terrorism, and
civil disorders.

SPECTAL INSTRUCTIONS:

Store in secure area.

. Keep in file cabinets with iron
bar locking devices.

. Identify "active,” and
"inactive" files.

Case file by assigned numbers.
Share information with local,

state, and federal intelligence
agencies on need-to-know basis.

Destroy when no
longer needed.
Destroy by
burning or
shredding.

Destroy
"jinactive"
files after
5 years.
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-117-1-

Keep apart from the Central
Records System.

Purge outdated/unreliable
information to prevent
recollection/distribution.

Destroy files by burning or
shredding.

Supervise destruction

operations by Unit Commander.
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510-10

Juvenile

~118-

Citations

Includes

offenses committed

by juveniles.

Unit 131:
Item 510-

Juvenile

Merge with
11.

Civil Citations

510-11

510-12

Includes
offenses
juvenile

Unit 131:

Juvenile
See Item

Juvenile

alcoholic beverages
committed by
offenders.

Merge with
Arrest Records.
510-11.

Arrest Records

Includes c¢rimes against persons,
property, and society committed
by juvenile offenders. See Items
503-4, and 503-5.

SPECIAL INSTRUCTIONS:

. Unit 131:
records.

Keep apart from adult

Limit access to need-to-know
basis.

. Unit 131: Case file by
identification number, or CCN.

. Other units:
adult records.
A-Z subject,

Keep apart from
Case file by
and CCN.

Police Dissemination Records

Includes adult, juvenile, photo,
and print information dissemin-
ation records for criminal
justice operations.

38,47
56,65
74,83
131,142

38,47
56,65
74,83
131,142

38,47
56,65
74,83
115,131
142,157

Unit 131:

See Item
510-11 for
disposition.
Other units:
Destroy after
1 vear.

Unit 131:

See Item
510-11 for
disposition.
Other units:
Destroy after
1l year.

Unit 131:
Destroy when
offender be-
comes 21 years
old.

Or destroy 10
years from
date arrested.
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-119-

Includées juvenile arrest/incident
and print dissem-

Includes written incident dissem-

walivers,

(1) Adult Records
Includes CHRI information
dissemination logs mandated by
State/Federal Privacy
Regulations.
File by year date.

(2) Juvenile Records
report, photo,
inations.
File by year date.

(3) Public Records
inations authorized by Admin-
istrative Procedure #133.
File by vear date.

(4) Other Records
Includes written police
records disseminations not
listed in above file
categories plus non-record
disseminations.
File by year date.

510-13 Ride-Along Records
Includes applications,
and authorizations for pass-
engers in police vehicles.
File A-Z by applicant name,
and vear date.
510-14 Security Survey Records

Includes commerical/residential
security surveys for crime
reduction operations.

File A-Z by business or resident
name, and year date.

131

131

131

131

38,47
56,65
74,83
121,131
142

31,38
47,56
65,74
83,131
Other
Unit(s)

Destroy after
3 years.

Destroy after
1 year.

Destroy after
1 vyear.

Destroy after
60 days.

Unit 131:
Destroy after
2 years.
Other units:
Destroy after
30 days.

Unit 131:
Destroy after
5 vears.
Other units:
Destroy after
1 year.
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510-15

(1)

(2)

(3)

(4)

(5)

(6)

-120-

Traffic Records

Includes motor vehicle accidents,
citations, warnings, license
suspensions, and other traffic
related records.

Accident Negatives

Keep in special envelopes by
CCN (515-8).

Accident Photographs

File by CCN, and year date.

Accident Reports MAARS

File by CCN, and year date.

D/L Suspension Orders (DR-15-A

Includes driver license susp-
ension/certification orders

for DWI violations/other related
records.

Case file A-Z by driver, and year
date, or CCN.

Citation Copy #2 (Yellow)

File by ticket number, and

year date,

Citation Copy #3 (Pink)

File by ticket number, year

date, and/or driver.

121
131

38,47
56,65
74,83
121,142

19,38
47,56
65,74
83,121
131,142

38,47
56,65
74,83
131,142

131

38,47
56,65
74,83
142
Other
Unit(s)

Destroy after
5 years.

Destroy after
1l year.

Unit 131:
Destroy after
3 years.
Other units:
Destroy after
30 days.

Unit 131:
Destroy after
3 vears.
Other units:
Destroy after
1l vear.

Destroy after
1 year.

Destroy after
court date.
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(8)

(9)

(10)

(11)

(12)

(13)

(14)

-121-

Citation Tally Records

Includes citation books/
receipts issued to police
personnel.

File with applicable citations
in numerical order, and year
date.

Driver Re—examination Records

File A-Z by name, and year
date.

Equipment Repair Orders

File by year date.

Suspension Orders

Unit 131: File by ticket number,

and vear date.

Other Units: File A-Z, and by
year date.

Traffic Citation Transmittals

Keep in 3-ring binder{(s) by
year date.

Warning Notices

File A-Z by driver, and year
date.

Witness Summons

File A-Z by defendant, and
vear date.

Other Records

Includes other traffic
records not listed in the
above sub-files.

Conform to unit filing practice.

131

38,47
56,65
74,83
131,142

38,47
56,65
74,83
131,142

38,47
56,65
74,83
131,142

131

38,47
56,65
74,83
131,142

38,47
56,65
74,83

131,142

26
Appli-
cable

Unit(s) -

Destroy
l year.

Destroy
1l year.

Destroy
1 year.

after

after

after

Unit 131:

Destroy
1 year.

after

Other units:

Destroy
1 year.

Destroy
1 year.

Destroy
1 vear.

Destroy
1l vear.

Destroy
1l vear.

after

after

after

after

after

7/91




o
=
<
|
j—
el

510-17

-122-

Vehicle TImpound Notices

Includes records for
abandoned/impounded motor
vehicles.

Unit 131: Keep in Records
Center Box by CCN, and
vyear date.

Other units: Attach/staple

to applicable vehicle reports.

Vehicle Inspection Records

(1)

(3)

510-18

Includes safetyv inspection
records for trucks, and
taxicabs.

File by assigned number, and
vyear date.

Taxicab Inspection Records

Truck Inspection Records

Other Inspection Records

Warrant Records

510-19

Includes arrest warrant related

records for suspects.

File A-Z by suspect, and year
date.

Weapons Teletypes

Includes stolen/recovered
weapons teletypes.

Unit 131: Attach/tape to
applicable incident report.

Unit 152: Keep by NCIC file #,

day, and year date.

Unit 152: Transfer to Unit 131
for merger with incident records

(510-6) .

8,38
47,56
74,83
131,15%

26
Other
Unit(s)

33,38
47,56
65,74
83,142
Other
Unit(s)

131

152
Other
Unit (s)

Unit 131:
Destrov atter
3 vears.
Other units:
Destrov atter
L vear.

Destroy after
3 vears. -

Apply above
disposition
standard to all
records listed
below.

Destroy after
suspect
arrested.

Unit 131:

See Item

510-6 for
disposition.
Other units:
Minimum retent-
ion 30 days.
Maximum retent-
ion 1 year.
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510-20

510-21

-123-

Youth Field Records

Unit 131: Keep apart from
other police records.

Unit 131: File by CCN. See

Item 503-5.

- Other units:
and year date,

File A-Z by name,
if applicable.

Other Police Records

Includes other police related
records not listed in the above
file categories.

Conform to unit filing practice.

38,47
56,65
74,83
131,142
157

Appli-
cable
Unit(s)

Unit 131:
Destroy 5
vears from
date contacted.

Other units:
Minimum retent-
ion 30 days.
Maximum retent-
ion 1 vear.

Minimum retent-
ion 30 days.
Maximum retent-
ion 1 vyear.

CT7/N
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(2)

(3) -

(4)

-124-

PRINTOUT RECORDS

Includes printouts/reports/
summaries/other machine read-
able records processed by
data processing systems/
computers.

SPECIAL INSTRUCTIONS:

Store bulky printouts in
bookcases.

Keep in 3-ring binder(s) by
month, fiscal, or year date.

Arrest Printouts

Adult Printouts

Juvenile Printouts

Other Printouts

Fiscal Printouts

Anticipated Leave Carry-Over
Reports

Earnings Registers

Includes employee annual,
holiday, and other paid leave.

Employee Rosters

Personal/Discretionary Leave
Reports

33,38 Destroy when
47,56 superseded or
65,74 obsolete.
83,131

135

99 Destroy when
superseded or
obsolete.

99 Destroy after
2 vears.

99 Destroy when
superseded or
obsolete.

142 Destroy after
1l year.
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(5)

(6)

(7)

(1)

(2)

(3)

~125-

Police Compensatory Balance
Reports

Police Leave Balance Reports

Other Reports

Police Incident Printouts

Conform to unit filing practice.

Dispatch Records

Includes computer generated data
handled by communications, and
field operations personnel.

Keep in hanging binders by Julian

date. See Item 503-5 (2).

Validation Reports

Includes data entries/
validations/NCIC records.

Other Reports

38,47
56,65
74,83
142

All
Unit(s)

Appli-
cable
Unit(s)

36,131

27,32
36

Appli-
cable
Unit(s)

Destroy when
superseded or
obsolete.

Destroy

when

superseded or
obsolete.

Destroy

30 days.

Destroy
1 year.

Destroy

3 vears.

Destroy

30 days.

after

after

after

after
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(1)

(2)

(3)
(4)

(5)

(6)
(7)

(1)

-126-

Property Printouts

Conform to unit filing practice.

Bicvcle Registrations

Dealer/Seller Reports

Monetary Inventory Statements

Precious Metals Dealers

Includes precious metals reports
from other law enforcement
agencies.

File A-Z by originating agency,
and year date.

Precious Metals/Pawn Reports

Vehicle Usage Reports

Other Reports

Traffic Printouts

Conform to unit filing practice

Citation Disposition Reports

Keep by month, and year date.

36,125
124

38,47
56,65
74,83

99

38,47
56,65
74,83
125

9,38
47,56
65,74
83,125

22

Appli-
cable
Unit(s)

38,47
56,65
74,83
131

Destroy when
superseded or
obsolete.

Apply above
disposition
standard to
all printouts
listed below.

Destroy after
30 days.

Destroy after
30 days.
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(2)

(3)

-127-

Traffic Ticket Listings

Includes monthly traffic viol-
ations with court dispositions.

File by month, and year date.

Other Reports

Other Computer Printbuts

Includes other computer generated
printouts not listed in above
file categories.

Conform to unit filing practice.

38,47
56,65
74,83
131

Other
Unit (s)

122,131
135
Appli-
cable
Unit(s)

Destroy after
1l year.

Destroy after
30 days.

Destroy when
superseded/
obsolete. Or
retain for
30 days.
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PROJECT RECORDS

Includes crime prevention, supp-
ression, management, capital,
communications, public relations,
planning, protection, and other
police related project records.

Action Team Projects

Case file A-2Z by proiject title,
and vear date.

Auxijliary Services Projects

Case file A-Z by project title,
and year date.

Capital Improvement Projects

Case file A-Z by project title,
and vyear date.

Communications Projects

Case file A-Z by project title,
and year date.

Community Relations Projects

Case file A-2 by project title,
and vear date.

Computer Proijects

Case file A-Z by project title,
and year date.

Crime Prevention Projects

Includes federally funded
projects for crime prevent-
ion operations.

Case file A-7 by project title,
and fiscal year.

38,47
56,65
74,83

99,112

27

28

31

Destroy 1 vyear
after project
completion.

Destroy 1 year
after project
completion.

Destroy 1 vear
after project
completion.

Destroy 1 vyear
after project
completion.

Destroy 1 vear
after project
completion.

Destroy 1 vear
after project
completion.

Degtroy 3 vyears
after last
expenditure.
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512-10

512-11

512-12

512-13

(1)

(2)

(3)

-129-

District Station Projects

Case file A-Z by project title,
and year date.

Graphic Arts Projects

Case file A-Z by project title,
and year date.

Informational Services Projects

Case file A-Z by project title,
and vear date.

Inspectional Services Projects

Case file A-Z by project title,
and year date.

Police Basic Training Projects

Required by Maryland Police
Training Commission.

Case file A-Z by project title,
and year date.

Planning/Research Projects

Bi-County Funded Projects

Caée file A-Z by project title,
and fiscal year.

County-Funded Projects

Case file A-Z by project, and.
fiscal year.

Federally-Funded Projects

38,47
56,65
74,83

100

105

106

10,154

22,122

22,122

22,122

Destroy 1 vear
after project
completion.

Destroy after
3 years.

Destroy 1 vyear
after project
completion.

Destroy 2 years
after project
completion.

Destroy 1 year.

after project
completion.

Destroy 2 vyears
after last
expenditure.

Apply above
disposition
standard to all
projects listed
below.
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(4)

(5)

(6)

(7)

(8)

512-14

-130-

NACO Projects

Case file A-Z by project title,
and vear date.

Police Accreditation Proijects

Unit 122: Case file by consecut-
ive standard number.

Other units: Case file by sub-
ject, and standard number as
needed.

State-Funded Projects

Case file A-Z by project title,
and fiscal year.

Zoning Projects (CDZ)

Includes private real estate
development projects with public
gsafety manpower impact records.

Other Projects

Includes other projects not des-
cribed in planning project
categories.

Case file A-Z by project title,
and year date.

Records Management Projects

512-15

Case file A-Z by project title,
and year date.

Special Operations Projects

Includes protective services pro-

jects for special events.

. Case file A-Z by project title,

and year Adate.

22,122
Other
Unit(s)

2,14,
26,27
28,105
107,122
150,154

22,122

122

Appli-
cable
Unit(s)

131

142

Destroy after
5 vears.
Other units:
Destroy after
1 year.

Unit 122:
Destroy after
5 vears.

Other units:
Destroy 1 year
after agency
accreditation.

Destroy 3 years
after last
expenditure.

Destroy 1 year
after project
completion.
Purge file for
duplicate
materials.

Destroy 1 year
after project
completion.

Destroy 1 year
after project
completion.

Destroy 1 year
after project
completion.
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512-16

512-17

-131-

Special Projects

Includes special/non-recurring
project related records.

Case file A-Z by project title,
event, and year date.

- Other Projects

Includes projects not described
in other project categories.

Case file A-Z by project title,
event, and year date.

28,142

Appli-
cable
Unit(s)

Destroy 1 vyear
after project
completion.

Destroy 1 vyear
after project
completion.
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(1)

(2)

(1)
(2)
(3)
(4)

-132-

PROPERTY RECORDS

Includes property inventory,
fuel, delivery, equipment,
weapons, maintenance, metals,
disposals, narcotics, vehicles,
and other personal property

in police custody.

Badge Records 145

Includes badge records for
promotions, retirements, resign-
ations, and purchases.

Badge Purchases 145
Badge Separations 145
Bicycle Registration Records 36,38
47,56
Includes records for bicycle 65,74
registrations. 83
Other
District Stations: File by CCN. Unit(s)
Other Units: Conform to unit
filing practice.
Clothing Allowance Records 99,145
Other
Includes clothing allowance Unit(s)

records for crossing guards,
police offices, public
service aides, and evidence
technicians.

File by fiscal year.

Crosssing Guards

Evidence Technicians

Police Officers

Public Service Aides

-

Destroy after
2 years.

Destroy 1 year
after employee
separation.

Unit 36:
Destroy after
3 years or
after data
entry.

Other units:
Destroy after
1l vear.

Units 99/145:
Destroy after
2 years.
Other units:
Destroy after
1 year.
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Daily Fuel Records - 145

Includes motor vehicle fuel
consumption records.

File by year date.

Delivery/Receipt Records 145

Includes delivery records for
supplies/equipment purchases
from outside vendors.

File by year date.

Other

Equipment Allowance Records 145
Includes equipment allowance Unit(s)

records for law enforcement
operations.

Unit 99: File by type of equip-
ment issued, and vear date.

Unit 145: File A-Z by employee
name, and identification number.

Equipment Custody Records 145

Includes state-funded equipment
purchase receipts.

Attach/staple to applicable
physical inventory records.
See Item 513-1 (2).

Firearms Tracing Records 126

Includes lost/stolen firearms
traced with ATF registration for
ownership information.

Attach/staple to applicable
weapons case file. See
Item 513-10 (5).

Destroy after
1 year.

Destroy after
2 years.

Units 99/145
Destroy after
2 years.
Other units:
Destroy after
1l year.

Destroy after
1 vear.

Destroy after
1l year.

7/91
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513-10

(1)

(2)

(3)

(4)

(5)

-134-

Lost/MisSing Property Reports

Includes missing/lost propefty

records.
File by vear date.

Maintenance Records

Includes weapons, office,
vehicle, property,ground,
space, and facility maint-
enance/repair records.
Buildings/Grounds

File by year date.

Property

Includes estimates/other
related property damage
records.

File by year date.

Vehicles (Private)

Includes inspection/damage/
safety records for privately
owned 4-wheel vehicles.

Case file A-Z by driver, and
vear date.

Vehicles {(Public)

Includes inspection/damage/
safety records for county
owned vehicles.

Case file A-Z by driver, and
vear date.

Weapons

Includes handguns, shotguns,

and tear gas equipment safety-

inspection records.

Case file A-Z by type of weapon,

serial number, and year date.

38,47
56,65
74,83
145

38,47
56,65
74,83
99,145

38,47
56,65
74,83
131

38,47
56,65
74,83

Other
Unit(s)

8,27
33,38
47,56
65,74
83,103
105,113
115,131
142

5

Destroy
1l year.

Destroy
1 vear.

Destroy
1l year.

Destroy
1 vear.

Destroy
1 year.

Destroy
1 vear.

Destroy
weapon

after

after

after

after

after

after

after

disposal.
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513-11

(1)

(2)

(3)

(4)

~-135-

Physical Inventory Records

All
Includes acquisition records for Unit(s)
inventoried personal property.

SPECTAL INSTRUCTIONS:

. Keep in 3-ring binder(s).
Keep by type of property.
Recommend PC media.
Follow guidelines contained in

the Fixed Assets Procedures
Manual.

Court Property Records 126

Includes property used for pros-
secution.

Keep in 3-ring binder, and year

date.

Fixed Assets Records All
Unit(s)

Conform to unit filing practice.

Fleet Records . 8

Includes master cards for new,

issued, re-issued, and dismantled

police vehicles. :

Case file by vehicle number.

Arrange by new, to be issued, re-

issued, and dismantled vehicles.

Narcotics Records 38,47
56,65

Includes confiscated narcotic 74,83

records. 113

Case file by year date.

Destroy when
superseded or
updated.

Destroy after
approval by
State's .
Attorney's

Office.

Destroy when
superseded or
updated.

Destroy 1 vear

after vehicle
disposal.

Destroy 1 vear
after narcotics
disposal.
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(5)

(6)

513-12

513-13

513-14

-136-

Vehicle Records

Includes abandoned/impounded
vehicles.

File by lot number, and year
date.

Weapons Records

Includes handguns, shotguns,
rifles, and pistols, ammunitions,
night sticks, gas masks, and
other related weapons, including
lost/stolen weapons.

File by serial number, and type
of weapon as needed.

Property Recovery Records

Includes seller/buyver records for
personal property sold/locaned to
licensed dealers. See Item

503-7.

File A-Z by dealer code, month,
and vear date.

Prisoner Property Records

File A-Z by name, CCN, and Year
date. :

AProperty Claim Records

Includes claim letters for
property released to owners.

Attach/staple to applicable prop-
erty records. See Item 513-17.

155

5
Other
Unit(s)

33,36
38,47
56,65
74,83
125,131

33,38
47,56
65,74
83

126

Destroy after
3 years.

Destroy when
superseded or
updated.

Destroy after
1 year.

Destroy after
90 days.

Destroy after
3 years.
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513-15

(1)

(2)

(3)

(4)

(5)

(6)

~137-

Property Disposal Records

Includes records for personal
property disposal operations.

Abandoned Vehicle Disposals 155

Includes applications for aband-
oned vehicle disposal records.

File by CCN.

Alcoholic Beverages Disposals 126

File by year date.

Handgun Disposals

Includes handguns sold, traded,
and converted for agency use
records.

Unit 5: Notify MSP after handgun
disposal.

File by vear date.

Lost Property Disposals 126

Includes lost/abandoned property
disposal records.

File by year date.

Narcotics Disposals 126

Includes confiscated drugs/para-
phenalia destruction records.

File by year date.

Police Records Disposals All

Unit(s)

Includes disposal certificates,
retention schedules, and records
transfer records.

File by year date.

5,126

Destroy after
3 years.

Destroy after
2 vyears.

Destroy 3 vears
after court
disposition.

Retain for

2 years, and
until audited
by County
auditor, then
destroy.

Destroy 3 vyears
after court
disposition.

Destroy after
3 years. Other
units: Destroy
after 1 year.
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(7)

(8)

(9)

(10)

513-16

513-17

-138-

Property Disposals

Includes inventoried property
disposals.
File by year date.

Surplus Property

Includes stolen property sold in
public auctions.

Unit 126: File by lot number, and
year date.

Other units: File by vear date.

Vehicle Disposals

Includes vehicle disposal
records.

Case file by vehicle number, and
year date.

Weapons Disposals

Includes non-serviceable/dis-
mantled weapons/firearms melt-
down records.

File by year date.

Property Notifications

Merge with applicable property
records with same CCN.
See Item 513-18.

Propertv Pick—-up Records

Includes pick-up confiscated
property held in courts for
trials.

File by vear date.

All
Unit(s)

126
Other
Unit(s)

5,126

126

126

Minimum retent-
ion 1 vyear.
Maximum retent-
ion 2 vyears.

Unit 126:
Destroy after
2 years.
Other units:
Destroy after
1 vear.

Retain until
audited by
County Auditor,
then destroy
after 30 days.

Destroy 3 years
after court
disposition.

Destroy after
3 years.

Destroy after
3 vyears.
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513-18

(1)

(2)

(3)

-139-

Property Records

Includes found/stolen/
held/confiscated property
records stored in Police
Property Section.

SPECIAL TNSTRUCTIONS (126):

Shelve, tag, and store in
secure area.

Arrange property by type.

. Code property for storage
location.

Place jewelry, narcotics, curr-
ency, and other sensitive
records in lock-seal envel-
ope(s), and keep in safe
vault(s).

Send white copy to Police
Records Center (131).

Canary Copies

Keep apart from incident reports.

File by CCN.

Goldenrod Copies

File by CCN, and vyear date.
Separate released, and non-
released property records
as needed.

Pink Copies

File by CCN, and year date.

131

38,47
56,65
74,83
113,115
142

38,47
56,65
74,83
113,142

Destroy after
1 year.

Destroy after
1 vear.

Destroy after
1 year.




-140-

(4) White Copies/Originals 126,131
Unit 131: Keep apart from
incident reports. File by
CCN, and year date.
Unit 126: Conform to unit
filing practice.
513-19 Property Receipt Records 126,131
Includes evidentiary/confis-
cated property transfers for
court trials.
Attach/staple to applicable
inventory record with same CCN.
See Item 513-18.
513-20 Propertyvy Release Records
Includes property release records
for stolen, found, and held
personal property.
(1) Blue Copies 38,47
: 56,65
Merge with applicable property 74,83
records (513-18). 126,131
Unit 126: Send to Police
Records Center (131).
(2) Court Releases 38,47
56,65
Attach to applicable property 74,83
inventory. See Item 513-18. 126
(3) White Copies/Originals 38,47
' 56,65
Unit 131: Merge with property 74,83
records. See Item 513-18(4). 126,131

Destroy 5 years
from date
created or
destroy after
property dis-
posal date.

Destroy after
5 years from
date created
or destroy
property after
disposal date.

Destroy after
property
disposal.

Destroy after
1l vear.

Destroy after
1l year.

Unit 131:
Destroy 5 vyears
from date
created or
destroy after
property dis-
posal date.

~Other units:

Destroy after
1l vear.
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(4)

513-21

-141-

Yellow Copiles

Merge with applicable property
records with same CCN.
See Item 513-18.

Traffic Equipment Records

(1)

(2)

(3)

(4)

513-22

Includes traffic enforcement/
measurement equipment/devices,
maintenance, inspection,
certification, and calibration
records.

Breathalizer Equipment Records

Case file by equipment serial
number.

Send field inspection to State
Toxicologist's Office.

RADAR/VASCAR Equipment Records
Case file by equipment number.

Speedometer Equipment Records

Case file by vehicle number, and
year date.

Other Traffic Recofds

Includes maintenance, operation,
and certification records .for
other speed-measuring devices.

Vehicle Audit Records

(1)

Includes vehicle audit records

for impounded/disposed/claimed/
inventoried motor vehicles held
in private/police storage areas.

Certified Mail Letters

Includes non-deliverable certi-
fied mail for vehicle disposals.

Include in Item 513-22(8) as
needed.

38,47
56,65
74,83
142

19,38
47,56
65,74
83

38,47
56,65
74,83

38,47
56,65
74,83
142

38,47
56,65
74,83
Other

Unit(s)

155

Destroy after
1 year.

Destroy after
equipment dis-
posal.

Destroy after
equipment
disposal.

Destroy after
1 year.

Destroy after
equipment
disposal.

Destroy after
3 vears.
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(2)

(3)

(4)

(5)

-142-

Certified Letter Receipt Cards

Merge with Item 513-22(1) as
needed.

File by CCN, and vyear date.

Impound Notifications

Includes notices for impounded
vehicles stored in police/private
storagé areas.

District stations: File by CCN,
and vear date.

Unit 131: Keep in Records Center
Box by year date.

Unit 155: Merge with Item 513~
22(6) .

Monthly Vehicle Inventory Records

Includes monthly inventory
records for impounded vehicles
stored in private storage areas.

Case file A-Z by towing company,
and vear date.

Recovered Stolen Vehicle Records

Includes MILES/NLETS messages,
and certified mail receipts for
recovered stolen vehicles
claimed/released by/to owners/
lienholders.

Case file A-Z by garage company.

155

38,47
56,65
74,83
131,155

155

155

Destroy after
3 vears.

Units 131/155:
Destroy after
3 vears.

Other units:
Destroy after
1 vear.

-~

Destroy after
3 years.

Destroy after 1
year.
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(6)

(7)

(8)

513-23

513-24

-143-

Show Cause Records

Includes show cause findings,
requests, vehicle reports,
impound notices, and other
related records.

Unit 131: Keep in Records
Center Box by CCN, and
year date.

Unit 155: Case file by CCN,
and year date.

Vehicle Disposal Records

Includes disposal certificates,
impound notices, MILES/NLETS
messages, certified mail,
receipts, and other related
disposal records.

Case file by CCN, and vear date.

Vehicle Releases

Unit 131: Merge with incident
reports. See Item 510-6.

Other units: Attach/staple
to applicable vehicle reports.

Vehicle Impound Records

Includes police records for
vehicles impounded for drugs,
and evidence.

Other Property Records

Includes other records not
listed in above file categories.

Conform to unit filing practice.

131
155

131
155

131
155

33,38
47,56
65,74
83,131
142,155

Appli-
cable
Unit(s)

Destroy after
3 vyears.

Destroy after
3 years.

Destroy after
3 years.

Units 131/155:
Destroy after
25 years.
Other units:
Destroy after
1 vear.

Destroy
after vehicle
disposal.

Destroy after
1 year.
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REPORTS/STATISTICS

Includes management, harrative,
administrative, statistical,
informational reports, and
summaries for decision makers.

Annual Reports

File A-Z by report title, and
vear date.

Calls for Service Reports

Includes narrative/statistical
summaries for District Station
service calls.

File by vear date.

Crime Analysis Reports

Includes crime analysis reports
for crime trends/projections.

File A-Z by report title, and
year date.

Daily Reports

File by A-7Z report title, and
year date.

12,14
16,22
27,28
99,105
106,112
122,127
131,150
154

38,47
56,65
74,83

7,12
14,19
28,33
38,47
56,65
74,83
105,108
113,124
142,144
154

38,47
56,65
74,83
102,103
109,126
131,148
153

Unit 22: Retain
permanently.
Transfer per-
iodically to
MD. State
Archives.

Other units:
Destroy after

5 years.

Destroy after
30 days.

Destroy after
30 days.

Destroy after
30 days.
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(1)
(2)
(3)

-145-

MAARS Reports

Includes traffic related
statistical reports for high-
way safety operations.

File A-Z by report title, and
year date. ‘

Monthly Reports

File A-Z by report title, month,

and vear date.

Personal Car Reports

Includes officer off-duty
activities for personal
vehicles.

Conform to unit filing
practice.

Property Recovery Reports

Includes daily, monthly, and
annual precious metals/pawn
investigation reports.

Conform to unit filing
practice. ’

Anne Arundel County Dealers

D.C. Dealers

Fairfax County Dealers

38,47
56,65
74,83
102,154

7,8
19,22
33,38
47,56
65,74
83,95
99,105
108,115
131,133
135,142
145,146
Other
Unit(s)

36
Other
Unit(s)

38,47
56,65
74,83
Other
Unit(s)

Destroy when
superseded or
obsoclete.

Destroy after
1 vyear.

Destroy after
data entry.

Destroy when
superseded
or obsolete.

Apply above
disposition
standard to
all printouts
listed below.
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(4) Montgomery County Dealers
(5) Prince George's County Dealers
514-9 Quarterly Reports 12,14 Destroy after
16 1 vear.
File A-Z by report title, and Other
vear date. Unit(s)
514-10 Service Indicator Reports 9,22 Unit 104:
27,28 Destroy after
Includes calls for services for 33,38 5 years. Other
budget preparation. 47,56 units: Destroy
: 65,74 after 3 years.
Unit 122: File A-Z by unit, and 83,104
year date. 105,115
122,126
Other units: File by year date. 131,135
142,155
514-11 Situation Reports 19,38 Destroy after
47,56 1 vear.
Includes reports/statistics 65,74
created for specific/non- 83,104
recurrent events/activities. 106,131
File A-Z by report title, and
year date.
514-12 Staff Inspections Reports " 22,38 Destroy after
47,56 3 vyears.
File A-Z by report title, and 65,74
year date. 83,131
514-13 UCR Reports 22,36 Unit 36:
38,47 Destroy after
Includes incident/offense 56,65 3 years.
reports classified/collected 74,83 Other units:
for uniform crime reporting 124 Destroy after
operations. 1 vear.

File by month, and year date.
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514-14

-147-

UCR Special Reports

Includes homicide,
assault,
laughter,
reports.

racial,

arson,

spousal abuse, mans-

and other UCR

File A-Z by report title, and

year date.

514-15

514-16

Weekly Reports

File A-Z by report title, week,

and year date.

Other Statistics Records

Includes other records not
listed in above file

categories.

Conform to unit filing

practice.

22,27
36
Other
Unit{s)

12,14
16,22
23,27
28,33
38,47
56,65
74,83
99,105
108,111
112,124
142,145
150,155
Other
Unit (s)

Appli-
cable
Unit(s)

Destroy after
1 vyear.

Destroy after
30 days.

Destroy after
1l vear.
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OTHER POLICE RECORDS

Includes court evidence, toxic
substance, insurance, latent,
micrographic, photographic,
psychological, and other police
related records for law enfor-
cement operations.

Audio/Visual Records 26

Includes evidentiary/non-
evidentiary information in
videographs, computergraphs, and
other recording media.

Video Tapes

Includes M/V fatality cases
processed by camrecording
equipment.

. Store in secure area.

. Keep by CCN order.

Delete after 5 years.

Recycle tape for reuse.

Court Records

Includes court initiated records
for civil/criminal proceedings/
depositions, and state, and
federal rulings.

Civil/Criminal Logs 27,38
47,56
Includes court initiated logs for 65,74
documents associated with civil/ 83,131
criminal processes. 142

File by year date.

Destroy after 5
years.

Destroy 30
days after
court/deposit-
ion date.
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(2)

(3)

(4)

(5)

(6)

(7)

(8)

-149-

Civil Subpoenas

Includes state/federal subpoenas.

File by year date.

Court Decisions

Includes state, and federal
court decisions, and rulings.

File A-Z by case title, year
date, and issuing court as
needed.

Court Orders

Unit 131: File by yvear date.

Other units: File A-Z by
recipient, and year date.

Criminal Subpoenas

Includes state/federal subpoenas.

File A-Z by year date.

Grand Jury Indictments

Case file A-Z by defendant,
and year date.

Summons

Includes summons for civil/
criminal depositions.

File by year date.
Warrants

Includes arrest warrants served
by Sheriff's Department.

File A-Z by defendant, and vyear
date.

22,27
38,47
56,65
74,83
111,131
142

22,27
31,38
56,65
74,83
131
Other
unit(s)

22,27
38,47
56,65
74,83
109,111
131,142

22,27
38,47
56,65
74,83
111,131
142

22,27

22,27
38,47
56,65
74,83
111,131

27,38
47,56
65,74
83

Destroy 30 days
after court/
deposition
date.

Destroy when

obsolete.

Destroy when
obsolete.

Destroy after
1 year.

Destroy 30 days
after court/
deposition
date.

Destroy 3 years
after indict-
ment.

Destroy 30 days
after court/
deposition
date.

Destroy after
1 year.
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(9)

(10)

(1)

(2)

(3)

(4)

-150-

Warrant Authorizations

Includes court authorized
warrants for accused/wanted
persons.

File by month, and year date.

Other Court Records

Includes other court related
records.

Evidence Records

Includes physical evidence, shoe
prints, latent fingerprints, palm
prints, pathological/toxic-
ological/biological reports,
photographic negatives, and other
crime/incident records used in
criminal investigations.

Accident Photographs

Holding units: Merge with applic-
able case files, or keep in
special envelopes by CCN.

Accident Scene Negatives

Keep in special envelopes
by CCN.

Blood Specimen Records

Includes blood analysis records
for drunk drivers.

File by year date.

Crime/Incident Scene Negatives

Unit 95: File by CCN.

Other units: Include in the
applicable criminal investigation
cases (510-3).

27,38
47,56
65,74
83,115

38,47
56,65
74,83
142

121

38,47
56,65
74,83
99,154
Other
Unit(s)

33,95
115
121
Other
Unit(s)

Destroy after
1 year.

Destroy after
1 vear.

Holding units:
Destroy after
1 vear.

Destroy after
5 vyears.

Unit 99:
Destroy after
2 years.
Other units:
Destroy after
1 year.

Unit 121:
Destroy after
25 years.
Unit 95:
Destroy after
3 vears.
Other units:
See Item
510-3 for
disposition.
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(5)

(6)

(7)

(8)

-151-

Crime Scene Processing Reports 38,47
56,65

Unit 131: Attach/staple to 74,83

applicable incident report. 131

See Item 510-6.
Other units: Conform to unit
filing practice.
Source units: Send originals

.to Police Records Center (131).

Source Units: Include duplicate
investigation cases (510-3).

Laboratory Analysis Reports 33,115
131

Includes crime scene analysis

reports. '

Unit 131: Attach/staple to appl-

icable incident reports. See

Item 510-6. '

Other units: Include in the appl-

icable cases. See Item 510-3.

Laboratory Examination Requests 33,115
131

Includes crime scene lab exam-

ination requests.

Unit 131: Attach/staple to appl-

icable incident reports. See

Item 510-6.

Source units: Send originals

to Police Records Center.

Latent Fingerprint Examinations 33,38
47,56

Unit 129: File by CCN, and year 65,74

date. 83,115
129,131

Unit 131: Attach/stample to appl- Other
icable incident reports. See
Item 510-6.

Other units: Include in the appl-
icable criminal investigation
cases. See Item 510-3.

Unit(s).

Unit 131:
Destroy after
25 vyears.
Other units:
See Item
510-3 for
disposition.

Unit 131:
Destroy after
25 years.
Other units:
See Item
510-3 for
disposition.

Unit 131:
Destroy after
25 years.
Other units:
See Item
510-3 for
disposition.

Unit 131:
Destroy after
25 vyears.
Other units:
See Item
510-3 for
disposition.

7/91




(9)

(10)

-152-
Source units: Send originals
to Police Records Center (131).

Narcotics Records 92,95
126

Includes controlled dangerous
substances samples for drug

~ examinations/analyses.

SPECIAL INSTRUCTIONS:

Keep drug samples in lock-
seal envelopes.

Include lab reports in the
applicable criminal invest-
igation cases. See Item
510-3.

Keep State Police lab reports
apart from County Police
Records as needed.

Photographic Prints 33,95
142

Unit 95: Case file by CCN.

Other units: Include in the
applicable criminal invest-
igation cases. See Item 510-3.

Hazardous Substance Records 5,7
33,38

Includes records/lists for toxic/ 47,56

hazardous chemicals used/stored 65,74

in work sites. 83,95
115,121
126

TOXIC SUBSTANCE DESIGNEES:

Train, and inform employees
for hazardous chemicals in the
work place.

Maintain material safety data
for employee health care.

Misdemeanor
cases: Destroy
3 years after
case closure.

Closed felony
cases: Destroy
after 5 years.

Misdemeanor

case: Destroy
after 3 years.

Destroy after
5 years.

Destroy after
40 years.
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-153-

Share information with health
care professionals.

Compile chemical information
lists.

. Update chemical lists within
30 days.

Submit chemical lists to
Maryland Department of
Health/Mental Hvgiene.

Limit access to emergency
service personnel.

Permit employee access to ,
hazardous substances records. .

515-5 Insurance Records

Includes correspondence/policies
for rental property plus
stolen/recovered property.

(1) Insured Property 131 Destroy after
' 90 days. )

Keep in Administrative File
by vear date.

(2) Rental Property 26 Destroy 1 vear
Other after policy
Case file A-Z by Unit(s) expiration.

issuing company.

515-6 Latent Records

Includes latent prints collected
from crime scenes for suspect

identification.
(1) Latent Prints (Identified) 129 Destroy after
10 vears.
File by CCN, and year date. . .
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(2)

(3)

(4)

(5)

-154-

Latent Prints (Major Crimes) 129

Includes latent prints collected
from homicide, rape, robbery, and
kidnaping cases without positive
suspect identifications.

File by CCN, and year date.

Latent Prints (Other LEA) 129

Includes adult latent prints
collected from non-affiliated
local, state, and federal law
enforcement agencies.

File A-Z by agency, and vear
date.

Latent Prints (Without Value) 129

Includes latent prints collected
from crime scenes without ident-
ification value.

File by CCN, and vear date.

Other Latent Prints 129

Includes other latent prints not
listed with major crimes
category.

File by CCN and year date.

Micrographic Records

Includes police records micro-
filmed for space conservation,
and record protection.

Destroy after
25 years.

Return to

originating
agency after
analysis for
destruction.

Destroy after
2 years.

Destroy after
10 years.
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(1)

(2)

(3)

(4)

(5)

-155-

Criminal History Records

See Item 510-2.

Criminal Investigation Records

Agssigned for criminal invest-
igations. See Item 510-3.

Directives Records

See Item 504-4(3).

Incident Records

See Items 503-4, and
510-6.

Vice/Narcotics Records

Includes open narcotics
felony cases. See Item
510-3.

Photo/Negative Records

Includes color/black/white
photographs/negatives for
suspects, accused, special
events, and other occasions.

SPECIAL INSTRUCTIONS:

Store negatives (crime/incid-
ent/accident/special event)
in Photo Lab Unit (Official
Films Respository).

Limit access to authorized
personnel.

Keep JUVENILE photos/negatives

apart from adult negatives/
photos.

131

7,21
38,47
56,65
74,83
92,103
111,133
135,137

122

131

113
144

Destroy
after 75
years.

See Item
510-3 for
disposition.

See Item
504-4 for
disposition.

Destroy after
25 years.

Destroy after
25 years.
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(1)

(2)

(3)

(4)

(5)

(6)

-156-

Keep line-up photos by race,
sex, age, hair, and other
special features as needed.

Accident Negatives

See Item 510-16(1).

Adult Negatives

‘"Includes adult positives/
negatives/photo information

sheets (color/black/white).

Keep in special envelopes by
identification number.

Crime Scene Negatives

Keep in special envelopes
by CCN.

Incident Scene Negatives

Keep in special envelopes
by CCN.

Juvenile Negatives

Includes juvenile positives/
negatives/photo information
sheets (color/black/white).

Keep in special envelope by
identification number.

Photo Information Sheets

Include in the applicable adult
and/or juvenile negative envel-
opes. See Items 515-8 (2}, and

515-8 (5).

121,131

7,21
33,38
47,56
65,74
83,102
103,109
113,121
131,135
137,142

121

121

7,21
33,38
47,56
65,74
102,103
109,113
115,121
131,135
142

131

Destroy after
5 years.

Units in 131:
Destroy 10
vears after
date arrested.
Other units:
Destroy when
updated or
obsolete.

Destroy after
25 vyears.

Destroy after
25 years.

Units 121/131:
Destroy when
of fender
becomes 21
yvears old.
Other units:
Destroy when
updated or
obsolete.

Adult cases:
Destroy 10
years after
date arrested.
Juvenile cases:
Destroy when
offender be-
comes 21 years
old.
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(7)

(1)

(2)

(3)

(4)

'515-10

515-11

-157-

Special Event Negatives

Includes negatives/positives

for special events, persons, and

other occasions.

Psyvchological Records

Includes client, communicable
disease, referral, and exit
interview records.

Communicable Disease Records

Case file by assigned number(s).

Clinical Records

Case file by assigned number(s).

Exit Interview Records

Case file by assigned number,
and year date.

Referral Records

Case file by assigned number,
and year date.

Security Records

Includes security/pass records
for police/non-police personnel
in police facilities.

File by vyear.

Other Police Records

Includes other police related
records not listed in above
file categories.

Conform to unit filing practice.

121,131

127

127

127

127

38,47
56,65
74,83
Other
Unit(s)

Appli-
cable
Unit(s)

Retain for
Police
Archives.
Transfer
periodically to
MD. State
Archives.

Destroy 3 vyears
after employee
separation.

Destroy 3 years
after employee
separation. .
Destroy 1 vear

after employee
separation.

Destroy 3 vears
after employee
separation.

Destroy when
updated.

Minimum retent-
ion 30 days.
Maximum retent-

ion 1 year.
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PRINCE GEORGE'S COUNTY POLICE DEPARTMENT

RECORDS MANAGEMENT HANDBOOK

NOTICE PAGE

RECORDS MANAGEMENT HANDBOOK # ISSUED TO/UNIT:

THIS HANDBOOK SHOULD BE KEPT IN A CONVENIENT PLACE FOR READY REFERENCE.
THE DIRECTOR FOR THE POLICE RECORDS CENTER WILL MAKE/HANDLE THE
DISTRIBUTION OF THIS HANDBOOK.

RECOMMENDATIONS/SUGGESTIONS FOR IMPROVEMENTS WILL BE ACCEPTED FROM
HANDBOOK USERS.

DIRECTOR/POLICE RECORDS CENTER DATE

CALEA #82.1.2
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SUPERSEDES RECORDS RETENTION SCHEDULE C-663

PRINCE GEORGE'S COUNTY POLICE

RECORDS MANAGEMENT HANDBOOK

RECORDS RETENTION SCHEDULE

4 (-680
xApproved B 2.0 Q WAW/(jL/\./ F-7533i
Chief ureau of Support Services Date
Prince Gedrge's Counsx Police

*Approved By CZZQéL /QA§/€7
' Chj Administrative Services Daté
of Central Services
\ §2Lé%?1§5ee? iFEB. 1 31882
*Approved BWC' ¥ /

State Archivist Date
Maryland State Archives

Prepared By

ords Manager
ince Géorge's County Police

(* The above signatures constitute legal approval of the
Records Retention Schedule contained in this handbook.)
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PRINCE GEORGE'S COUNTY POLICE DEPARTMENT
DEPARTMENTWIDE DIRECTIVE
RECORDS MANAGEMENT PROGRAM

"Records Creation, Maintenance; and Disposition"

1. Purpose of Directive: This directive establishes an agencywide
records retention schedule for local ordinance, and accreditation
compliance: '

Prince George's Countv Code, Sections 2-277 thru 281.
County Administrative Procedures #114.
Standards #82.1.2.

2. Personnel concerned: All Departmental employees handling paperwork,
and computer records. '

3. Distribution: Departmental emplovees engaged in files management
operations.

John Y. Sfondogris, Director, Police Records Center
Princé George's County Police Department
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FOREWORD
A sound records/information management svstem is reéognized by
business executives for efficient agency operations.

~Prince George's County ordinance requires the establishment of
records management programs.

The handbook is designed to give police personnel:
Uniform filing practices.
Paperwork reduction procedures.
Computer file purges.
This custom-made Records Management Program will:
Save premiﬁm office/storage space.
. Improve filing dberationsf
Reduce filing equipment expenditures.
. Comply with legal retention mandates.
The handbook is divided into four parts for easy reference:
Subject Index
Introduction
. Records Retention Schedules (Parts 301-307)
Exhibits/Forms

Used frequently for reference, the handbook will help vou perform your
records management responsibility more efficiently.

{ .
Johnkﬁa Sfondolyris, Director, Police Records Center
Prince George'd County Police Department
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UNIT NAMES CODE NO.
ACTION TEAM I..... ittt teenrescnnsesoseasccnnnnnsna 161
ACTION TEAM IT....ciitiniersenecenncaccansocnsenns 162
ACTION TEAM IIT. ... .iceueeerenneeencesonnoneoanannss 163
ACTION TEAM IV.... ittt eeereenoncrocnoanncoons 164
ACTION TEAM V...t ceiiiereneoeeoassasonssnnnsosns 165
ACTION TEAM VI....iieinneneennns c et ecees e . 166
ACCREDITATION MANAGER. ... ittt ittt ittt iianenenens 1
ACCREDITATION STANDARDS SECTION.......cctievirreenn 2
ADVANCED TRAINING SECTION....eiveeeerencenonscsssas 3
APPLICANT INVESTIGATIONS SECTION.........cceveenen 4
ARMORY SECTION. ... icetitieereeiscenscoasenssosnancs 5
AUDITS/INSPECTIONS DIVISION.....cticvenencnnoncnss 6
AUTO THEFT UNIT ...t eeeneronssoccotonceansocsnoess 7
AUTOMOTIVE SERVICES SECTION........c.cceecceecsocas 8
BASIC TRAINING SECTION.....uveeeeeseane cereeseanae 10
BREATHALYZER MAINTENANCE UNIT......ccieeeeeeccennn 158
BUDGET UNIT..... C e e cae s acesesteas et s e 11
BUREAU OF ADMINISTRATION.......... Ceeeceseceseenas 12
BUREAU OF ADMINISTRATION/ADM. ASST..... Ceeeeneoe e 13
BUREAU OF PATROL........ccccecnrnn cr ettt e .14
BUREAU OF PATROL/ADM. ASST.....ieuitretneacnnannas 15
BUREAU OF SUPPORT SERVICES.......cccteececcanocces 16
BUREAU OF SUPPORT SERVICES/ADM. ASST..... ceeesnean 17
CAREER COUNSELOR UNIT.............. B, 18
CAREER DEVELOPMENT SECTION......cctteteerecenncons 19
CENTRAL SERVICES DIVISION......eiiceeteceeansoncnns 20
CHECK/FRAUD UNIT. ...t ettt eeeeeneersososonosocnnnnsos 21
CHIEF OF POLICE. ... ..ctiteeeeeecocnsonnccssnsassnsa 22
CHIEF OF POLICE/ADM. ASST....evieeeteececnacenns oo 23
CITIZEN SERVICES MANAGER.......cceeeeecceocccanans 24
CLASSIFICATION UNIT.......c.c.... chteseestserreenen 25
CLOTHING/SUPPLY SECTION....ccceeeecececccccooncens 169
COLLISION ANALYSIS UNIT....... teecescecseneanrenees 26
COMMUNICATIONS DIVISION......c.... creecsretceaean e 27
COMMUNITY AFFAIRS SECTION.......... et ecs e 159
COMMUNITY ORIENTED POLICING SECTION.........cc.... 168
COMMUNITY RELATIONS DIVISION.......c.cctecconecena 28
COMMUNITY SERVICES DIVISION.......ceteeentocsenan . 29
COMPUTER SERVICES SECTION........ctccetceanoncnaas 30
CRIME PREVENTION UNIT........ ceeecacerteeseneasann 31
CRIME SOLVERS UNIT....cccceevecnccocsn seeencesenas 32
CRIMINAL INVESTIGATIONS DIVISION............ ceeeen 33
CROSSING GUARD UNIT. ... ittt iverecesceaossnaasnoana 34
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UNIT NAMES CODE NO.

DARE SECTION...... v ecacess Gt s ecerectasnnevan . 35
DATA ENTRY UNIT.......iceeeerecennnnn et eee e 36
DISPATCH SECTION.......... cesesaneenas ceeeens ceeos 37
DISTRICT I/HYATTSVILLE. .. ¢.teceroeccssescncoccnnsns 38
. ASSISTANT COMMANDER.......... ceveae e ceeeserenna 39
. BURGLARY PREVENTION...... . 40
. INVESTIGATIVE COMMANDER.....c.ce0es seeeeceaonen 41
. INVESTIGATIVE SQUADS...... crerecvens ceseevsessann 42
. PATROL SQUADS......... T . 43
. SHIFT COMMANDERS......... ceecerteccercnconas cenen 44
. TRAFFIC ENFORCEMENT OFFICER....¢.icceeenennn e 45

STAFF (NCO)........... ceer e cesene ceeeeeeee v 46
DISTRICT II/BOWIE.....ceecueen P eeeatasresaesans “ ee 47
. ASSISTANT COMMANDER. ... .ttt tertnnssccanns 48
. BURGLARY PREVENTION.......... e eeens creeeeo e 49
. INVESTIGATIVE COMMANDER...... e bteeaeecasaenannn 50
. INVESTIGATIVE SQUADS......... creevesccaseane cees 51
. PATROL SQUADS....... cetteevecs s eas ceecseenseen 52
. SHIFT COMMANDERS.....cccveiccannne e ececaeaane 53
. TRAFFIC ENFORCEMENT OFFICER....c.vcveeceneccacas 54

STAFF (NCO).....voevveeeennnns ceenenn cessecnacoan 55
DISTRICT III/KENT csecesesesesses et et sessna e ceeen 56
. ASSISTANT COMMANDER......c..... ceteseecessenaces 57
. BURGLARY PREVENTION. ... ccteetvecacccencsscncnaas -58
. INVESTIGATIVE COMMANDER............ ceessceeecnas 59

INVESTIGATIVE SQUADS. ...t et ceencesrncsnocnssns 60
. PATROL SQUADS .. .. it evveeeocresescsaaacsanconasss 61
. SHIFT COMMANDERS...... e e e eecsassatertesesesscansas 62
. TRAFFIC ENFORCEMENT OFFICER.......... creeveceoans 63

STAFF (NCO)........... D 64
DISTRICT IV/OXON HILL....eeceeeeccscanns cecccccans 65
. ASSISTANT COMMANDER........cccceneen cereecane .o 66
. BURGLARY PREVENTION........... ceeean seesecsenans 67
. INVESTIGATIVE COMMANDER...... s e eceactessesoae s 68
. INVESTIGATIVE SQUADS......cccciiteecenrncocnesss 69
. PATROL SQUADS. .. ccceevtoeescsssctsscsaanssonsose 70
. SHIFT COMMANDERS...¢.cceeceancaaas cheeseeseennen 71
. TRAFFIC ENFORCEMENT OFFICER...¢cceeeeocccnncoans 72

STAFF (NCO)......ceeeteenennen sesescesssreseenns . 73
DISTRICT V/CLINTON.....oovveennnn ceenceon ceseviees 74
. ASSISTANT COMMANDER. .. ittt eenerveeconsoscacvoaas 75
. BURGLARY PREVENTION. ....cccceterveccccascsonsnoca 76

INVESTIGATIVE COMMANDER..... ...t rneeransn 17
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UNIT NAMES CODE NO.

INVESTIGATIVE SQUADS . . ittt it it it e ii e it ean e 78
PATROL SQUADS...... e e ettt it e 79
SHIFT COMMANDERS . . o v i ittt it i i it i i i it i ieie s 80
TRAFFIC ENFORCEMENT OFFICER.........c. 0. 81
STAFFE (NCO) vt ittt it ittt i iie it it ten e tannaennns 82
DISTRICT VI/BELTSVILLE... .ttt erereieeenesnnn 83
. ASSISTANT COMMANDER . ...ttt it ittt it cinananens 84
BURGLARY PREVENTION. .... ..ttt ncnsens 85
INVESTIGATIVE COMMANDER. ... ...ttt iiiennnn 86
INVESTIGATIVE SQUADS . ...ttt it e eeeacaeanansas 87
PATROL SQUADS . . ittt ittt ittt etneannanaan 88
SHIFT COMMANDERS . .ttt i vttt ineenceneonennnnnnoes 89
TRAFFIC ENFORCEMENT OFFICER........ccccciiieeenn, 90
o STAFF (NCO) ittt ittt ie it etrnanoensnneanannannass 91
DOMESTIC INVESTIGATIONS UNIT.......0iieeieeenan... 92
DRUG LAB UNIT. ... ittt ittt ii it ecnecaaannan 93
EMERGENCY SERVICE TEAM. . ... .ttt neeanons 94
EVIDENCE UNIT ...t ieeeiieieeeeeneaoososnossasnoans 95
EXECUTIVE ASSISTANT ... ettt ettt eeoenensacsncnas 96
EXECUTIVE PROTECTION SECTION.....ccituitnteneanens 97
EXPLORERS UNIT ...ttt it ittt ineeenaonsosaosans 98
FIREARMS/TOOLMARK EXAMINATION UNIT............... 170
FISCAL AFFAIRS DIVISION.. ...ttt eneensooanooanen 99
GRAPHICS SECTION. ...t it teereeeeaneeosososansansans 100
GENERAL INSPECTIONS SECTION...... ettt rieneneeans 101
HOMICIDE/SEX SECTION. ... .ttt iiiiirerneanoeoonnnnns 102
HOMICIDE UNIT. ... ittt et vieeeceecneoesoaannscnsos 103
INFORMATION RESOURCES UNIT.....c.tctieeeceeeeconns 104
INFORMATION SERVICES DIVISION......eiierreeeennnnn 105
INSPECTION SERVICES DIVISION.....c.ceteeeceasonnas 106
INTERNAL AFFAIRS DIVISION......coceeeeen e e e e e ae e 107
INVESTIGATIVE SERVICES/COMMANDER.......... 0.0 108
K-NINE UNIT ...t eieriemeneeseenneonenoaeoaaanasasans 109
LABOR RELATIONS DIVISION. ..... ittt reeenncaanas 110
LEGAL AFFAIRS OFFICE. .. ...ttt enineeennnans 111
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UNIT NAMES

MANAGEMENT SERVICES/COMMANDER............
MAJOR NARCOTICS SECTION......coittveronnn
MOTORS UNIT. . .ttt ittt i ittt ettt eeens

NARCOTICS ENFORCEMENT DIVISION ...........

OPERATIONS OFFICE. ...t iiiniiieannns
ORGANIZED CRIME/INTELLIGENCE UNIT........

PAYROLL/BENEFITS UNIT.....cioevveneneennn
PERSONNEL DIVISION.....etteeiteneeoeonnnn
PERSONNEL MANAGER. ... ... it
PHOTO LAB UNTIT. ...ttt tneeennsenanan
PLANNING/RESEARCH DIVISION......evvevuen.
POLICE ATHLETIC LEAGUE UNIT..............
PRESS INFORMATION OFFICE.................
PROPERTY RECOVERY UNIT..........c0.oeu...
PROPERTY SECTION. ... .. iiirineneeeannenns
PSYCHOLOGICAL SERVICES DIVISION..........
PURCHASING UNIT. .. it iiiiieninneaneananss

RAFIS UNIT. ... eet et neoenanncennss
RANGE UNIT. ...ttt inenneannnnnnnnens
RECORDS SECTION. ...ttt ireeeeeennnenconss
RECRUITING/EXAMINATION SECTION...........
REPEAT OFFENDERS UNIT......cc0ceeeeenenn.
RESEARCH/EVALUATION SECTION......c.ccvn0e..
ROBBERY SECTION........ciii it ennnn.

SAFETY EDUCATION SECTION. ......iitieeeenenn
SEXUAL ASSAULTS UNIT. ... it eineeenenennns
SPECTIAL CRIMES SECTION..........ceeeeenan.
SPECIAL ENFORCEMENT SECTION..............
SPECIAL EVENTS/INVESTIGATIONS SECTION....
SPECIAL OPERATIONS/ASSISTANT COMMANDER...
SPECIAL OPERATIONS DIVISION.....etecveeenen
SPECIAL SERVICES SECTION......ceuiveenunsn
STAFF INSPECTIONS SECTION.......cccceeen.

STREET NARCOTICS SECTION................

SUPPLY SECTION. ... ittt tiinnennnnns
SWITCHBOARD UNIT. ... .ttt iiiinionennnnss

viii
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112
113
114

115

116
117

118
119
120
121
122
123
124
125
126
127
128

129
130
131
132
133
134
135

136
137
138
139
140
141
142
168
143
144
145
146




UNIT NAMES CODE NO.

TACTICAL SECTION. .. ¢ttt ittt ittt eanaasnenanns 147
TACTICAL SQUADS UNIT.. ... ittt iriinnnnnennnn 148
N T 0 1 149
TECHNICAL SERVICES COMMANDER........iiiievunrun.n. 150
TECHNICAL SPECTALTIES SECTION. ...ttt eeenenneenn. 151
TELECOMMUNICATIONS SECTION. ..t ee ettt iteennnnnnnnn 152
TELEPHONE REPORTING UNIT........c. et nnenn. 153
TELEVISION STUDIO UNIT. ... ..ttt ieeeeoanoanas 160
TOW COORDINATION UNIT. ...t ittt ensaeeoaananons 155
TRAINING/EDUCATION DIVISION. ... .t eveveeeesnonnens 167
TRAINING SERVICES COMMANDER........ e ennnns 154
VICTIM/WITNESS ASSISTANCE UNIT.......itiivitnnoanenn 156
YOUTH SERVICES UNIT.. ...ttt it nnnennns 157

ix ‘ 7/91




CALEA REFERENCES/STANDARDS

Audio Tapes (302-3).......

Background Investigation Records (306-2)........... 2

25.
26.
32.
32.

Case Disposition Records (306-3) ... ..t 25.

‘ 25.
25.
52.
52.
52.
52.

Civil/Criminal Logs (30L1-2) ..t tiiieiteeeeneennns 74.

74.
74.

Civil Subpoena Records (301-3).....¢iviiieenercenn. 74.

Condition Reports (307-4).

Contract Records (301-2)..

74.
74.

.........................

D WL

e oo
[N

Criminal History Records (307-7) .. e eeeeneennnnn 44 .

82.

Criminal Investigation Records (307-8)............. 42.

Criminal Subpoena Records
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PART T. SUBJECT INDEX

The SUBJECT INDEX is designed to help filing, and

operating personnel engaged in records management
operations. '




Abbreviations..... .. .iv ittt nans e et et et e e 205
Accident Photographs. ... i ittt it ittt ieenasonaoesnneans 307-1
Accident ReCOrdAS .. ve e e ittt eeseonsosesnsancosnns 302-1,307-2
Accident Scene Nedgatives. ... .. uieiieieeeeneasoasaaneanas 307-2
ADA RECOFAS .t ittt ettt i cevnecsnovonsssssnsosenssnsnncsenesss 306-1
ADMINISTRATIVE RECORDS . ..t i ittt ittt it ittt tonrsnnonesnns 301
AdULt Prisoner LOgS. . uceeeeereeeeeoensonsssnssossscnassos 302-1
AlCONOl OGS .ttt ittt it teetoeesesecsseosssssssasossasssas 302-1
Allowances :
O oS o8 « T 15 « L PN 308-4
a2 0 B 10 o 1117= o 1 oA e 308-7
Applications/Employment . .. ..i i itiiteneeeennoeceasaconacas 306-9
Archival ReCOrAS . ..o vivtieeeeeaoesssasassessaasacsensas 222
ArresSt RECOIFAS .. v it eeetenrorenetantneeenseonensessnsasns 302-2
AUAIO/VisUAl TaAPeS . i ittt ittt it eereneeersanescnssnsnsons 307-3
Audit Records
B O 1T 5 o 5 Y 301-1
| 2598 o =3 5 4 ¥ - U1 301-1
Yo = o= 301-1
| T = T 301-1
Independent . ... ... it ieeieeeesasscsonosssasnsonesss 301-1
MANAgemMEeNE & vttt et e ot v eeoaseecnsccoecasscnosssssnsenas 301-1
PErSONINEel & i it it it et i et e netooesenosoenssrotooensosessoes 301-1
Background Investigation Records........... ..., 306-2
Bad ChecKk ReCOTAS ...t i i v ee ittt itesesosacsosasssasannons 305-1
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Badge Records

|25 0] 170 vl 1] ¢ = 3 308-1
B = A B o ¢ = 1= == 2 U 308-1
= ol o = 111 ¢ o= 308-1
=) o= =15 o e o = P 308-1
Ballistic Vest ReECOTAS . . i .ui it iettiieeeneneennencanaesas 308-2
BANK DePOS IS .ttt ittt e iieteeseeeeeesaessoesoonaeeanasns 305-2
Bicycle Registration ReCOrdsS. ... v it eeeeseecnecencanns 308-3
Bills
County COUNCLL . vt i ittt it ts et e ceeraneeonaeenoeosansnsans 301-14
INVOicCes (EXPENSe) i ittt eeeetaenseaasnasasossncan 305-3
Marvliand HouUSe. .. ... ittt ittt itneionsoeesasanesassans 301-14
Maryland Senate. ... it etetteasesessaaocsnanseasasa 301-14
U.S. House. ... it i ittt tiieetecnenennns 301-14
U.S. SeNALE. ..ttt ittt eneeessonseosseosesosassessnncsncsnss 301-14
Blood Specimen Records......ceeeee. Gt e et e e e e 307-3
Breathalyzer Records. ... .cvu e iiei it eteeerenensnsasonees 308-22
Budget ReCOrdsS. ... .ottt iitetnesesosesosesossnensnsass 305-4
B - 1 o 3 1 i 1 305-5
ESEAMal e S . i ittt i vt ittt v oo essestosaesonssssosassossees 305-4
10 0 =3 o= 1 vl 1 ¢ =PI 305-4
| o0 e T K=Y o of 1o ) « 1 2 305-5
Bulletins
COMMUNICAEIONS s i it it ittt ettt tscasensaeeseasssaeaneas 302-5
JOD OPPOT EUNI LY e v ittt e e st necnsototseesanssossassasesess 306-17
Transfer OpPOrtUNIEY . i v i ittt ittt e e teeooonasansenenn 306-17
Transfer ReqUesStis ... .o e ittt itersnessossoscennanesns 306-17
Case Disposition ReCOrdS. ... v et eneeeeeeeeeensenneans 306-3
Certificates .
DispOsSal/ReCOrAS . . i v ittt it ittt it e e eeeeansnesanesesse 301-22
Eligibility/Employment . . ... .ot iteneieeeeerceaasoenas 306-6
g £ B TR o= T 306-13
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Child Sexual Offender RecordsS........ceetieieeeneesnseoens 307-4
Citations
AdUlL Civid. ittt ittt it ittt et onenensansonnases 307-12
Criminal ..ottt ittt ittt et teeeasoeoesseasaneacsaneeas 307-8
Juvenile Civil. ... e. e eieeeteeeteneoeoeeneeeneoeanenns 307-16
0 o= i X 3 307-29
Civil
oduvenile CitationsS . o v e et et et eeueeoeeeooeoeenenaens .307-16
SUDPOENAS .t vt i it it e e et ettt et arecso st acansaronsonans 301-3
S5 T o= 301-14
Civil Suits
Circult CoUrt. .. ittt ettt it teatoasoncanoansnssena 301-14
Federal CoUrt...iee.oe it e eeeeeaeenoeosnanssssnoanees 301-14
Collection ReCOrdS. . vt iiteteeeeeeesnosnactaasoanens 305-6
Commanders Information Réports .......................... 302-4
Communications Bulletins......oieeieeeeeeeeannasonaesnnces 302-5
COMMUNICATIONS RECORDS . i i vt ittt ettt iasseseenoennannsnnas 302
Computer IMaging SYSteMS . oo v eee oo noeeeonoomnneeeenans 226
Computer Systems
Automated Identification System........ceteeneeeceans 303-1
Computer Assisted Dispatch System.........c0ieiiennn 303-2
Electronic Mail SysStemM. ... ..ottt eerenesscnesonnesas 303-4
Expungement ReCoOrdsS. ... ...ieeieiveieeecnsansosnccocsonnse 303-5
Police Incident SyStemM. .. ... viieteeensosesanacsosons 303-7
Personal Computer SySteM.....c.oceveereoenoeensneennennns 303-8
Police Arrest System......... s ettt e et 303-6
Property ReCOVErYy SYSlLeM. ... ceevenoeoasesanncnseceanss 303-9
Word Processing SySLeM....cuieeeeeeeeeneaeaasoanneonas 303-10
Computerized Files (CAD)
. Complaint HiStory . ou ittt eneeeeneosnesanoosoeanasas 303-3
| TR o =T o oo B oY 303-3
o <7 o] ¢ ¢ (= 303-3
PremisSe HiSTOr Y e ee e e eeeeiooeooosoeoesnosooansonsonssasan 303-3
23 s T 0 = 303-3
Street Geography. ... ..ttt ittt eerseseoonsanesos 303-3
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Condition RepPOrtS. ... ittt it iteeeeonnsosesotnoasnsoenss 307-5
Contract Records
Agreement ReCOrdsS. ... ..veir e eneooeesenecncnsonnons 301-4
COMPACE S s ¢ sttt ssnesenoessacossassasensssensnnsossasas 301-4
. CONEraACES . ittt ittt e eeeeeesassasseosssssocesasecsseneas 301-4
B o 1§ o 1 301-4
B =Y L= ok 1 301-4
= @ 3 301-4
L aAS S e v v vt vt eeeesoeononossoeiesosnssassssosssasasosssos 301-4
Ll eSS v v v vttt vt oot eoosesocossnsasacasesonssnsscasceses 301-4
Memoranda of Understanding.......c.ecieeveresesnsoecnese 301-4
MicrographicC ServViCeS. .. it it eeieeeetneasonssnanssnna 301-4
MUEUA]l Add. .ottt ittt it ettt neceaeesonaoosasssansana 301-4
NON-DisCclosUre. ..o ierenseoconsonnss e e et e 301-4
POliCe SeIVICES . i vttt et eeeteeeasaneeassossaesosancssa 301-4
Police Training......ceeeeeeeroossssoarocassansonsess 301-4
Private CoONtrachS . . v v e e neeeeeeeaeeaeneceoneeesnens 301-4-
SLALEe LEA ... i ittt teeeeeaosteosassossssosssosnoseassossa 301-4
USEer AQreemMeNnLS . ...t et otososssessesosocnsesonsess 301-4
Correspondence/Administrative. . ... oot oeoennnnenenens 301-5

Court Records

Clvil/Criminal LOgS . ..ttt eeeeeosoncssanenssonsnnes 301-2
Civil SUDPOENAS . i vttt ittt o s it e st sneeooonosennans 301-3
Crime/Incident NegativesS.....e e tewentaoeansenannesnas 307-6
Criminal SuUbPOeNAS . . ...ttt it teensoessosonsannonsenns 301-8
DECISIONS e it i it it ettt e e et oesoneeonesoansosossocnseneos 301-6
L s 1= o =T 301-7
Warrant S . .. ittt e ittt et s cncanononnstneensens 307-33,307-34
Crime Scene Processing RepPOrtLS. . ... i it eieeeeenconaness 307-7
Crime Solvers ReCOrdsS. ... i iuiiiieesoneeenosecensnnosens 302-6
Criminal History ReCordsS.. ... ittt iiininnensoenonnnenns 307-8

Criminal Investigation Records

ADAUCE LN ..t vttt it e ettt e tevecenscssasoesosnsessssnenss 307-9
AlcCcoholic BeVerageS . . v i ot et eeneeeesonesasasonsacsss 307-9
Arson/Fatality. e ittt ittt s iieeoeeoasoacnsnanneness 307-9
== = 1 10 1 o O 307-9
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Criminal Investigation Records

BAd CheCKS . it ittt ittt it et teeeeeessaasoanasaseansanseans 307-9
5 T 01 = 307-9
BUIG LAl Y . i i ittt ittt ittt et aeossnasosnsonnssecesnenesas 307-9
Child ADUSE. . i it i ittt eeestoeoesosensosasossoaosoansanss 307-9
Credit Card Offenses .. i eee it eeeceeencioencnenceosnes 307-9
5 1= - 1 o o U 307-9
Embezzlement......... A 307-9
EX O TdOm e v v ittt et e seensosoesoasscasoasensesosoesonns 307-9
2 0 ol 1= Y/ P 307-9
Fraud...... e eeeeeneeaaneas ittt ettt e 307-9
LE= 5 111 31 1 5 ¢ ¥ 307-9
HAE B it it s e ettt et eteeeesesossasasssasensosancesoenssesas 307-9
Hit/RUDN . s it ittt ittt e e eeetenssnssasscesasssssasonssenss 307-9
HOMICide . i v ittt it ieeenrenaneannanes e et et e 307-9
59 L3 =< o 307-9
I UL Y e ot e e e et eseacsoasoesosoassossessssosassosssssacs 307-9
Juvenile Offenses........ P e et ettt e e 307-9
KiAdNnapping. oottt eiteeeesoesoessaonescanesnsansass 307-9
Minor SexX OffensesS . .v. it eeeerereoceecersonsonsssonans 307-9
MiSSINg PerSONS . i it eteeeeeoeansosaocaassceosnoaassos 307-9
N COE IO S e v vttt et v et esonvscecaenoessseseesoesneesanss 307-9
Obscene Material....oueeeeeeeteessoeossecsanssasesseess 307-9
Obscene Telephone. . ...t ie et ieeoensoseeesonsoosossnsnees 307-9
Pandering. . ..ot ittt et it i e et s s st s s e 307-9
PropertY RECOVEIY . vttt tetoeeeeeensosasonassosannsoes 307-9
ProstituUbion. i v vt ittt ettt veroonasacssoncasnossasnsss 307-9
RaAD .t it i ittt e e e teenessesossssossacsenssssonssonssans 307-9
RODD eI Y . it i ittt ittt it e i e e nososoenseecaeacsonsonssnnas 307-9
RUNAWAY « s v et er et oo cneeeeseennosssesnnarosanssnsensssid07-9
SeX OffeNSeS . v it ittt e ieecneeeesnsenssanoesnosesonsos 307-9
Sexudl Child ADUSE. .. vttt it ittt ittt e teeaasoesnennsns 307-9
S & 2 o 8 7 1= [ 307-9
SPOUSA]l ADUSE. .. ittt ittt ittt e i oo ansseeansenonnas 307-9
UL CTIA e e et ettt ettt eseeeesnoeseeeaseceessassesseensns 307-9
Theft/DeCe P EadON e v vttt it ettt aeeeeeeesanaeasoensens 307-9
Traffic FAtality. oo ie it ottt oeneaosansssoecnonsaenas 307-9
Unassigned Offenses....c.oueuiieieeenoetisonenanaanssns 307-9
VaANAA]l 1SM. v v e vt e et ce oo cevonessosssosasassesesessesnss 307-9
Vehicle Theft ...ttt in i it eeeesoeetonsnsanensasas 307-9
Vulnerable Adult ADUSE. ... it ittt ernsesseosonsanes 307-9
W AP O S ¢ v v v e e v et v oo aneonstoosoeesassassscnaseasosseess 307-9
Dailv Fuel RecOrdsS ... . ittt et eesnneennaneaneeennsnaans 308-5
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Delivery/Receipt Records. ... vttt ittt eeenennnesons 308-7

Directives Records
County GOVernmmMEeNnt . ...ttt et eeeeenoeesassessesannasa 301-9
2538 o =1 ol o - 1 P 301-9
Federal GoOVernmMeNnt ... ...ttt teteeaneisosseanscessnass 301-9
¢ T = ¢ = 1 ORI 301-9
Rules/ReguUlationS ...ttt itieeeesoncosoasossononansssns 301-9
163 = 301-9
State Government . . ...t er ittt eesosassooesosonosesssss 301-9

Directory Records

Compliments . i it ittt it eeeeeeoeesaaoasnasoesonasnsanes 302-18
I S o 1 ¢ e = N 302-18
Personnel ROSLEIS . ... .ii it it eieeeaeenecnocacsancnoesos 302-18
RegisterS . vt et ie ittt ittt eeenenassosesssssseanaes 302-18
Disciplinary ReCOTAS . . u v v i neeeeeeeeeeneeesenseeesensas 306-4
Dissemination Records
Adult PhotographsS ... .e ittt ieiiteeeoseesasasossasoecnons 307-26
AdUlE PrinES . . i i ii sttt eeeeoeeneseoeaseoosnssanssens 307-26
Incident REPOT LS. . i v it teeteeeeeesneeeassoasecosssans 307-26
Juvenile Photographs. .. ... ..ttt oenvonennsa 307-26
Juvenile PrintsS.....eeeiieiteneteeseosceansssssessnsoss 307-26
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TPUDliC RECOIAS .. i vt it ittt it et et te et aoaasa o asens 307-26
Disposal Records
o @) 01 = ol v 308-16
RECOYAS . s v it e ittt te e e e teeassesesoasssassassssacsansns 308-16
Documentation ReCOrAS . v v vr vt ieearaensonsonsonsensoss 303-3
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Emergency Operations ReCords.....c. et ioooscntooesenss 301-10
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RAD AR . it e i ittt i e et etovaaeeeososssaeasessasesanascsesss 308-22
1 o LY =T Lot 1 1 o= ol 308-22
VASCAR . i i ittt ittt ettt ssonnseessoesassansasasosssacsass 308-22
Equipment Custody ReCOrds......ceieeeernnecsoconaonnenns 308-8
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Accident Photographs. .. ..ot iee it recensasncenas 307-1
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FINGERPRINT RECORDS . . vt t ottt veeeoocsssssoosocsssnsasassas 304

Fingerprints (Automated)

AQUL L . v e st e st et e vt e et e seeseesencenessenceneasaananeas 303-1
N5 s T 0 T 1 o = = N 303-1
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FOrtUNEe Tell el S . i v it eeeeeeeenoosesensoosesesoensssecs 303-1
3 B L =3 o< 2O 303-1
JUVENL LS . i v it ittt ettt essanesosensensasssooesnnsonans 303-1
MASSEUSES/ MASS UL S e + v v v v o v o s onvsneecsenoenesseassesas 303-1
Missing Children.. ...t iiiiornoasoenasonseonessnn 303-1
POL dC . i ittt ittt ieeeneeteesosnessseososaasonssssssssas 303-1
Studio Models .. ..ttt it ittt eseeseeseesonsonenannas 303-1
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. Affiliated LEA Prints .. ....eeeeeeeeeoeeoonesocsoesaness 304-1
Criminal PrintsS.....e i e eeeeeeeoseesoessesonconnssns 304-2
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Latent PrinLS .. .. ee et s ieeeeeeeeeseeeoesoanseensesas 304-4
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Non-Criminal PrintsS...c..e. vt ieeeeneeeeeeeenonoenaneans 304-6

FISCAL RECORDS . i ittt it ittt et e eeeeeceacsaeensssnsansensas 305

Firearms ReECOIAS ... vt ittt eureeroeroseneeseceeoscesonnsa 307-11

Firearms TraCiNgS ..o .eeeeeeerossoesoscosoescnssnoassnsos 308-9

e 11 1= 3 301-11

Grievances/DiSpPULES . vttt ittt st e eeeeenenaaasscnasaonss 306-4
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Hazardous Substances ReCOrds.......eee i tereeerotesoeoses 306-12
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N0 5 1 7 306-13
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T INfectious DiSEaSES ..t it eereoceoossaosnsassasososaenns 306-13
Medical Referrals .. ... i et et e iceeeaonessceansaaonenns 306-13
Workmen's Compensation CasSeS ...t eereeestoecosoosennes 306-13

Hiring/Request Records

O TR T 1 = 1« = 306-14
CrossSing GUACAS . v« vt v v et sorvossosssnsesonesansseeess 306-14
=0 3 X o4 = 3 306-14
A=Y (13 0 To R o= U s X = < S 306-14

Incident Records (Central Records)

Adult Civil Citations. ...ttt iieneteeeereoenonsansa 307-12
Alcohol Influence RepPOrtS..v v it ieeeeeonssenenaans 307-12
Animal Bite RePOrLS .. .ct et etoeeraceesanesansasanss 307-12
Chain Custody Log/Analysis RepoOrtsS......ceeeeeeneanns 307-12
Computerized Incident RepOrtS......veer e erocnnoceeena 307-12
Continuation ReportsS. ...ttt ittt erieeeoennnoannonss 307-12
Crimes Against Persons RepoOrtsS.........ieeeeeeceanoas 307-12
Crimes Against Property Reports......................307-12
Crime ScCenNe RePOIrELS. . v eteeeeeeeeeeocceeosocsconceaas 307-12
Damage Notification RepPOrtS. ... ..ot eiteereeenneenennn 307-12
Detective Supplement RepoOrtsS......cicit it enonennns 307-12
District Processing RepOrtS. ... it ie e enonsaneas 307-12
Evidence RepoOrts. ..o ittt et vestosserecnssosnsncseans 307-12
Field Observation RepOrtS.....uov et eeeenennennnns 307-12
Investigation RePOrtS. . .cieeteetneecscsceoaaneaasasns 307-12
Forfeiture Summary RepPOrtsS. ... .. ittt eroeasennass 307-12
Firearms Discharge RepPOrLS. ...ttt ittt intnnannenas 307-12
Incident RepPOIrtS ...ttt ittt et oeeeseresesaososnsans 307-12
Investigation RePOrtS ... i ittt ie it teeteosoeoeaoanns 307-12
Laboratory Examination Records............. ...307-12,307-19
Latent Print Examination Reports.............. 307-18,307-19
LineUD REDPOI LS. i ittt vt tet o neenesoneessnessnasssasnens 307-12
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1-11

Incident Records (Central Records)

Missing Person PhotographsS....... et ieeteeeneneeneos 307-12
SpeCial REPOIES . .ttt ittt sttt naeaaeetsoanecensanes 307-12
Statement RepPOrtS...i ittt oereeanoessaransosansas 307-12
Vaccination RepoOrtsS. .. ie ittt eeeeeeseanostocaneanas 307-12
Validation RePOTr LS. . v vt ittt e eenoenrononorooneennsessa 307-12
Vehicle Release ReEPOFrtS ... iv ittt eneencesonsonsseess 307-12
Vehicle Releases/Showcause Notices.........cc.vevuen. 307-12
Wedpons TelelyPeS . v ot ittt tencseeeaeassonsnonesseeaess 307-12
Incident Records (District Stations)
ACCIident RePOI LS. .t vt ereeeeteeeseeenoosnocsasnenens 302-7
Crimes Against Persons RepPOrtLS.....iveeeeneonsansanns 302-7
Crimes Against Property Reports....... e e e et 302-7
Informant ReCordsS. .. ... v vt eierosesecssananencoessas 307-12
Inspection Records..........: ................ e e e e 301-13
Insurance ReCOrAS.......ueeuiiniteenneenennoennoasonnens 301-12
Intelligence Records.......ccvieivencennn et e et 307-14
Internal Electronic MesSSagesS .. ... iteretesoronasonness 302-8
Internal Investigation Records.........c.uiiiiiiininneennns 306-15
JOD DeSCripPLiONS . v v it vttt st sesseereseasonssannneeeasan 306-28
Job Interview ReCOrdS. .. ..t iteoentarsosososenansseos 306-16
Job Opportunity Records. ....civeeiiietneereeeenoeanaoens 306-17
Journal Entry ReCOrdS .. ...ttt ieeeoeenetonsosnssnenoss 305-8
Juvenile Records
Arrest ReCOYAS . . it i ir it vt cnnneoeaonsonssnsonscnessnsss 307-17
Civil CitationS . e e ittt iiitneteeeeeeeeeoennonoeoannas 307-15
LiguoY CitationS. @i ettt ittt tneeeeeeeeeanonesseeanneas 307-16
Youth Field RepPOrtsS. .. vttt ettt teteeesoeocsasesess 307-36
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Juvenile Citation Records........ ittt eeneennn 307-15,
Juvenile Civil Citation ReCOTAS . . vt ceneneeennseneneenns
JUVENI1E LOgS .t ittt i ittt eeneeeseeeneeensesaeaeasensens

Juvenile Arrest ReCOrdS . ... it eeeeeeeeenneoeesonenes

Latent Print Records
Latents/Identified. . ...ttt eeeeeesneaneenoeeeas
Latents/Without Value. ..o et ittt iieeeeeeeeeonneanenss

Laws

Leave Records .
Administrative. ... ..ttt ieiinnetenasnncnnanns

DisaAbilaity. i vt ittt it et e e e e ettt ettt e
DR N=1 03 o =% vl o) « X- B %2 S
5 L i T 1
I UL Y e e e e e e ettt et aeooeassoeoneoenscesaenseacsoesennses
CLWOP/FUrIoUgh . .t v it ittt i e e et e et e e
5 o = o B 1
e T s T ol o2
Paternal Leave. ... ... it oeeeeeeoneeneasceooonassennns
PerSOnNal DAY . v eeeeeneeeeeeeeeeeoseoneosnsenseocencennes
3 4 A

Legislative/Legal ReCOrdsS......ceeeeeesenseensseocsocnoas
Lesson Plan ReCOrdS. ... .ve it teeeenneerssenoosssssonoeess
Line-Up ROSEEIrS. .ttt it ittt ittt eneonesoensossaansonssos
Logs
. AdUIt PriSONEr S . i e veeeeneeeneeeeoaesonaensaeoneneneens
AlCOhOl TeStES . i it ittt ittt e eneneeeoseaaseansaencsensans

Civil SUDPOENAS . . it i ittt ittt tesesoecsesssonsensssnnsns
Criminal SUubpoOeNasS. . ... vttt teeioerenoeoasssacssonsns

7/95




Logs
. JUVENIle PriSONer S e vt i et ieeneeeesesesneoneenesnenns 302-16
MiSSing PerSONS . . ittt it ittt it et eeeanneenanennns 302-10
PriSONEYS. .o iiierneeeesanseennnns e et 302-10,302-16
2 a0 01 = ok v N 308-14
2= Lo B 1o 1= 2O 302-17
Lost/Missing Property RepoOrLS......ve it eneeeeaeennaenesa 308-10
Maintenance Records
520 A e 15 ¢ ¥ = P 308-11
| 2= Reds T s T s 1 =< G 308-11
Gl OUNA S e v v e ittt oo oensensaceoeeeoenensnsneensanenneeens 308-11
L N A 1 o =< 2 308-11
PrOP e LY e vt i ittt et et s e seoesocaasecsasessassososessas 308-11
13 o - Yo =S 308-11
Traffic EqUuipment .. ..ottt e eeeeeeneenoeeoseneeeas 308-11
RT3 & B I o X = T 308-11
L= ) s Yo o 308-11
Medical ReCOrdS . ... i st ieeioeeaeeeseoeeeoesosanosaneeseess 306-19
Messages Records
Electronic/Internal. ... e e e eeeeeeeeeeneonoeesenenas 302-8
MILE S . i it it it ettt et ts e eseeseeeaeaceeseeaeaaeeneaeaas 302-19
NCIC . i ittt ittt et ts s ot eaasoesonssssssssossssansessassss 302-19
NLE T S . i i i it it et e e e ot oo oaasesosenasasssnsansoassnsssacs 302-19
TelePhonNe S .t vt ittt eetnoneoeesoenenssssossonsssescnesans 302-19
MicrographicC ReECOTAS. . i v v it teeeeeeesanoraessaseeesnnss 223
Criminal Investigation ReCOrdsS........eeeiteetaeoanas 307-20
Incident ReCOrdS.....iu ettt et ieeneeeeeoenaennoeeneans 307-20
Vice/Narcotics RecoOrdsS. ... iu it ieieeeeseaesaesasnes 307-20
MilCrOgraphicC SerVICES .. i ittt it ittt e et e st saeesoesaeeenens 223
Minutes Records
Chief Of POliCE. it i iii it iieeeteeeeeneeeenecnsananens 301-15
UNnit COMMANAEE S . v v it vttt et e tetetneoneoecoenensnsacess 301-15
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Missing
PETrSON CaASES . v v oveneeeeeoossoceooosnsoesseasoassaseos 307-9
OGS/ PO S ON S . v vttt v vt voeesoesacsasssssosassasesansssa 302-10
o3 ¢ Yol e Te § =1 ) o = T 307-12
NAYCOTL1CS RECOTAS . i i i ittt e v e setesenesesonansaneassaasas 307-21
NCIC Records
Administrative MesSSagesS ... eee et esnareensoscosasss 302-19
1@ X< 1k o= J 302-19
GUILS ¢ v 4 s e vt et ot o snonvesenseseesesesnseosssesosnenenenens 302-19
License PlatesS...uee e eeeeeeeeeneonsosnsanneenoaneess 302-19
MiSSING PerSOMS . v e e v e v eeenenesseasoasseasessassssassas 302-19
Property (Articles) ..... it e ineeersooesnnnnsnnss 302-19
Protective (U.S. Secret ServicCe) .. ..eeeeeeteensnnosas 302-19
ST=Y 1) B ol T o 1 = X< 2 G ..302-19
Unidentified PerSONS ... ee.eeeeeeeeeeeseeaoeeaeasasseas 302-19
VEehiCleS . i it vttt s eeeeseeseooeoonsssscasscssonnonnsoss 302-19
WANEEA PO SONS ¢ v v v v et v vt e v osooooesosssesssanssanaenas 302-19
Warrants (CaAanadian) @ v.e .o teeeeeeeeeeeneeoneeesensenss 302-19
Negative FillMS . . ve e eeeeeeeeeeoeeenososossossoonsesnses 307-24
Newsletter ReCOIrAS . ... ve v ieeeneeeeoeoeaenneeaneasssassas 302-11
Newspaper ClippingsS .. ... it ottt teeeesesssosanonsasean 302-14
NEeWS REI1ECASES . it ittt ittt s eteeeeecennseessossoecscoscnasaaes 302-13
Offender Criminal RecCOrdS. ... .o it ieioerensosasooness 307-22
Opinion/Rule ReECOIFdS . .. eueeeeeceeoseesassasassnssnesosees 301-14
Organization Charts...... ot e e e e s e e 301-16
Organization Records
Colleges/Universities......c.cuoveeen e b et e e e 301-17
County CoUuncCil. ... itieeeneoeoneasaasaasnaneanans 301-17
County Government Agencies..........oeieeeeneennesons 301-17
Federal CoOUFES . . i ue e et eeeeeieeeeteesosnnssasanssansossas 301-17
Federal Government AgeNnCiesS.......eeseeeoeosseos e e...301-17
Federal Legislature....... ...t eronnnnsss 301-17
International GroOUDS . .. et veeroeeeneesosoessneasonena 301-17

7/95




1-15

Organization Records

Law Enforcement AgeNCieS. ... .ot eereesoososoneenossse 301-17
Municipal Government AgeNnCiesS.......veevenvsoneosenos 301-17
Other CoOMMIitLeeS .. vttt et ieeeeeeseansssoesoassosassess 301-17
Private Organizations. .. ...cuveeeeservensostnoeneanncens 301-17
. Private SecUrity AgeNCLleS . ... veeeeeeeesnecaaroenenoas 301-17
. State COUPLS . ittt ittt ettt eonososuesosssesasonssoeneans 301-17
State Government AgeNCLieS ... vt osonocrsonsorssssnes 301-17
State LegislatlUre. .. ieeiieetieeeoetoseoansosossosossas 301-17
Outside Employment RecCOrdsS........iieieseeaneanooonanconss 306-20
Parolee ReCOTAS . vt it e et ceeeasceosasasssassnsesesssens 307-23
Pawn/Recovery ReCOrdsS.......i.veitiieeeronononssnnsoesnsns 308-13
Pay SChedUlesS ... it e et eeeeeeeooenoeeseeeaaanenns e 305-10
Payment Records
Pay Schedules. ... ...ttt eenesnsecsensnsnsosnsennnn 305-10
Petty Cash. ..ottt ittt it it e it eenensessnsnnns 305-12
VENAO S e v o et v it et e oo oooecssseeeaaansenssasssssosssnss 305-9

Payroll Records

Athletlc EVeNES . i vttt ereeeeeasosoeeesossocsenenencans 305-11
Bi-Weekly Strength RepOrts.....cui ittt nenecneeas 305-11
COMP NS AL O Y et v e et et v st aaveosesosencssacesoensasaneas 305-11
[ 0'Y 5 5 ol 305-11
HOLidAV . i ittt ittt i et te it s e nnneeeotsasennsasanosoesasssssa 305-11
OVEL L AME . v v it i ittt ettt e e ceeesesesansceaseeaacsnsosanaas 305-11
Time Sheets/Daily .. e it e teeeeneeeeneeenantonosonsos 305-11
Penalty/Public RECOrAS. ...ttt iitieeeeenoeensasneneoanans 228
Performance Appraisal Records........ ..ttt enennns 306-21
Performance Evaluation Records........vuieeeeiieonnonesons 306-22
Performance Rating BooKlets. ...ttt iinneneannennn 306-23
PerMit RECOIAS .. it iiii e it eetseeeeenoosaessenosassessnssas 301-18
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Personnel FillesS. ... ereeeneenonsseesssoennsnsesossnnnaon
PERSONNEL RECORDS . .. ittt it ittt ittt aseneenoeceanosacenss
Personnel Pension Plans......... et et e ettt
Petty Cash ReCOrdS. ...ttt eretieeetoneeeesnoseaoaennenees
Photo Information Sheets......c. ittt enninnennnnonns
PhotographiC Prints ... ... evesseesnonssossonseoannones

Photo/Negative Records
Accident NegativesS.... v vvioooconsns ettt e
Adult Negatives .. .. v it ettt eeeeseaeesasoesaancanaes
Black/White Photos (Adults)........... C et e
Black/White Photos (Juveniles)..............ccciec.n.
Color Photos (AdULES) . vvv it i et i tnveeeereensoosossnsas
Color Photos (Juveniles) ......eiiiiien e ineressonnnean
Crime Scene Negatives.....coeeieeeienesanaoans e e e
Incident Scene NegalivesS.......iiiiiereeennenneoeanns
Juvenile NegativesS ... .o oo e ooereroeceeoansononesssesanns
Photo Information Sheets....... it eceeenennns
Special Event Nedatives......v ettt eeenonoonnnens

Physical Inventorv Records
COUT L ProOPer iV . iee i ceeeeeosoosososessosoncasasssnnoeees
Fixed ASSetS....iiteeeesasnsacsnse it e e st e e e e

Plans (Emergency Operations)
123725 b ol .- 1o 1=
Biological Warfare.. ..o iieeeetneensosenenennonennsas
BOmMb EMergenCy .. i ettt eeesoesosssssosssossonnssoasnsns
Chemical WArfaAr@. v . v et eeeeesenecaoanssosnssaesesons
Chemical Waste. it ie e e eeeeeeeooeooesassnanaensenenaes
Cilvil DisturbanCe. ... ve it ieeeeeesoesnsoonsosssanens
CONEINGENCY t i vt i ettt e e satoeossoeossosnsnsanesnesaesas
Desegredation. . i vttt et eeeesoeasesonossososannas
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Plans (Emergency Operations)
Emergency RaAQiO. v e v eeeeeeeeeeneenesasosonneeeenns
EVACUA L IO e e et v st ettt e eeveoeeeoeoeosooevoeseeanonsses
Hazardous SubstancCes......c... et iiieeeetoenennans
Hostage Operations. ... vi et eeeerosossoesnssncnnsianes
LAbOr SErIRE . it ittt ittt ettt ittt eseesooassoesoennenenas
MODL11izZAi0Omn. . vt it ettt ettt ettt eareesteeaanseoannaeas
MUtual Add. . . i v e ittt ittt eneseeeesceonssonsasananaans
Natural Disa@Ster e .veeeeeeeeeaeeaoneessessonsssssnnsscas
[\ ol 15 i T o 2= 8 o 1 o L O
NUuClear Warfare. v v oo ie st eeeesceteeeostoesanosaacess
Physical SecUrity..... ..ot iieietientenncoeeenaneonaans
PUDIiC SAfety .ttt ittt ittt et eeeeeoeenooeosonasenoannas
PUDLIC SeIrVIiCE . i i ittt ittt et teeeeseeetoenaeoaanaenns

Special Events.....eieireitieeeeeeneneeseenessansenens
Tactical Dispatch. . ... e it ieteienseeneoenoosaasannas
T T O L8 M e o vt v v o oo e ot eososnsncsncesonensensencneonenaes
10 = B i s 1 2P e e e

Plans (Management)
AdMInNIstrative . .ot e it it ittt et i ittt et et anee e
Division............ e et e e e et e
Management ... oot it i it ettt e ettt e e e e
0] o 1= k- 18 1o ) ¢ ¥ < J S
Fo =T o o 1 3 S

Police Arrest System (Automated)
AdUult Arrest REPOT LS. ... ittt eeeneeeaneesoaesneesaness
CAD ReEPDOT LS.t vttt it i s ot oceenanoearnsioeososseasancesss
Criminal Analysis RepPOrfS .. ... ii i eeeeeneeeneeeans
Incident RepPOrLS. ...ttt ittt ienesonescoonseeoasaenas
Juvenile Arrest RepoOrtS. .. ... ittt eneennenoeenass
Persons RepOrLS. . vttt ieeeeneneeeseeesonsenasansas
Property RepOrLS. ...ttt ittt ineecesoononconnnnesns
SUSPECtS ReEPOrLS . i i ittt ittt ittt et it et ensosaansneeenas
UCR RepPOIrtLS .. i it ittt it it e it neeesessoenonsnsssnsnsenss

POLICE RECORDS ...ttt ittt ittt et eenecsneaananas
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Polygraph Records
Criminal InvestigationsS. ... ieeeit i it onnoseanneans
Employment Investigations. ....ueu e eereenrosnssnennns

Position Action Records......... e et ettt
Position Description ReCOrdS. .. uue it ieeeeesoceaananas
Position Identification Records........ovivivvninnnnnns
Property Recovery Records (Pawn) .......ceeeoveieeeoenans
PresSS RELEASES . ut v it e neeeneneueeeoneeoeesonenoneenneens
Printout ReCOrdsS. ... ..ttt ieeeteneseanessoneonneenns

Prisoners
LOgS . ittt ettt et eeoosseceessasscasassosssssenssssosses
Property ReCOrdS . ... vui it eeeeeteeaonsesesasasasneass

Project ReCOrdS . . v .ttt etneeeoeeaesosssennssnssanaes

Property RecCords. ... ..ot eioesesaseneesacnoessasens
Confiscated. . ..o ei et et eeseeeasanesosannansoassnns
|5 =] w0 Y= =T's
5 8 T

Pl R U . e vt e e e it o et eeeeecaeeesoaoassesasaoanasssnses
Released. . v vttt it ittt it eenesennonassseesssnsesonans
LS o 3 =

Property Claims ReCcoOrdS. .. ...ttt eeenoneooonenssnns

Property Disposal Records
Abandoned PropPer iy ... .ceee et eteeeeseeasnasosansosens
Abandoned Vehicles. ... ittt ittt iettoetonsoanecnsnens
AlCOhOliC BeVEIraAGE S . v it v vttt o eeesnsoeesosasssansoesens
HaNAQUNS .ttt v it ittt ettt v ossosossoncsnsocnsooessssosns
LOSE ProOPer iy . i iee et oteeerssoessaonsssosesesssooeeesss
NAY COL LS it v it ettt ececeaeesasosesscesasoneseasnsones
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Property Disposal Records

POliCe REPOI LS .. vt ittt eeetoeesanesassasaansasosseasns 308-16
Property (INnVentorY) v e e eeeeenooeesssocesssasoanas 308-16
SUrPlUS ProOpPer iy .. i vttt enreneessosesseosoasassnsnens 308-16
VEhiCleS . ittt ittt ittt et aeeaeesoeseesosessessenssoase 308-16
WO APDON S ¢ o i et ettt eevoosonoessasonsoesatnsasansasssseos 308-16
Property Logs (Prisoner) ......iie et iieeeeeeeeeonnnnna 302-16
Property Notification ReCoOrdsS.....ceoeeetverearsonconenns 308-17
Property Receipt Records
Confiscated Proper iy .. .v e o eeeeteeeooososnssesoscasess 308-20
Evidentiary Property...c e oo ieteeitetneesesonnonos 308-20
PROPERTY RECORD S . i ittt ettt teeecosaonsasansscnssssnsesonnos 308
Psychological RECOLAS e ¢ v oottt tennneessonnseneeenannennas 306-19
Purchase Records
Field Purchase OrdersS.....ciee i itetenaarososacssannos 305-13
PUrchase Order S .....ueeeveeeoeststsossesscensssancsses 305-13
RAAio ReCOTrdS .. v ittt et serensceesecesaosasasssassanasess 302-17
Receipt Records
Clothing AllOWaANCES . vt ittt ot s eeessaoossossssossoeenns 305-14
Equipment Al LOWANCES . ot v v vt v eeeeasoenccsaanssscssnsess 305-14
REPOTE SAlES . i ittt eieeeenesosnasssssnesassscssessnnnss 305-14
Vehicle ITmpounds. ..o i ittt tteesoesoossasssosassassos 305-14
Receiving Reports
See Purchase OrderS. ... v.iveee et eecoontsaaeoscanansonss 305-13
Records Measurements (Cubic Feet)......iiii i iiivnceans 224
Records/Public
Administrative. .. ... ittt ittt etosonssosonsasans 301
CeNEeY SEYVICES . i ittt nsecnsenseesneseesenassssoeneces 221
NeWw ReCOrdS . . vttt it teeeesreeentnesnaseesenssnessess 217
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Records Management Files.......i ittt iioeeonenoeensocans 301-22
Archival ReCOrds. ... vt i et eenenocnsocnsosssnsscas 222
1123 ¢ U3 A T o< OGO 201
IDT=3 i 10 ¢ 0 T s 10 3 ¢ 1< 1 O 204
Destruction MethodsS. .. ...t ittt ensosenonsoenoenses 225

. Disposal Authority.......ii ittt ienennanoacaaoanns 215

. Disposal Certificates. ..o ien e inoeeeeinnssoeennnes 219
19 =3 o 1= - 1 J S P 218
Micrographics . vttt ittt ittt s osoesonoonneceneas 223
NEeW RECOTAS . . i v ittt ittt e eeaeenosansssossesssssnsess 217
POl i@ St ittt vttt et e reneeeseesosnsssssssanassnesesos 202
ReCOrds SELOraAge. .. iciieeseeorocsssseascocssosssossnsass 212
References (Legal) ... ittt iieeenroensoosaannasoans 206
Responsibilities......iiiieiiiennens. et e et e a e 203
Retention Schedules........ i iieeintnviosesnsesas 214,216
= B = = o = 2 220

Reports
ANNUAL . ¢t vttt ittt ittt e i it s e e e 301-23
Calls fOr SEervViCEeS. .. uve it e eetietasoneasasesonansens 301-23
Crime ANALlYSiS . vt eeeeeeeeeoeeonessassenososessnsesnss 301-23
DAIlY . ettt ettt e eenoeceesaseasasscnsonessnosasnocssas 301-23
MAARS . v it ittt ittt et eecraoaansassessasoscncnsnesonnnes 301-23
Monthly. ... . it e it ittt i te e 301-23
PErsSOnNal CaAr . vt it ieneneeneceeeessoasssosoesosssssansaens 301-23
ProOpPertY RECOVEIY .ottt it setoonooeesnsessnononosennns 301-23
L0 1D I ol = B 301-23
Service INdiCatorS. . ee e et it eesaeeensosssoaoenoess 301-23
ST T 01 1= w18 o 3 o 301-23
Staff InspPecLionNS. ...t iveeeesstosasonesacesonsos 301-23
UCR .. vttt it it it i teteeaeoeaneeasaesssssssesssesssnsoens 301-23
WEERIY e i i it ittt ittt it i et onseoesesensassssasanaanaoans 301-23

Reports/StatistiCS ..ttt tnecnneroneens f e 301-23

Report Transmittal Records....... ...ttt nerennnonsnn 301-24

Requisition Records
e £ 3 BT 011 1= ¢ X o 305-16
Printing/Binding. ... .ic e ittt reereocassensnanonnenas 305-16
StOores REQUESES .t ittt vt et onsersoesoosnsnossaconsoss 305-16
ST} < 3 A T <Y T 305-16
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Revenue Records

BAank DepPOSitS . v ittt eeeesossosessnenoncasensas 305-17
Police ReEPOTES. .. it tnetoneeennsonnsenenneesas 305-2,305-17
ProOpPEer LY SAlES ...t iieneenonoossnsanenssnassnsnnoness 305-17
DR = Yo = 1 o i < 305-17
o TransmMittals .. e e e it iei e teeeeesanaossoeesseanosos 305-17
Ride-AlONg RECOTAS ..ttt tteeerenoscsasnssosseeseaonsnennas 307-27
Roster/Directory ReCOIrdS ... vt vttt ttenonnsnecnossneocens 302-18
SecUritY RECOIAS . ..ttt t ittt ittt tesoeesaeeonsasnoannseas 301-25
Security Survey Records. .. .. .. ititrvererossnsnosnseos 307-28
Special Funds/Intelligence Records........... et it 305-18
Special Maintenance Guides
AUAIO TaAPES .t et et v vt oeenseesososesasansscncssssssaseaes 302-3
Communicable Diseases......oeeeeenon. et e et e 306-19
COrTEeSPONAEINCE . ¢ v v v v st s e s s osesesssesoscnssensasossas 301-5
Criminal InvestigationS . ... et it eeeneeeenesoeonsanss 307-9
5 =T ol R VA == 301-9
Drug Test Records.......v.i ittt trienesnsesnoeenoenns 306-5
Employment Applicaltions...... ..o ieeieteeanennenenneens 306-9
Emplovment EXaminations..... ..o iiniensoosvncnennsos 306-10
Emplovment Investigations. ... ..o eeietieeneiieeensnsns 306-2
Hazardous Substances. ... ...ttt einseneeteeaeeeanans '306-12
Informant FlleS. ..o et oeeeeeetaceenoeesasenassnsnsens 307-13
Intelligence FileS. ... it ie it iteetoeaanasasoanansns 307-14
Internal Affairs CASeS ... ittt ieeenernoessonesnsseonos 306-15
Juvenile FilesS...ie it ee e eeeeeeeineeasoaoesaosnassoanansas 307-17
PersonnNe]l FilleS....veu e eeeeteenteenesnsnaneeanossos 306-24
PhoOtO/NEegative S . i ettt ittt eeeeeeeoeeeeaseanennanenas 307-24
Physical Inventory Records........ci it onnnsnonnss 308-12
Polygraph Records. ... .cuiv ittt tieeeneeeeneneononssans 306-26
Property ReCOrdS. . ... ittt eeeeeeeeeaaoosaoosencnnsnse 308-19
Training Records. .. ...t tieeneeeeeraosoennas 306-31,306-32
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1-22
Statement Records
ACCUSEd . . v it ittt ettt it e e s e e e e e e 307-9,307-12
Defendant s ... e e eeeeeeaaeeaeecassasososnaos 307-9,307-12
Vi dMS . e v vt et s et essoonseosoesesensasssasanssas " .307-9,307-12
Wit OSSO s v vt ettt v s s encnooeeonoenecnoassososnssos 307-9,307-12
Student Records
Intern REeCOTAS . i v it v it vttt e eesoeeensnosnosessssansans 301-26
Personnel ReCOrdS . ....eeeeeeeeeeeesesesaseoossonssoeas 306-24
Student Personnel ReCOrdS......eeeeeeeosseasoessanocensos 306-30
Studies {(See SUIVEYS) i v veeee e tanosenoseneananssenenonos 301-27
Subpoenas
CaVad s i it it it ettt e e eeneececenesesassossaansasonsas 301-2
O s 3 11515 ¢ = Y P 301-8
Sufveys '
ST Vo §11 10 ¢ T 0= o - & o 1 =Y 301-27
T80 1111115 2 - Y 307-28
[ 6= 8 4= e €= 11 1= 1k o 301-27
Residential. ...ttt eneeeeeennoeacescasanseoasssnsas 307-28
AP O S e v v e v e v v oeooecensoesoesssnossossssssssoesosseseesess 307-32
Telephone ReCOrdS. ... iv ittt eisecsssoseescsncanonanesss 302-20
Teletype RECOIAS ...ttt e tresnonssossnsonenonscesnesesan 302-15
MILES MESSAgeS .t cveesesesanssoosssesossenensnnsesnasss 302-19
NCIC MESSAUES . o vt v v v vt evoesoosossnnssocssenosssssonnaes 302-19
Teletype Write-Up RecCcOrds.....ccveercvreetonnnneensacsns 302-21
Traffic Equipment Records........cv et inteeronennoeanns 308-22
Traffic Violation Records
Accident NegaliveS ... oo e ot eeroentooecnasnnnesnoss 307-29
Accident Photographs. .. ... .ttt ittt ieineeananns 307-29
AccCident RepPOTrES . i v it c ettt it tetesenoensesosenensos 307-29
Citation Transmittals. ..o i et iiiee e s tovenoosocensas 307-29
(00 T o= T s e 1 ¢ = e 307-29
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Traffic Violation Records

Driver Re—eXamMinationS . v .w. e eseeeeeooooeononascsosos 307-29
Equipment Repair Orders.........ieeriotenrenesacocens 307-29
Field Observation RepOrtLS. .. ...ttt ttensorinsesonens 307-29
Suspension Orders. ..... vttt enrsosnsanosersasnenos 307-29
Tally RECOTAS .« ittt tenanesnesesossesnesanesnonsonss 307-29
Warning NoOtiCeS . ... v v et it i ieetonesseeonnsecansonosans 307-29
WIitNesSsS SUMMOINS .t v v v v v o s s oo veesoncosocasoessssssenssas 307-29
Training Bulletins ... ... .eeieeioeeotoersoseeeraesooasaness 302-21
Training Records
OSHA RECOIFAS . i i vt v i ts e tsvtnensesoecsessscsosonssssanesa 306-32
MPTC RECOIAS . .. vt v et tvoreccesesccssoossononssncssnss 306-31
Transitory FillesS ..o ie et iininneeosoanosensenasoannonss 227
Transmittals/RePOr LS . ettt it it ie e eensnesnnsnoononnos 301-24
Travel Voucher ReCOrdS . ... ..ueveeeeneeeoesossosesocosssos 305-19
UNiforms ReCOIrAS . v vt ieeeeeeeeeeeoasnsnosensnasceeesss 305-14
Validation ReCoOrdsS .. . vvw e et eeeeoeeeeosorsssesossssssnens 302-22
Vehicle Records
AUdIL RECOFAS . ittt it ittt it teseeenosoanosassansesansans 308-25
Forfeiture ReCOrAS . ... eeeeeeenescesonosansenseneneass 307-12
Impound NOLIGES .t ittt toetoeceenonsonnesonsns 307-30,308-23
Inspection ReCOrdS. ... i it eeieesonenoeneseaonsonennsns 307-31
MAINEENANCE e v vt e oot oo v v eveeseooecesesensssssssssesses 308-11
"Reledse ReCOYAS. . .. e eeeeeneeeetsoonsssssesssssenoeas 307-12
Repossession Records. ...ttt neeeeanceosennnens 308-24
TOW RECOTA St it i it et eesnsoeeeeeaseenoseeesoessesasesns 308-25
Victims
Statement/Criminal. ... c.oe e eneeeeeeeooseoasosees 307-9,307-12
Video Tape ReCOFrAS ... i it teeetteesosossassosnassasanensas 307-32
7/95




1-24

Voucher Records

INtelligenCe. i et e it e teeneeeoeesoessessanscsnssnsons 305-18
Petty Cash. ..t i it ettt ietteeseessosnsssnsssonsonnss 305-12
ReIMbDUL S EMENE S . o v v ettt v e e oo evoeesoecosensenesoasassas 305-7
P AVE LS s vt et e e e e v s e oneeeceseesososssoasesosensensssnseas 305-19
Warrant Records....... e ettt e e e 307—33;307—34
Weapons Teletype Records. .......ciiiiiie e cnoasnans 307-35
Work Schedule ReCoOrdsS. ... v et e teoeenoeseesansacocnasons 306-33
Youth Field RecoOrdS .. vt tnerieeeeeneoeessescasossassns 307-36
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PART 2. RECORDS OPERATIONS

201. BENEFITS

The Departmentwide records management program offers the
following benefits:

. Compliance with county records management ordinance.l
Compliance with law enforcement accreditation standards.
Uniform filing practices.

Office space/storage éavings.

Records protection from accidental disposals.
Paperwork reduction p;ocedures.

Filing equipment cost savings.

Records protection through micrographics.
Personnel training/instruction.

Generic record series/categories.

Computer file purges.

202. POLICIES

Records created/received by the agency are the propertv of
-the County Government.

Employees are encouraged to make suggestions for operational
improvements.

Directives should not be intermingled with administrative
correspondence.

Directives manuals should be kept updated, and accessible.

File plans should be updated as needed.
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203.

204.

RESPONSIBILITIES

The Police Records Center Director is responsible for the
Prince George's County Records Management Project. E.g.:

Inventory, appraise, and analyze agencywide records.
Develop, and implement records retention schedules.

Negotiate records disposition with county, and state
agencies.

Update the Records Management Handbook.
Serve as liaison with county, state, and federal agencies.

Certify records disposals.

DEFINITIONS

Archival Records . Permanent records appraised for preser-
vation, and permanent retention in local or state archives.

Case File (s} . A file contains all papers relating to a
specific subject, person, place, location, event, agency,
etc., from start to close.

Cutoff . A designated time beyond which material is not
added to a file folder. New folders are created for
future use.

Directives . Instructions prescribing policies, authorities,
responsiblities, delegations, standards, etc., issued in

the form of manuals, memoranda, orders, procedures, bulletins,
guides, notices, rules, regulations, and other formalized
statements.

Disposable Records . Records of temporary value subject to
destruction by a Records Retention Schedule.

Electronic Records . Machine readable records in erasable
media, and other devices in applied office automation
technology.
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204.

DEFINITIONS

Records . Includes materials created or received by a county

agency in connection with public transactions, and in the
form of correspondence, magnetic tapes, papers, books, photo-
graphs, maps, drawings, charts, printouts, microforms, films,
sound recordings, disks, fingerprints, videographs, computer-
graphs, or other documentary materials.

Records Management . The control of recorded information/
records from creation, maintenance, disposition, to preser-
vation in local, state, or federal archives.

Records Retention Schedule . An official timetable that
identifies the length of time a record must be kept before final
disposition.

Records Series . A group of related records usally used/
filed as a unit for reference or disposition purposes.

Retention Period (s) . The length of time records are kept
before destroved by a predetermined plan. The retention

period may be expressed in days, months, vears, or destroy when
superseded, etc.
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20b.

2-4

ABBREVIATIONS
A= i ittt it e e Alphabetically
ADA. .t it iiiie Americans With Disabilities Act (1990)
ADM PROC......... (County) Administrative Procedures
AHB.............. Administrative Hearing Board
ATF . . i i i it ei e Alcohol, Tobacco, and Firearms
AWOL.....ovee v Absent Without Leave
BSC.....ciivn.. Bethlehem Steel Corporation
CAD......vivvenn Computer Assisted Dispatch
CALEA............ Commission on Accredition for Law

Enforcement Agencies
CCN. vt i et e eie e Complaint Control Number
CDZ ..o ieiienen Comprehensive Design Zone
CFR. .. Code of Federal Regulations
CHRI...iivievennn Criminal History Record Information
CIA. ...t Criminal Justice Agency
CIIS. .t ieeeann Criminal Justice Information System
CIP. .. iiiiiennns Courts and Judicial Proceedings .
COMAR.. ..o vevunnn Code of Maryvland Regulations
O > Commercial Paper
DHMH............. Department of Health/Mental Hygiene
| 1 P Driver License
DWI......0icvun.. Driving While Intoxicated
ED....ciiiie., Education
EEO. ... Equal Employment Opportunity
EN. et i e it ie e e Environment
FBI...'. i ieeuwanann Federal Bureau of Investigation
FEU. .ottt inneann Firearms Examination Unit
| 30 I Family Law
FOP....cooveen.. Fraternal Order of Police
FTO. ..o v eeivie... Field Training Officer
HG....... ..o .. (Md. Code) Health - General
HRC........c..... Human Relations Commission
IAD. ...t Internal Affairs Division
LE. it ittt ennen Labor/Employment
LEA. . it it e Law Enforcement Agency
LEOBR............ Law Enforcement Officers' Bill of Rights ‘
LWOP.. ... Leave Without Pav

7/95




205. ABBREVIATIONS

MAARS............ Marvland Automated Accident Reporting System

MILES............ Maryland Interagency Law Enforcement System

MOSH............. Maryland Occupational Safety and Health

MPIA............. Marvland Police Information Act

MPTC.....ovonven. Maryland Police Training Commission

MSDS .o v v eiinenen Material Safety Data Sheet(s)

MSP.....ooiveen.. Maryland State Police

MVA . .. .. ieenen.. Motor Vehicle Administration

NACO. ... National Association of Counties

NCIC...i i National Crime Information Center

NLETS......o.v... National Law Enforcement Telecommunications
System

NR. e vt i tteennnnn Natural Resources

OSHA. .. ..., Occupational Safety and Health Administration

| O Personal Computer(s)

PCEA....veuvuvnnn Police Civilian Employee Association

RAFIS. ..., Regional Automated Fingerprint

Identification System

o] ¢ (Md. Code) State Government

SOP. .. Standard Operating Procedures

TR. et et e e e e e e Transportation

UCR. ettt et ieenen Uniform Crime Reporting

VIP...oovvennenn, Very Important Person (Protection)

LY Vehicle Law

7/95




206.

REFERENCES

Local, state, and federal ordinances, laws, regulations, and
CALEA standards applicable to records management operations:

Abandoned Vehicle Records .......... Md. VL
: Sec. 25-201 thru 25-210

Administrative Records ............. Co. Code, Subtitle 2
Sec. 2-278(b)

Adult Civil Records ........ceveeean Md. Code, Article 27,
Secs. 400-403
Md. Code, Ed,
. Sec. 26-103

Alcoholic Beverages Disposal_Records .......... Md. Code,
" Article 2B
Animal Bite Records ................ Md. Code, Sec. 18-316(d),

and 18-320(a)
Md. Code, Article 43,
Sec. 616

Archival Records ........ieeeeeeeaaa Md. State Archives,
COMAR 14.18.02
Co. Code, Sec. 2-277(a) (3)

Backgound Investigation Records ....Md. Code, Article 41,
Sec. 4-201,
MPTC COMAR 12.04.01
Md. Code, Article 27,
Sec. 727ff
CALEA #32.2.3

Breathalyzer Test Records .......... Md. VL,
Sec. 16-205.1 thru 16-205.2

CDS Disposal Records ......ceeeeeee. Md. Code, Article 27
Sec. 292(d) (3)

Child Abuse/Neglect Records......... Md. Code, FL, Sec.5-704
Md. Human Resources Dept.,
COMAR 07.01.07, and 07.01.02

Child Sexual Offender Records....... Md. Code, Article 27, Sec. 692B
Md. ED, Sec 1-101
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206. REFERENCES

Civil Litigation Records

Closed Felony Records.........

Closed Misdemeanor Records....

Criminal Citation Records

e o & o

Criminal Records

Criminal Records Dispositions.

Death Records/State Facilities

Disciplinary Records

------

Md. Code, CJP,
and 5-404(a)

Secs. 5-101

Greco v. State (1986) Md.
Code, Article 27, Sec.
645A (e)

Md. Code,
5-106,

Article 27, Sec.
Greco v. State (1986)

Md. Code, Article 27,
Sec. 594B-1
Md. District Court Rule 710(b)

Md. Code, SG, Part IIT,
Sec. 10-618(f)

Md. Rules 4-331(a),
4-344(a), 4-345(b),

and 4-401
Greco v. State (1986)

Md. Code, Article 38A,

Sec. 7A, Co. Code, Secs.
2-112.6, 11-151-162
USDOJ/FBI Directive (3-5-73)
COMAR 12.15.01.07

Md. Code, Article 27, Secs.
45A, and 146

Md. Code, Article 76A, Sec.
1-18

USDOJ/FBI Directive (2-9-73)
Md. Code, Article 27, Sec.
5948B

Md. Code, Article 748(6)

Md. CJIS, COMAR 12.08.10.K
28 CFR 20.21(e) 28 CFR 50.12
Md. Code, HG, Sec.10-714
DHMH Policy Bulletin (7-1-90)
Md. Code, Article 27,

Sec. 728(b)

FOP #89, Article XIV,

Sec. 14.02

PCEA, Article V, Sec. 6B
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206. REFERENCES

Dishonored Check Records............ CP, Secs. 3-511-513
DNA Profiles/Records.......coveeu... Md. Code, CJdP, Sec.10-
915
Domestic Violence Records........... Md. Code, Article 27, Sec.
’ 11F

FL, Secs. 4-501-4-505,
and 4-513-516

Drug Tax Liability Records.......... Co. Code, Sec. 10-227 ff

Electronic ReCOrdsS .. .v et it ineeennn Md. Code, Article 27,
Secs. 45A, and 146
Md. Code, CJP, Sec. 10-102

Employvee Action Notifications...... .PCEA Contract, Article VI

Employee Disability Records......... Md. Code, Article 73B,
Secs. 2-404,3-404,4-404,
5-404, 7-404, and 8-402

Employment Investigation Records ...Md. Code, Article 27,
Sec. 727 ff
Evidence Records............. et e e Md. Code, CJP, Sec. 10-102

Expungement Records ................ Md. Code, Article 27,
Secs. 292-293, 400-403,
641-641A, 735-741, and

737 (b) (2)
Md. Code, Article 10,
Sec. 37

Legal Opinion (6-12-90)
Md. Rules, 4-501/4-512
Md. Code, Article 48B,

Sec. 15(c) .
Federal Grant Records .............. OBM Circular A-102
Federal Tort Claim Records.......... 488 U.S. 235 (1989)

Owen v. OKkure

Film Records ......uii it eeeonenes Md. Code, Article 27,
Sec. 645A(e) Greco v.
State (1986)
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REFERENCES

Fingerprint Records

-------------------
.....................

-----------

Hazardous Materials Records

Hazardous Substances Records .......

Health/Safety Records

Incident Records/Public Records.....

USDOJ/FBI Directive
(3-5-73)

USDOJ/FBI Directive
(2-19-73)

Fed. Violent Crime Control/
Law Enforcement Act (1994)

Md. Code,
Sec. 36D

Article 27,

PG Co. Charter,
Article 111, Sec. 313

Co. Code, Sec. 5-158
Md. Code, Article 27,

Sec. 36C (d4)

Md. Code,
Sec. 9

Article 88B,

Md. Code, HE, Title 7

Md. Code, LE, Sec. 5-405(e)
OSHA/MOSH 29 CFR 1910.1200
COMAR 09.12.33

ADA, Act 42 U.S.C. Sec. 12101 ff
Md. Code, Article 26-A. Sec.1-18
Md. Code, Article 27,

Sec. 36D

Md. Code, Article 88B,

Sec. 9-10

County Executive Order

7-1972

Co. Adm. Proc. #133 (1991)

Md. Code, Article 27,

Sec. 45A

Md. Code, Article 43,

Secs. 615-616A

Md. Code, SG,

Secs. 10-611-629

Md. Code, Article 27,

Sec. 5-106 Greco v. State

(1986)
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206. REFERENCES

Inspection Records

Intelligence Records

Internal Investigation Records

Juvenile Civil Records

Juvenile Records

2-10

oooooooooooooooooo

.................

.............

Md. Code, Article 27,

Sec. 645A(e)

Md. Code, Article 27,

Secs. 45A, and 146

Md. Code, FL, Secs. 9-401--9-403
Md. Code, HG, Sec. 10-714

FBI Directive 83-1 (3-18-83)
Legal Opinion (4-4-90)

CALEA Standard #53.2.1

28 CFR 23.20
CALEA #51.1.2

Md. Code, Article 27,
Sec. 728(b)

Co. Code, Sec. 14-102(a)
Md. Code, Article 27,
Secs. 400-403, 403A
.Md. Code, CJP,

Sec. 3-828(a)

Co. Code,

Secs. 14-101--106,
Md. Code, CJP,

Secs. 3-801--3-835

Md. Code, Article 27,

Sec. 35HA

Co. General Resolution
12-1967

Md. Code, Article 41,

Sec. 60-71

Md. Code, Article 56,

Secs. 75-91

"Co. Code, Chapter 15,
Article 1, Sec. 15-2

Legal Opinion (6-11-90)

Md. Code, Article 27,

Secs. 45A, and 146

Md. Rule 909

Md. Code, Article 27,

Secs. 747, 747A, and 750A
Md. Code, ED, Sec. 7-302.1,
Md. Code, Article 27, Secs. 36,
36A, 36B

Md. Code, CJP, Sec. 3-804(e) (4)
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REFERENCES

Limitation Statutes/Felonies

ooooooo

Limitation Statutes/Misdemeanors....

Massage Technician Records

.........

Medical RecordS.. ..o it eenennen

Mental Institute Abuse Records

ooooo

Micrographic Records

-----------

Missing Persons Records

ooooo

Model Studio Operator Records

Motor Vehicle Accident Records

Md. Code, Article 27,
Sec. 5-106, Greco v.
State (1986)

Md. Code, Article 27,
Sec. 5-106, Greco v.
State (1986)

Co. Code, Sec. 5-184.08
29 CFR Parts 1910-10. 390,

and 1910.20

Md. Code, HG, Secs. 4-403,
and Md. Code, SG,

Secs. 10-617(b), 18-213, and
18-338.1

Md. Code, HG, Secs. 10-101--
10-705

CJP, Sec. 10-103
Rule 2-424

State (1979)
(1943)

State (1961)

(1972)
(1984)

Md. Code,
Md. Rules,
Cooper v.
Gray v. State
Forrester v.
Henson v. State
Tribble v. State
Adm. Proc. 115
Md. Code, SG,
Sec. 10-642
Md. Code, CJP,

Part III,

Sec. 102

Md. Code, FL, Sec. 9-401-403
National Child Search

Assistance Act (1990)

Co. Code, Sec. 5-320

.FOP #89, Article XIV,

Sec. 14.03 Md. VL,

Secs. 12-111, 20-107-

109, and 20-113

Md. Code, Article 88B,

Sec. 8

Md. Code, SG, Sec. 10-616(h)

COMAR (12.06.02)

GOM (3/402.15)

Pressman v. Elgin (1947)
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REFERENCES

Narcotics Disposal Records

ooooooooo

Nursing Home Abuse Records

0il Pollution Records

--------------

Open Felony Records

oooooooooooooooo

Optical Imaging Records

............

Parolee

Patient Abuse Records

--------------

Patient Death Records

oooooooooooooo
ooooooooooooooooooooooo

ooooooooooooooooooo

oooooooooooooooooo

Photographic Records

ooooooooooooooo

Police Disciplinary Records

oooooooo

Police Property Records

............

Police Training Records

............

..................

Polygraph Records

Md. Code, Article 27,
Sec. 297(f)
Md. Code, HG, Secs. 19-301,
and 19-347
COMAR 08.05.04
Greco v. State (1986)
Md. Code, CJP, Sec. 10-102
Fed. Violent Crime Control/Law
Enforcement Act (1994)
COMAR 10.07.09 (19-347)
Md. Code, FL, Sec. 5-309
Co. Bill 127-1982
Md. Code, SG, Part IIT,
Sec. 10-624
Co. Code, Subtitle 16,
Sec. 16-216(b)
Md. Code, SG, Part III,
Sec. 10-616(b)
Md. Code, Article 764,
Sec. 3(c},
Adm. Proc. 262 (1994)
OSHA/MOSH Reg. (Part 1910)
USDOJ/FBI, Directive
(3-5-73)
Md. Code, Article 27,
Sec. 727 ff
Co. Code, Sec. 18-114(4d)
Md. Code, Article 41,
Sec. 4-201
Md. Code, Article 27,
Sec., 727 ff
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REFERENCES

Precious Metals Records ............

Property Recovery Records ..........

Psychological Records ..............

Public Records ......ei e neeenan

Public Records Certifications.......

Rape/Sexual Offense Records ........

Records Destruction Certificates....

Records Retention Schedules ........
Revenue Records .......ouueeueennnnns
Safety Equipment Orders/Warnings....

Md. Code, Article 56,

Sec. 422(e)

Department of Licensing/
Regulation, COMAR 09.01.02

Md. Code, Article 56,
Secs. 416-427

Md. Code, SG, Part III,
Sec. 10-617

Md. Code, SG, Part III,
Sec. 10-611 ff

Md. Code, Article 27,
Sec. 45A

Md. Code, CJP, Sec. 10-204

Md. Health Department
COMAR 10.12.02
Md. Code, HG, Sec. 15-127

Md. State Archives
COMAR 14.18.02.04
Co. Code, Sec. 2-280(b)

Md. Code, SG, Part IV,
Secs. 10-633,10-639

Co. Code, Sec. 2-227(a)
Md. State Archives,
COMAR 14.18.02

Adm. Proc. 114

CALEA #82.1.2

Co. Code, Sec. 2-282
Md. CJIS, Sec. 06-07

Md. VL, Sec. 23-205
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REFERENCES

Traffic Citation Records ........... Md. VL, Sec. 26-407
District Court
Schedule #989 (1984)
MVA Schedule #1150A (1987)
Md. Code, SG, Part III
Sec. 10-611 ff
Md. VL, Secs. 26-101--26-201,
12-111,112,113,17-106
Md. Code, Article 88B,
Secs. 8, and 11
Md. Code, Article 27,
Secs. 45A

Vehicle Disposal Records ........... Md. VL, Secs. 25-207 thru 25-209

Md. Code, Article 27,
Sec. 297(f)

Vehicle Forfeiture/Seizure Records..Md. Code, Artice 27, Sec. 297

Vehicle Salvage Records ............ TR, Secs. 11-152, and 13-506-507
Vessel Casualty Records ............ Md. Code, NR, Sec. 8-724

33 CFR 173-174
Vulnerable Adult Records ........... Md. Code, Article 27, 35B
Warrant Records .............cc0.... Md. Code, CJP, Sec. 1-605

Md. District Rule
1299d4 (iii)
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208.

‘ 209.

210.

211.

CORRESPONDENCE CONTENTS

In subject filing, follow the classification process. Arrange
paperwork according to what it's about, not who wrote it, or
to whom it's addressed. Start with primary subject headings.
As the records grow in volume, break down the major headings,
into smalll division (s), and subdivision (s) as needed.

GENERAL CLASSIFICATIONS

With the generic records categories listed in this handbook, the
author/writer of correspondence can find the proper file subject.
If more than one subject is discussed equally, the material may
be assigned two subject captions, or photocopied for cross
reference purposes.

DETAILED CLASSIFICATIONS

The detailed classification process requires content analysis
for specific subject filing. The ability to locate filed
material depends upon the care used in this classification
process.

FILING SYSTEMS

Files are kept in file folders alphabetically, numerically,
chronologically, or alphanumeric combination (s). The filing
arrangement depends on the type material filed, and the way
that material will be retrieved. For example, files are
arranged alphabetically by subject, name, organization, location,
activity, event, etc., numerically by consecutive Arabic numbers,
coded with symbols, abbreviations, or other acronyms coined by
users; and chronologically by day, week, month, year, or other
chronological combination (s).

FILE CUTOFFS

Files are cutoff or broken periodically in order to speed
filing, retrieval, and destruction of inactive records. To
cutoff files, a file series is terminated arbitrarily on a
given date or after a specified event or action. A new file
series is then established. The inactive files may be trans-
ferred to less convenient space.
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212.

213.

214.

215.

216.

217.

INACTIVE RECORDS STORAGE

Inactive records have low reference activity, usually less than
one search per file drawer per month. Store inactive files in
the lower drawers of the file cabinets, or off-site storage.
See Exhibit i8.

FILE PLANS

The file station, work station, or operating unit must prepare
a files maintenance plan. This plan shows what file the unit
creates, maintains, and accumulates. The plan provides an
index to all the files of the file station. The file plan
must be written clearly, and in enough detail to enable office
staff to find files when the files worker is absent.

See Exhibit #1. '

RETENTION SCHEDULE REVE¥STONS

The Records Retention Schedule should be revised periodically ‘

.to meet the changing needs of the Department, and changes in

subject matter. Use Exhibit #2, and submit to Police Records
Center for State Archivist approval.

DISPOSAL AUTHORITIES

Local/state government records must be scheduled for ultimate
disposition. The Maryland State Archives must approve the agency
proposed retention periods before the Retention Schedule becomes
operative. The source agency must apply the Schedule for
efficient records management operations.

RETENTION SCHEDULES

The retention of obsolete/needless material is costly.
Scheduled records should be destroyed or transferred according
to records disposal instructions. If there is a definite need,
records can be retained longer. The user must justify, in
writing, continued retention through regular channels.

NEW RECORDS

Occasionally, new records are created/received by the Department,
which do not fit under the present records disposition
schedule(s). Submit new record series to Police Records Center
for review, and approval by records management agencies.

See Exhibit #2.
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218.

219.

220.

221.

RECORDS DISPOSALS

Apply the Records Retention Schedule contained in the handbook
for savings in space, equipment, and for accreditation
compliance. Records eligible for disposal can be destroyed

on an annual or fiscal basis. A 3-YEAR RETENTION CYCLE
EXAMPLE: CURRENT YEAR RECORDS CREATED/RECEIVED PLUS 3 YEARS.

DISPOSAL CERTIFICATES

Records authorized for destruction should be destroyed as they
become eligible. Prepare disposal certificates for State
compliance requirements. Consult the Police Records Center
for records management-related operations. See Exhibit #3.

RECORDS_ TRANSFERS

Record series eligible for destruction should be transferred
to Police Records Center for bonded, and certified destruction.
Coordinate with the Police Records Center for records transfers.

RECORDS CENTER SERVICES

The County Records Center offers cost-free storage for inactive
records. The Center accepts temporary records for 5 years
storage. Designated commercial storage/firm is available for
police records storage purposes. Follow these records transfer
guidelines.

Pack records in records center cartons.

. Keep records in the same order as they are maintained in the
office files/drawers.

. Attach label to carton for future reference. Fill in all
spaces in printed labels. See Exhibit #4.

Number cartons in consecutive order.
Use the Records Transmittal Certificate. Also, use this
form for transferring records to Police Records Center for

bonded destruction. See Exhibit #5.

. Do not pack records with two different retention periods in
the same carton.

Do not pack two different record series in the same carton.
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222.

223.

224.

225.

ARCHIVAL RECORDS

The Maryland State Archives is the official repository for
permanent records. Archival records are collected from
local agencies for the benefit of scholars, and posterity.
Records series designated "permanent records" are archival
records. See Items 301-9, 301-15, 301-23, and 307-23(7).

MICROFILM RECORDS

Microfilm services are available from County, and private
vendors. Operating unit(s) should coordinate microfilm
project(s) with the Police Records Center. Microfilming is
not recommended for a "cure-all” records manpower/storage
problems. Store "inactive" records in off-site storage

areas. See Records Retention Schedules for authorized
microfilm records. Destroy hardcopies after microforms

are inspected for quality assurance. See Records Retention
Schedules for administrative, datanomics, police, and property
records.

The average cost for filming one letter size drawer is $186.00 ‘
per cartridge. By contrast, off-site storage cost per drawer

is §3.00 a year or $.25 a month. With $186.00 spent per

cartridge, inactive records can be stored for 62 years in

low-cost records centers. See Paragraph 227. See Exhibit #7

for microfilming costs, and Paragraph 227 for Computer Imaging
Systems.

RECORDS MEASUREMENT GUIDES

Records volume is measured in cubic feet. See Exhibit #6 for
converting records holdings to cubic feet. Use this guide for
inventorying, and destroying records contained in the Records
Management Handbook.

DESTRUCTION METHODS

Records eligible for destruction can be destroyed by
burning, shredding, pulping, or recycling methods.

Records destruction should be supervised/certified by agency
records supervisory personnel. Police records are protected
by local, state, and federal laws and regulations.

RECORDS SHALL NOT BE LEFT UNATTENDED OR UNPROTECTED WHILE
AWAITING DESTRUCTION.

For machine readable records, use MAGNETIC ERASER for destruction..
For digitized/computerized records, use DELETE function for

destruction.
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225.

226.

227.

228.

DESTRUCTION METHODS

See Paragraph 221 for bonded destruction.

COMPUTER IMAGING SYSTEMS

Police records (hardcopy/film formats) can be stored/retrieved
in/by stand-alone/networked computer imaging systems. Generic
imaging systems are marketed for law enforcement applications.

TRANSITORY FILES

Transitory files contain short-lived materials without procedural
or policy matters to the receiving police units. These files do
not contain information for continuing reference value, such as
requests for supplies, publications, blood donations, general
information, etc. Keep transitory files in file folders by
month, and destroy after 90 days or 1 year, whichever is

sooner.

PUBLIC RECORDS PENALTIES

Unless public/police records destruction is authorized by a
Records Retention Schedule, the agency or person is subject to:

. §1,000 fine
. 3 years prison

See Md. Code, Article 27, Section 45A, SG, Sec. 10-639, and Cox
v. State (1988).
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301-1

301-1

ADMINISTRATIVE RECORDS

Includes correspondence, audit
reports, contracts, surveyvs,
studies, minutes, plans,
transmittals, and other

administrative records.

Audit Records

301-2

Includes internal/external
audits, special reviews, surveys,
and other management control
records.

. File A-Z by title/year date.

Civil/Criminal Logs

301-3

Includes court initiated logs
for documents associated with
civil/criminal processes.
(74.1.1/74.1.2/74.2.1)

File by year date.

Civil Subpoena Records

301-4

Includes state/federal subpoenas.
(74.1.1/74.1.2/74.2.1)

File by vear date.

Contract Records

Includes contracts, compacts, .
and other cooperative agreement
records.
(2.1.2/2.1.3/3.1.1/3.1.2)
(24.1.1/81.1.1/82.1.4)

22,28
38,47
56,65
74,83
92,99
119,131
142
Other
Unit(s)

27,38
47,56
65,74
83,131
142
Other
Unit(s)

22,27
38,47
56,65
74,83
111,131
142

21,22
33,34 .
38,47
56,65
74,83
113,119
122,129
131,145
Other
Unit(s)

Destroy
after 5
vears.

Minimum
retention 30
days. Maximum
retention 1
year.

Minimum
retention 30
days. Maximum
retention 1
vear.

Destroy 1
vear after
contract
expiration or
cancellation
date.
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301-5

301-2

Correspondence

301-6

Includes correspondence for
internal/external communications.

Arrange by primary subject, and
sub-divide within related file
group in descending order as
needed.

Staple together all letters
relating to each subject with
the most recent on top.

See Paragraphs 208-211 for
subject filing instructions.

DO NOT MINGLE CORRESPONDENCE
WITH DIRECTIVES (301-9).

Court Decision Records

301-7

Includes state/federal court
decisions, and rulings.

File A-Z by case title, and
date.

Court Order Records

301-8

Includes state/federal court
orders.

Conform to unit filing
practice(s). '

Criminal Subpoena Records

Includes state/federal subpoenas.
(74.1.1)

Conform to unit filing
practice(s).

All

" Units

22,27
31,38
56,65
74,83
131
Other
Unit(s)

22,27
38,47
56,65
74,83
109,111
131,142

22,27
38,47
56,65
74,83
111,131
142
Other
Unit{(s)

Unit 22:
Destroy after
3 years. Other
units: Minimum
retention 30
days. Maximum
retention 1
year.

Destroy when
obsolete.

Destroy after
1 year.

Minimum
retention 30
days. Maximum
retention 1
vear.
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301-9

Directives Records

301-10

Includes internal/external
policy memoranda, general
orders, rules, regulations,
manuals, handbooks, procedures,
and other instructional materials
to direct present, and future
police operations.
(12.2.1/26.1.3)
. Keep in 3-ring binder(s).

Store in bookcase(s).

. File A-Z by type, and
number.

. Index by subject, and
number.

. Keep apart from other
records.

. Distribute to affected units.

. Establish receipt procedures.

. Follow updating procedures.
Purge obsolete issuances.

. Adhere to disposition
standards.

. Keep by type as needed.

. Keep in accessible places.

Emergency Operations Records

Includes emergency management
plans for natural, and man-made
disasters, events, and other
unusual occurrences.

(CALEA Chapter 46)

.. Case file A-Z by plan, and
year date.

. Keep accessible to command
personnel.

Review and update as needed.

5.7.12
14,16
22,27
28,38
47,56
65,74
83,99
107,105
106,112
115,122
124,127
131,132
142,147
154
Other
Unit(s)

12,14
16,22
27,31
33,38
47,56
65,74
83,105

131,142

150
Other
Unit(s)

Proposed
Directives:

Minimum
retention 30
days.
Maximum
retention 1
year.

Rescinded
Directives:

Retain per-
manently.
Transfer
periodically
to Md. State
Archives
(122) .

Other
Directives:

Destroy when
superseded or
obsolete.

Destroy when
superseded
or obsolete.



Forms Files

301-4

Contains agency forms for
internal/external information

uses.

(13.1.2/14.1.3/15.1.1)

Conform to unit filing
practice(s).

Insurance Records

Includes correspondence
for stolen/recovered property

recordsr

Keep in Records Center

Box by vear date.

Inspection Records

Includes inspection for agency

facilities,

records,

personnel,

vehicles,

equipment,
investigative

All
Unit(s)

131
Other
Unit(s)

22,38
47,56
65,74
83,106
131

Destroy when
superseded or
obsolete.

Destroy after
1 year.

Unit 106:
Destroy after
3 years.
Other units:
Destroy after

Other
Unit(s)

procedures, crime reporting
practices, incident reports,

and staff inspections for quality,
efficient, and effective operations.

1 vear.

Unit 106: Case file by assigned
number, and subject caption.

Legislative/lLegal Records

Includes local,

laws, legal opinions,

related records.

.

state,

federal
and other

Case file A-Z by subject,

bill,

and year date.

4,5,7
22,28
33,38
47,56
65,74
83,111
115,119
131,133

142,154

155
Other
Unit(s)

Laws/
Regulations:

Destrov when
updated or
obsolete.

Ordinances:

Destroy when
updated or
obsolete.




301-14

301-5

Legislative/Legal Records

301-15

Minutes Records

Includes minutes of meetings
created by the Chief of Police,
and other commanders.

{(12.1.4)

Keep in 3-ring binder(s),
and year date.

12,16
22,27
28,33
38,47
56,65
74,83
99,105
106,111
113,115
119,124
131,150
Other
unit(s)

Circuit Court
Cases:

Destroy 3
vears after
final court
date.

Federal Court
Cases:

Destroy 3
vears after
final court
date.

Civil Suit
Cases:

Destroy 3
years after
final court
date.

Legal
Opinions:

Destroy when
superseded or
obsolete.

Other Legal
Records:

Minimum
retention 30
days. Maximum
retention 1
vear.

Unit 106:
Retain
permanently.
Transfer
periodically
to Md. State
Archives.
Other units:
Destroy after
1 vyear.
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301-16

301-6

Organization Charts

301-17

Includes staffing, and
organization charts.
(11.1.1/11.1.2)

. Conform to unit filing
practice(s).

Organization Records

Includes correspondence, and other
records created and/or received by/

from associations, agencies,
institutions, boards, committees,
commissions, societies, clubs,
unions, councils, symposia, and
other organized bodies.
(16.3.7/45.1.1/45.1.2/45.2.1)

Case file A-Z by college,
university, agency, committee,
(etc). and vear date.

Permit Records

301-18

301-19

Includes permit-related
records. '
(24.1.1/781.1.1)

Case file A-Z by

permittee, and year
date.

Planning Records

.Includes correspondence, admin-

istrative, operational, and
management action plans.
(13.2.2/713.2.3)

File A-Z by plan, and year
date.

Keep plans current, and updated.

Keep 1in 3-ring binder(s).
Distribute to affected uniti(s).

KEEP IN ACCESSIBLE PLACE(S).

22,119
122,131
Other

Unit (s)

19,22
31,33
38,47
56,65
74,83
99,108
113,115
131,142
154

~ Other

Unit(s)

38,47
56,65
74,83
122
Other
Unit(s)

12,14
16,22
28,38
47,56
65,74
83,119
122,131
142
Other
Unit(s)

Destroy when
superseded or
obsolete.

Destroy after
3 years.

Destroy 1
year after
permit
expiration
or cancel-
lation date.

Adm. Plans:
Destroy after
5 years.
Other plans:
Destroy when
superseded or
obsolete.
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301-20

301-21

Printout Records

Includes printouts/reports/
summaries/other machine/
computer processed records.

Store bulky printouts in
bookcases.

. Keep in 3-ring binder(s)
by month, fiscal, or vyear
date.

. Conform to unit filing
practice(s).

Project Records

301-22

Includes crime prevention,
suppression, management,
capital, communications,
public relations, planning,
protection, and other
police related project
records. (13.2.2/45.1.3)

. Case file A-Z by project
title, and year date.

Records Management Files

Includes disposal certificates,

schedules, and records transfers.

(82.1.2)

. File by vear date.

9,22 Destroy when

36,38 superseded

47,56 or obsolete.

65,74

83,99

124,125

131,135

Other

Unit(s)

2,9,10 Destroy 1

14,22 vear after

26,27 completion

28,31 date.

38,47

56,65 CALEA

74,83 Projects:

99,100

105,106 Destroy after

107,122 5 vears (122).

131,142

150,154 Federally-

Other Funded

Unit(s) Projects:
Destroy 3
years after
last grant
date (122).
State—-Funded
Projects:
Destroy 3
vears after
last grant
date (122).

131 Unit 131:

Other Destroy after

Unit(s) 3 years.

Other units:
Destroy after
30 days.




301-23

301-8 -

Reports/Statistics

Includes management, narrative,
administrative, statistical,
informational reports, and
summaries for decision makers.
(13.1.1/61.1.1)

File A-Z by report title, and
year date.

7,8,9
12,14
16,19
22,23
27,28
33.36
38,47
56,65
74,83

. 95,99

102,103
104,105
106,108
109,111
112,113
115,122
124,126
127,131
133,135
142,144
145,146
148,150
153,154
155
Other
Unit(s)

Annual Reports: .

Unit 22: Retain
permanently.
Transfer peri-
odically to Md.
State Archives.
Other units:
Destroyv after

5 vyears.

Crime Analysis
Reports:

Destroy after
30 days.

Daily Reports:

Destroy after
30 days.

Monthly Reports:

Destroy after
1 vear.

Personal Car
Reports:

Destroy after
data entry date.

Quarterily
Reports:

Destroy after
1 vear.

Service Index
Reports:

Unit 104:
Destroy after
5 vears.
Other units:
Destroy after
3 years.
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. $301-23

301-9

Reports/Statistics

301-24

Reports Transmittal Records

301-25

Includes police reports trans-

mittals for records collections.

Conform to unit filing
practice(s).

Security Records

301-26

Includes security-related
records for agency offices/
buildings. (82.1.1)

File byvyear date.

Student Intern Records

Includes correspondence with
academic institutions for
students enrolled in law
enforcement programs.

Case file A-Z by college or
university, and vear date.

38,47
56,65
74,83
142,153
131

38,47
56,65
74,83
131
Other
Unit(s)

38,47
56,65
74,83
122,142
Other
Unit(s)

UCR Reports:

Unit 36: Destroy
after 3 vears.
Other units:
Destroy after

1 year.

Weekly Reports:

Destroy after
30 days.

Other Stat.
Reports:

Minimum
retention 30
days. Maximum
retention 1
year.

Unit 131:
Destroy after
1 vyear.

Other units:
Destroy after
60 months.

Destroy after
1l year.

Destroy after
1l vear.
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- 301-27

301-10

301-28

Study/Survey Records

Includes administrative studies,
and surveys. (45.2.3)

File A-Z by title/year date.

Visitor Records

301-29

Includes visitor-related
records for controlled
access to police facilities.
(82.1.1)

File by year date.

Other Administrative Records

Includes other administrative
records not listed in above
file categories.

Conform to unit filing
practice(s).

22,38
47,56
65,74
83,119
131
Other
Unit(s)

131
Other
Unit(s)

Appli-
cable
Unit(s)

Destroy éfter
3 vears.

Destroy after
1 year.

Minimum
retention 30
days. Maximum
retention 3
years.
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302-1

302 COMMUNICATIONS RECORDS
Includes communication
records for internal/
external information
disseminations.
302-1 Accident Reports 19,38 Destroy after
47,56 30 days.
Includes copies of motor 65,74
vehicle accident reports 83,92
for internal/external 121,142
information. Other
Unit(s)
File by CCN and vear
date.
302-2 Arrest Reports 38,47 Destroy after
56,65 30 days.
Includes copies of arrest- 74,83
related reports. (82.1.1) 129
Other
Conform to unit filing Unit(s)
practice(s).
Separate adults from
juveniles.
302-3 Audio Tapes 37 Delete after
‘ Other 1 year.
Includes recorded radio, Unit(s) Recycle tape

and telephone conversations.

for reuse.

(81.2.8) Retain
A : requested
Keep in secure area. tapes until
court/investi-

Keep by day, month, and
year date. '

Keep police shootings,
kKilled officers, and
other related special
incidents.

gation needs
satisfied, then

purge.

Limit access to authorized
personnel.

Protect against unauthorized
alteration and/or erasure.
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302-14

302-2

commanders' Information Reports

302-5

Includes special reports for
bomb, civil disturbances, civil
rights, cross burning, and
injured persons incidents.

Conform to unit filing
practice(s).

Communication Bulletins

302-6

Includes special/unusual
incidents for police
internal communications.

Conform to unit filing
practice(s).

Crime Solvers Records

302-7

Includes periodic crime
news releases for television
scripts, and announcements.

File by week, month, and
year date.

Incident Reports

Includes copies of juvenile,
accident, incident, and
youth reports used by

field operations units.

File by CCN, victim, sector,
beat, crime category, day,
month, and year date as
needed.

12,14
16,27
28,33
38,47
56,65
74,83
105,106
108,112
115,122
131,142
154

13,16
22,23
27,28
38,47
56,65
74,83
105,106
107,113
115,124
131,142
154
Other
Unit(s)

32
Other
Unit(s)

7.8,
38,47
56,65
74,83
92,115
155
Other
Unit(s)

Destroy after
30 davs.

Unit 27: _
Destroy after
3 years.

Other units:
Destroy after
30 days.

Unit 32:
Destroy after
3 years.
Other units:
Destroy after
30 days.

Destroy after
30 days. '
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302-8

302-3

Internal Electronic Messages

302-9

Includes internal administration
messages.

Conform to unit filing
practice(s).

Line-Up Rosters

302-10

Includes suspect rosters for

" witness, and victim identi-

fications.
File by year date.

Missing Persons lLogs

302-11

Includes records for
missing persons, and
runaways.

. File by vear date.

Newsletter Records

302-13

Includes in-house publi-
cations/articles for internal,
and external information
disseminations.

. Conform to unit filing
practice(s).

News/Press Releases

Includes media releases for
major crimes, and incidents
handled by field operations.
{(54.1.1)

Conform to unit filing
practice(s).

38,47
56,65
74,83
Other
Unit(s)

27,33
38,47
56,65
74,83
115
Other
Unit(s)

38,47
56,65
74,83

124
Other
Unit(s)

12,14
16,32
38,47
55,56
65,74
75,83
111,124
142
Other
Unit(s)

Destroy after
30 days.

Destroy when
superseded or
obsolete.

Destroy after
1 year.

Destroy after
1 year.

Minimum
retention 30
days. Maximum
retention 1
year.
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302-14

302-4

Newspaper Clippings

302-15

Includes newspaper clippings
for internal information.
(54.1.1)

File by year date,.

Other Teletype Records

302-16

Includes received/replied/
sent telex messages.

Keep by NCIC file #, day,
and year date..

Prisoner Log Records

302-17

Includes daily adult,
alcohol, juvenile arrest,
and logs/records.

Keep by day, month, year
date, and separate by
log type.

Radio Records

302-18

Includes records for radio,
and pager superseded unit
assignments.

Conform to unit filing
practice(s).

Roster/Directory Records

Includes personnel rosters,
compliments, listings, and
registers for departmental
personnel uses. (81.2.6)

Keep in 3-ring binder(s).

Keep apart from other police
records.

Keep in accessible place.

124
Other
Unit(s)

152
Other
Unit(s)

33,38
47,56
65,74
83,115
131,142
Other
Unit(s)

27

All
Unit(s)

Destroy after
1 vyear.

Unit 152:
Destroy after
1 year.

Other units:
Destroy after
30 days.

Destroy after
3 years.

Destroy when
updated or
superseded.

Destroy when
superseded or
obsolete.
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302-~-19

302-5

Telecommunications Records

302-20

Includes telecommunications
messages for inter/intra
state law enforcement
operations. (81.2.11)

Unit 152: Keep by NCIC
file category/year date.

Unit 152: Transfer to
Police Records Center (131).

Unit 131: File by CCN/year
date. i

Unit 131: Merge gun/weapons-
related teletypes with
Incident Records (307-11).

Telephone Records

302-21

Includes telephone messages/
records for internal/external
communications.

File by month, and vear
date.

Teletype Write-Up Records

302-21

Includes handwritten messages
for internal/external
recipients.

Conform to unit filing
practice(s).

Training Bulletins

Includes in-house training
bulletins issued by Police
Academy.

File by month, and year
date.

36,131
152
Other
Unit(s)

All
Unit(s)

152
Other
Unit(s)

10,27
28,31
119,122
154
Other
Unit (s)

Units 131/152:
Destroy after
5 years.

Other units:
Minimum
retention 30
days.

Maximum
retention 1
yvear.

Destroy after
30 days.

Destroy after
1 vyear.

Unit 10:
Destroy after
2 years.
Other units:
Destroy after
1 vear.
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302-6

302-22 Validation Records 27,32
36
Includes NCIC validation Other
tapes/printouts for quality Unit(s)
controls/audits.
Case file A-Z by validation
type, and month/year. '
. See NCIC Manual (Section 3)
for certification/quality
control proc¢edures.
302-23 Other Communication Records Appli-
: cable
Includes other records not Unit(s)

listed in above file
categories.

. Conform to unit filing
practice(s).

Minimum
retention 30
days after
certifications.
Maximum
retention 5
years.

Minimum
retention 30
days.
Maximum
retention 1
year.
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303-1

303-1

ELECTRONIC RECORDS

Includes machine/computer
readable records, and
other non-paper media
records.

Automated Identification System

(1)

(2)

(3)

(4)

(5)

(6)

(7)

Includes computerized finger-

. prints for missing children,

criminal offenders, and
applicants. (82.1.1)

Separate adult, and juvenile
prints by special file codes.

. See User's Manual for system
access.

Adult Prints 129

Affiliated LEA Prints 129

Deceased Prints 129

Includes dead prints for
adults, juveniles, and
victims.

Civilian Prints 129

Fortune Teller Prints 129

Juvenile Prints 129

Masseuse Prints 129

Delete records
when offender
becomes 80
years old.

Delete records
when offender
becomes 25
years old.

Delete records
after 1 year.

Delete 1 year
after employee
separation
date.

Purge after
applicant
reprint date.

Delete records
when offender
becomes 21
years old.

Purge records

after applicant
reprint date.
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303-2

303-1 Automated Identification System

(8) Missing Children Prints 129 Delete records
after 7 years
from report
date.

(9) Non-Affiliated LEA Prints 129 Delete records
when offender
becomes 80
years old.

(10) Police Prints 129 Delete records
after employee
separation
date.

(11) Studio Model Prints 129 Purge records

after applicant
reprint date.

303-2 Computer Assisted Disgpatch System 37 Delete records
after. 30 days.
Includes on-line information for Recycle purged
police/citizen calls for services. disks/tapes.
303-3 Documentation Records Appli- Destroy or .
cable delete when
Includes data systems Unit(s) superseded or
specifications, file obsolete.

specifications, user

guides, data files,

output programs, and

other software-related
documents for master files
and/or data bases stored in
mainframe/personal computers.

. Keep backup files/disks for
security against damage and
accidental erasure.

Keep disk/tape drives clean
and give them periodic
preventive maintenance.

. Keep foods, drinks, and
cigarettes away from
storage media and equipment.
. Store disks/tapes in vertical
position in storage containers. .
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303-3

303-3

Documentation Records

303-4

Store floppy disks
under normal office
conditions. Avoid
extreme temperature/
humidity fluctuations.

Do not store disks/tapes
in direct sunlight, near
heater, other heat sources,
or dustyv conditions.

Keep disks/tapes away from
strong electrical/magnetic
fields, electric motors,
or power transformers.

Do not touch the recording
surfaces of floppy disks,

do not fold/bend them, and

do not write on paper jackets.

Do not allow unauthorized
persons to access computer
disks/tapes/files/documents.

Keep computer equipment in
secure area for theft/damage
prevention.

Restrict personal computers

to agency-related businesses.
Personal, and other non-agency
uses not authorized.

See Adm. Proc. 117 (1989), and
GOM (1/601).

Electronic Mail System 12,14

16,21
38,47
56,65
74,83
112,122
131,142
155

Delete records
after message
display.
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303-5

303-4

Expungement Records

303-6

Includes electronic
indexes for Sections
27-641 (CDS), and
27-594A expungements
stored in PC disks/tapes.

Police Arrest System

303-7

Includes computerized
information system for
arrested adult and
juvenile offenders.

Police Incident System

303-8

Includes computerized
dispatch, incident,
accident, alcohol,
property, adult,
juvenile, and other
incident-related records
stored in main frame
disks, and tapes.

. For system access, see
Police User's Manual.

Personal Computer System

Includes on-line information

processed by stand-alone/
dedicated personal computers
paid for by county or
personal funds.

131

12,14
16,22
38,47
56,65
74,83
122,131
142, 148
152,155
Other
Unit(s)

9,12
14,16
27,36
38,47
56,65
74,83
92,96
126,129
131,133
145,152
Other
Unit(s)

9,19
27,92
99,119
122,131
Other
Unit(s)

Delete Sec.27-
594A files when
offender ‘
becomes 21

vears old.

Delete Sec.227-
641 files when
offender

becomes 25
vyears old.

Retain until

of fender
becomes 80
years old.
Delete deceased
records after

1l year.

Delete records
when juvenile
offenders
become 21

years old.
Delete
loitering/
curfew records
when juvenile
offenders
become 18 ‘
years old.

Delete records
after 25
years.

Purge files -

when no longer
needed. Re-use
disks or tapes.
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‘ 303-9 Property Recoverv System 9,12
14,16
Includes computerized 22,27
precious metals, and pawn 36,38
property bought/sold by 47,56
dealers. 65,74
83,126
For system access, see 129,131
Property Recovery Manual. 132,142
154
Other
Unit(s)
303-10 Word Processing System 8,9 Purge files
‘ 12,14 when no longer
Includes office automation 16,21 needed. Re-use
records processed by shared/ 27,38 disks or tapes.
main frame word processing 47,56
equipment. 65,74
83,95
99,107
108,113
119,122
154
. 303-11 Other Electronic Records Appli- Purge file when
cable no longer
Includes digitized records/ Unit(s) needed. Re-use
other electronic images disks or tapes.

stored in optical devices/
non-paper based systems
not listed in above file
categories.
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304-1

304-1

FINGERPRINT RECORDS

Includes fingerprints, and

palm prints for criminal,

and non-criminal identifications.
(82.1.1)

Affiliated LEA Prints

(1)

(2)

(3)

Includes adult, juvenile,
and latent prints collected
from affiliated police
departments. (82.3.6)

File by agency assigned
number, and IDi.

Adult Prints 129

Juvenile Prints 129

Latent Prints 129

Retain prints
until offenders
become 80 vyears
old, then
return to
originating
agency for
destruction.

Retain prints
until offenders
become 21 years
old, then
return to
originating
agency for
destruction.

Return prints
to originating
agency after
analysis for
destruction.
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304-2

304-2

Criminal Prints

(1)

(2)

(3)

304-3

Includes fingerprints
for adult, and juvenile
offender identifications.
(82.1.1)

Adult Prints

File by IDi#.

Keep apart from juvenile
prints.

FBI Prints

Includes adult prints
rejected by FBI.

Conform to unit filing
practice(s).

Juvenile Prints

File by IDi.

Keep apart from adult
of fenders.

Deceased Prints

(1)

Includes 10-prints for
deceased adults, juveniles,
and victims. (82.1.1)

Adult Prints

Keep by ID#.

Keep apart from juvenile
offenders.

Notify Police Records
Center, FBI, and MD.
CJIS-CR.

129

33,38
47,56

- 65,74

83,115
129,131
142

129

129

Retain 1 MASTER
fingerprint
card until
offenders
become 80

‘years old,

then destroy.

Destroy prints
after 30 days.

Retain prints
until offenders
become 21 years
old, then
destroy.

Destroy prints
after 10 years.
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304-3

304-3

Deceased Prints

(2)

(3)

304-4

Juvenile Prints

Keep by ID#.

. Keep apart from adult
offenders.

Notify Police Records
Center.

Victims

. Keep apart from other
prints.

File by CCN, and vyear
date.

Latent Fingerprint Records

(1)

(2)

(3)

Includes latent prints collected
from crime scenes for suspect
identifications.

Latent Prints (Identified)

. File by CCN, and year
date.

Latent Prints (Major Crimes)

Includes latent prints collected
from homicide, rape, robbery,

and kidnaping cases without
positive suspect identifications.

File by CCN, and vear date.

Latent Prints (Other LEA)

Includes adult latent prints
collected from non-affiliated

local, state, and federal law
enforcement agencies.

File A-Z by agency, and year
date.

129

129

129

129

129

Destroy prints
after 10 vears.

Destroy prints
after 10 years.

Destroy latents
after 10 years.

Destroy latents
after 25 years.

Return latents
to originating
agency after
analysis for
destruction.
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304-4

304-4 Latent Fingerprint Records

(4) Latent Prints (Without Value)

Includes latent prints collected
from crime scenes without
identification values.

File by CCN, and year date.

(5) Other Latent Prints

Includes other latent prints
not listed with major crimes
category.

. File by CCN, and vear date.

304-5 Non-Affiliated LEA Prints

Includes adult, and juvenile
prints collected from non-
affiliated local, state,

and federal law enforcement
agencies. (82.1.1)

(1) Adult Prints

Keep by file #, and agency #.

Keep apart from juvenile prints.

(2) Juvenile Prints

Keep by file #, and agency #.

Keep apart from adult prints.

129

129

129

129

Destroy latents
after 2 years.

Destroy latents
after 10 vyears.

Retain 1 MASTER
fingerprint
card until

of fenders
become 80 vears
old. Return
duplicate
prints to
originating
agency for
destruction.

Retain until

of fenders
become 18 vears
o0ld. Return to
originating
agency for
destruction.
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304-6

Non-Criminal Prints

(1)

(2)

(3)

(4)

(5)

Includes fingerprints for
employment, and licensing.

Civilian Employees

Includes fingerprints for
agency employees engaged in
police support operations.
. File A-Z by employee name.

Fortune Tellers

Includes fingerprints for
licensed persons engaged in
fortune telling activities.
. File by year date.

Hackers/Taxi Drivers

Includes fingerprints for

licensed persons engaged in

passenger carrying vehicles.
File by vear date.

Inked Prints

Includes fingerprints for
identified deceased offenders/
victims.

File by CCN.

Masseurs/Masseuses

Includes fingerprints for
licensed massage establishment
personnel.

File by year date.

129

129

129

129

129

Destroy 1 year
after employee
separation
date.

Destroy 1 year
after last
print date.

Destroy 1 year
after last
print date.

Destroy after
10 years from
print date.

Destroy 1 year
after last
print date.
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304-6

304-6

Non-Criminal Prints

(6)

(7)

(8)

304-7

Missing Children

Includes fingerprints for
missing children.

. File by assigned number.
Police

Includes fingerprints for
agency police personnel
engaged in law enforcement
operations.

File A-Z by name.

Studio Models

Includes fingerprints for
licensed commercial model
studio personnel.

File by vear date.

Qther Print Records

Includes other fingerprint-
related records not listed
in above file categories.

Conform to unit filing
practice(s).

129

129

129

Appli-
cable
Unit(s)

Destroy after
7 vears from
date reported.

Destroy 1 vear
after employee
separation
date. '

Destroy 1 vear
after last
print date.

Minimum
retention 30
days.
Maximum
retention 1
year.
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305-1

305-1

FISCAL RECORDS

Includes records for agency
budget preparation, revenue
collection, disbursement,
pavroll, procurement, and
other fiscal related records.

Bad Check Records

305-2

Includes records for non-
collectible checks.

File by fiscal vear.

Bank Deposits

305-3

Merge with revenue
collection records.
See 305-17.

Bills/Invoices

305-4

Includes receipts/bills/
invoices for expenditures/
payments.

. Conform to unit filing
practice(s).

Budget Records

305-5

Includes estimates/requests/
other records for operating
budget preparations.

. Conform to unit filing
practice(s).

Capital Budget Records

Includes estimates/projections/
other related records for
capital improvement
expenditures.

File by fiscal year.

99

99,125
131

38,47
56,65
74,83
99,131

99
Other
Unit(s)

38,47
56,65
74,83
99,105
115,142

Destroy after
1 vear.

Destroy after
1 year.

Unit 99:
Destroy after
3 years.
Other units:
Destroy after
1 year.

Unit 99:
Destroy after
3 years.
Other units:
Destroy after
1l vear.

Unit 99:
Destroy after
3 years.
Other units:
Destroy after
1 year.
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305-2

Collection Records

305-6

305-7

Includes turn-in monies for

" courts, tapes, and records

(305-17) .

File by fiscal year.

Expense Reimbursements

305-8

Includes employee expense
reimbursement records.

Conform to unit filing
practice(s).

Journal Entry Records

305-9

Includes expense records
for abandoned vehicles,
and narcotics funds.

Keep by fiscal vear.

Payment Records

305-10

Includes payments for
goods/service purchased
from vendors.

. File A-Z by vendor, month,
and fiscal vear.

Pay Schedule Records

Includes salary information
for union, crossing guard,
sworn, and general scale
personnel.

. Keep in 3-ring binder(s),
and by vear date.

27,38
47,56
65,74
83,99
126,131
142

39

99,113

99

99,119

Unit 99:
Destroy after
3 vears.
Other units:
Destroy after
1l vear.

Destroy after
2 years.

Unit 99:
Destroy after
3 vears.

Unit 113:
Destroy after
1 year.

Destroy after
2 years.

Destroy when

superseded or

obsolete.
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305-3

Pavroll Records

. 305-11

305-12

Includes daily personnel
reports, time sheets, and
other records for payvroll.
(22.2.1)

Unit 99: File A-Z by station,
unit, squad, etc., and by
payroll period, and fiscal
vear.

Other units: File by payroll
period, and fiscal year.

Keep by type of leave and vyear
date as needed.

Petty Cash Records

‘ 305-13

Includes payment requests,
receipts, and cash recon-
ciliation vouchers for petty
cash operations. (17.4.2)

. Keep by fiscal vear.

Purchase Records

(2)

Includes purchase orders
for supplies, equipment,
and other services.

File by fiscal vyear.

Field Purchase Orders

Includes field purchase
orders, 1invoices, and
other related records
for materials/supplies.

Case file A-Z by
vendor, and fiscal
vear.

Purchase Orders

Includes purchase orders,
invoices, and other
related records for goods/
service over $300.00.

Attach/staple to applicable
purchase order(s).

39
Other
Unit(s)

99
Other
Unit(s)

22,99
131,145
Other
Unit(s)

22,99
131,145
Other
Unit(s)

22,99
131,145
Other
Unit(s)

Unit 99:
Destroy after

3 years.

Other units:
Destroy after 1
vear.

Retain 1 vear,
and until
audited by
County Auditor,
then destroy.
Other units:
Destroy after
1l vyear.

Unit 99:
Destroy after
2 years.
Other units:
Destroy after
1 year.

Unit 99:
Destroy after
2 years.
Other units:
Destrov after
1 vyear.

Unit 99:
Destroy after
2 vyears.
Other units:
Destroy after
1l vear.
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305-4 5

305-14 Receipt Records : ' ‘

Includes receipts for clothing,
equipment, police report sales,
and other revenues/expenditures.

(1) Clothing Allowances 145 Destroy after
Other 2 years.
Conform to unit filing Unit(s)
practice(s).
(2) Equipment Allowances 145 Destroy after
Other "2 years.
. Conform to unit filing Unit(s)
practice(s).
(3) Report Sales 26,38 Unit 99:
47,56 Destroy after
. Unit 99: Merge with 65,74 2 years.
Revenue Records (305-17). 83,99 Other units:
131,142 Destroy after
. Unit 131: File by fiscal Other 1 year.
year. Unit(s)
(4) Vehicle Impounds 155 Destroy after
. 3 years.
Includes receipts for vehicle ‘
impound storage/towing fees.
. Conform to unit filing
practice(s).
305-15 Receiving Reports 99 Unit 99:
Other Destroy after
. Attach/staple to Unit(s) 2 years.
applicable purchase Other units:
order (305-13). Destroy after
1 vyear.
305-16 Requisition Records 38,47 Unit 99:
56,65 Destroy after
Includes requisitions for 74,83 2 years.
consumable office supplies, 99,124 Other units:
equipment, and other 154 Destroy after
services. Other 1 year.
Unit(s)

Unit 99: File A-Z by
district station, and
fiscal vear.

Other units: File by
fiscal yvear.
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305-17

305-5

Revenue Records

305-18

Includes receipts,
transmittals, and
bank deposits for
police records sales,
and property auction
sales.

Unit 99: Keep by
unit, month, and
fiscal vyear.

Other units: File by
fiscal year.

Keep applicant revenue
separately.

Special Fund Records

305-19

Includes expenditure records

for vice, drugs, and organized

crime operations. (17.4.2/43.1.3)
File by fiscal vear.

Travel Voucher Records

305-20

Includes employée travel
expense records.

File by fiscal year.

Other Fiscal Records

Includes other fiscal
related records not
listed in above file
categories.

Conform to unit filing
practice(s).

38,47
56,65
74,83
99,126
131,142

135
Other
Unit(s)

99
Other
Unit(s)

Other
Unit(s)

Unit 99:
Destroy after
2 years.
Other units:
Destroy after
1l vyear.

All Units:
Retain for 2
years, and
until audited
by County
Auditor,
destroy.

then

Unit 99:
Destroy after
2 years.
Other units:
Destroy after
1 year.

Minimum
retention 1
Year. Maximum
retention 2
years.
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306-1

306-1

PERSONNEL RECORDS

Includes employee career
development, selection,
recruitment, promotion,
examination, training,
grievance, health/safety,
discipline, leave, evaluation,
and other personnel-related
records.

ADA Records 119

Other
Includes ADA-related Unit(s)
evaluations, survevs, forms,
and other records for agency
current services, programs,
communications, policies,
transportation systems, and
practices associated with
hiring/retaining/promoting
individuals with disabilities.

File A-Z by title, and year
date.

Background Investigation Records 4,119

‘ 306-2

132
Other
Unit(s)

Includes pre-employment/background
investigations for civilian, and
police personnel. (25.1.1/25.1.3)
(26.1.8/32.2.1/32.2.3)

Keep in secure area.

Keep apart from personnel files.

Keep 1in-locked file cabinets.

Limit access to authorized
personnel.

. Separate hired/non-hirees.
Case file A-Z by name/vear date.

Keep rejection letters.

Unit 119:
Destroy after
3 vears.

Other units:
Destroy after
1 vear.

Use disposition
standards
listed below:

1. Non-sworn
cases:
Destroy
after 5
yvears.

2. Hired sworn
cases:
Destroyv
after 25
years.

3. Non-hired
SWorn cases:
Destroy
after 10
vears.
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306-3

306-2

Case Disposition Records

306-4

Includes conduct/performance
investigations with case
dispositions. (25.1.1/25.1.3)

(26.1.8/52.1.1) (52.1.5/52.1.9)

(52.1.10)

Include in applicable Internal

Affairs File (306-13).

Disciplinary Records

306-5

Includes disciplinary records
for conduct, and performance
related actions not covered
by LEOBR. (25.1.1/25.1.3)
(26.1.8)

Case file A-7Z by complainant,
and vear date.

Arrange by dgrievance type as
needed.

Limit access to authorized
persons.

Drug Test Records

Includes drug test records for
employee illegal drugs/abuse
prescribed medications in
workplaces.

Cése file by assigned number,
and vear date.

Keep in secure area.

Keep in locked file cabinet(s).

Limit access to authorized
personnel.

Keep apart from other files.

. See GOM (3/770).

107

22,107
111,119
121
Other
Unit(s)

Appli-
cable
Unit(s)

See Item
306-13 for
disposition
date.

Destrov 3
yvears after
final
completion
date.

Destroy 3
years after
employee
termination
date.
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306-6

306-3

Eligibility Certificates

306-7

Includes certificates/lists for
civilian positions/employees
eligible for agency hiring/
promotion (34.1.6).

Conform to unit filing
practice(s).

Emplovee Action Notifications

306-8

Includes EAN's, and emplovee
history cards/ledgers for
employee personnel actions.

Merge with applicable

employee Personnel File
(306-24) .

Emplovee Grievance Records

306-9

Includes civilian/sworn
grievance/dispute records
for labor contract
management-related issues/
decisions/complaints.

Case file A-Z by complainant,
assigned number, and vear
date.

Unit 106: Transfer to Police
Records Center (131) for
bonded destruction.

Arrange- by civilian or sworn
cases as needed.

Limit access to authorized
personnel.

Employment Application Records

Includes employment applications/

resumes, other related records
for police employment.
(31.3.3/31.3.4)

Separate passed, failed,
rejected, or non-scheduled
applicants.

119
Other
Unit(s)

119
Other
Unit(s)

106
Other
Unit(s)

119
Other
Unit(s)

Destroy after
1 vear.

Transfer to
County
Personnel 10
days after
emplovee
separated for
75 years
retention.

Unit 106:
Destroy
after 3
years.

Other Units:
Destroy
after 1
year.

Failed non-
sworn cases:
Destroy after
3 vears.

Failed sworn
cases:
Destroy after
5 vears.
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306-9

306-4

Employment Application Records

306-10

Keep applications by employment

category.

Include applications selected
for emplovment in applicable

Personnel File (306-24).

File A-Z by applicant name,
and vear date.

Examination Records

Includes oral/written
examination records for
civilians, crossing
guards, recruitments,
sworn applicants,
promotions, and other
related records.
(32.1.3/32.1.5)
(32.2.1/34.1.3)

Keep apart from
personnel files.

Keep in secure area.

Store in locked file
cabinets.

Limit access to authorized
personnel.

Separate passed, failed
applicants, and year date.

Separate civilian from
police promotions.

Place in manila envelopes.

Arrange by session, and
vear date.

Case file A-Z by applicant
name, and vear date.

10,119
167
Other
Unit(s)

Destroy after
3 years.
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306-5

‘ 306-11 Field Training Records 10,38 Destroy after
_ 47,56 5 years.
Includes field training 65,74
records for field operation 83, 119
officers. (32.2.10/33.4.4) Other
Unit(s)

Case file A-7Z by officer
name, and ID#.

Keep in locked file
cabinets.

Limit access to authorized

personnel.
306-12 Hazardous Substances Records 5,7,33 Destroy after
A 38,47 40 years.
Includes records/lists for toxic/ 56,65
hazardous chemicals used/stored 74,83
in work sites. - 95,115
121,126
. Train, and inform employees Other
for hazardous chemicals in Unit(s)
the workplace.
. . Maintain material safety data
sheets for employee health
care.

Keep MSDS'S in 3-ring binder(s).

Share information with health
care professionals.

Compile Chemical Information
Lists. .

. Add new Chemical Lists within
30 days.

Submit Chemical Information
Lists to Maryland Department
of the Environment within 15
days.

Limit access to emergency
service personnel.

Revise Chemical Information
Lists every 2 vears.
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306-12

306-6

Hazardous Substances Records

306-13

Permit employee access to
hazardous substances records.

KEEP IN ACCESSIBLE PLACE(S).

See GOM (3/782).

Health/Safety Records

306-14

Includes medical referrals/
doctors' certificates/
workmen's compensation
reports for county disability
examinations, and employee
temporary disability records.

Keep in secure area.

Store in locked file
cabinets.

Keep apart from administrative
records.

Require employee signature
for file access.

File A-Z by employee name,
and year date.

Hiring Records

306-15

Includes requests for vacant

police, civilian, temporary,

and. crossing guard positions.
(31.3.1)

File A-Z by position title,
and year date. '

Internal Investigation Records

Includes internal investigations
for agency employee misfeasance,
malfeasance, non-feasance,
complaints, criminal misconduct,
excessive force, and disciplinary
infractions contained in hardcopy/
non-hardcopy formats.
(25.1.1/25.1.3/26.1.8)
(52.1.1/52.1.5/52.1.5)
(52.1.9/52.1.10)

119
Appli-
cable
Unit(s)

All
Unit(s)

2,107
111,119
Other
Unit(s)

Destroy after
5 vears.

Destrov after
3 years.

For LEOBR
cases:

1. Exonerated
cases:
Destroy 3
years after
disposition
date.
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306-7

Internal Investigation Records

Store in secure area.

Keep in file cabinets with
locks.

Keep files by categories.

Restrict file access to
authorized personnel.

Keep apart from personnel
records or centralized records.

Arrange accidents by civilian,
and sworn cases.

Keep polygraph records apart
from personnel records or
centralized records system.

Require written requests from
officers/civilians for
expungements.

Do not include adverse
materials in officers' file.

Apply LEOBR to police demotions,

2.

Sustained
cases:
Destroy 5
vears after
employee
separation
date.

Adminis-
tratively
closed
cases:
Destroy
after 3
years.

Apply 3-
vear
retention
standard to
adminis-
tratively
closed
police
disciplinary
cases.

Apply 3 vear

retention
standard
to police

dismissals, transfers, pay losses,
reassignments, ethics violations,
punitive measures, and disciplinary

actions.

Case file by assigned numbers.

Arrange. cases by CP, F, and PS
as needed.

Label tapes/cassettes by
applicable number, and vear
date.

unsustained,
unfounded,
acquitted,
and not
guilty
police
disciplinary
cases.

Destroy
civilian
cases 3
vears after
disposition
date.




306-8

306-15 Internal Investigation Records

306-16 Job Interview Records

Includes job-related

interview records for
employee selections/

non-selections.

Case file A-Z by

position, and vyear
date.

306-17 Job Opportunity Records

Includes job, transfer, and
promotion opportunities for
vacant positions.
(16.2.2/31.3.1/34.1.5)

Keep in 3-ring binder(s),
and vyear date.

Post in conspicuous places.

131
Other
Unit(s)

119
Other
Unit(s)

Sworn motor
vehicle
accident
cases:
Destroy 2
years after
final
disposition
date.

Purge AHB
cassette
tapes 60
days after
final
disposition
date.

Destroy after
1 vear.

Destroy after
1 vear.
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Lesson Plan Records Destroy 5 vears
' after revision
Includes lesson plans for date.

police officers certified
by MPTC.

Keep by subject category,
and vear date.

Medical/Psychological Records

Includes client, communicable
disease, and exit interview
records. (32.2.9)

Keep confidential, and apart
from other police records.

Follow OSHA/MOSH record
keeping standards.

Restrict client specific
written consent for third
party access.

Keep in secure area.

Store in locked file cabinets,
and locked file area.

Notify clients for records
destruction.

Follow standards listed in
Md. Code, HG, Sec. 4-403.

Transfer client records to
health care providers.
Require written release from
employees.

TRANSFER CLIENT RECORDS BY
CONFIDENTIAL MEANS.

Case file by assigned number,
and year date.

Destroy by shredding or burning

method. Require records
disposal certificate. Use
Exhibit #3.

See GOM (3/785).

Client
Records:
Destroy 5
years from
creation
date.

Exit
Records:
Destroy 1
vear after
employee
separation
date.

Medical
Records:
Destroy 30
vears after
employee
separation
date.




306-20

306-10

Qutside Employment Records

306-21

Includes call-in information
records for police officers
engaged in secondary/private
employment.

Keep by month, and year
date.

See GOM (3/740).

Performance Appraisal Records

306-22

Includes past performance
appraisal records for civilian,
and police personnel.

Include copy in applicable

agency Personnel File (306-24).

County Personnel Office
retains files for 75 years.

Performance Evaluation Records

306-23

Includes performance evaluations
for probationary officers, and
other police personnel.
(35.1.12/35.1.13)

Include in the applicable
Personnel File (306-19).

Performance Rating Booklets

Includes job-related performance
booklets for sworn personnel.
(35.1.12/35.1.13)

File by rank, unit, and vear
date.

27,107
Other
Unit(s)

All
Units

All
Unit (s)

38,47
56,65
74,83
119,142
Other
Unit(s)

Unit 27:
Transfer to
Unit 107
after 30
days.

Unit 107:
Destroy after
1l vear.

Other units:
Destroy after
30 days.

Transfer to
County
Personnel
Office 10
days after
emplovee
separation
date.

Transfer to
County
Personnel
Office 10 days
after employee
separation
date.

Unit 119:
Destroy after
3 years.
Other units:
Destroy after
1 vear.
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306-24

306-11

Personnel Files All

Unit(s)

Includes applications, resumes,
employment examinations/score
sheets, job descriptions,
pre-employment phyvsical reports,
benefit forms, disciplinary
actions, performance ratings,
employee position audits,
employee action forms, injury
reports, job-related commen-
dation letters, training
certifications, employee action
notices, counseling forms,
workmen's compensation forms,
OSHA/MOSH records, service
awards, and other job-related
records (3/764).

Keep in secure area.
Keep in locked file cabinets.

Limit access sanctioned by
Personnel Law Section 16-215,
and by Adm. Proc. #262.

GOM (3/764), and OSHA

(Part 1910).

. Purge periodically for obsolete/
duplicate materials.

Transfer to receiving agency/unit
by CONFIDENTIAL means.

Follow purge guidelines sanctioned
by Adm. Proc. #262.

Arrange by civilian, crossing guard,
and police files as needed.

Case file A-Z by employee name, and
identification number.

Transfer to
County
Personnel
Office 10 davs
after emplovee
separation
date.

Destroy derog-
atory records
after 3 years
by employee
written
request.

Destroy
disciplinary
records up to

3 days
suspension
after 18 months
by employee
written
request.

Destroy
OSHA/MOSH
records 30
vears after
employee
separation
date.
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Personnel Pension Plans

Includes plans for police pension,
and retirement. (22.1.1)

. File A-Z by plan, and year date.

Polvgraph Records

Includes polygraph examinations,
results, questionnaires, other
records for employment and/or
prosecution. (32.2.4/32.2.5)

Keep apart from employee
personnel files.

Keep in locked file cabinets.

Limit access to authorized
personnel.

Separate passed or failed
applicants/candidates.

Criminal Investigations

Include in applicable criminal
investigation case (307-8).

Employment Investigations

. File A-72 by applicant name,
assigned number, and year date.

Position Action Records

Includes Form 868. for position
action requests.

Keep in 3-ring binder(s), and
vear date.

19
Other
Unit(s)

4,5,38
47,65
74,83
102,107
109,142

4
Other
Unit(s)

119
Other
Unit(s)

Destroy when
superseded or
obsolete.

Destroy after
3 years.

Destroy 3 years
after employee
separation
date.

Unit 119:
Destroy after
2 years.
Other units:
Destroy after
1 year.




306-28

306-13

Position Description Records

306-29

Includes positions/job
descriptions specifications
for employee performance
management. (16.1.1/21.2.3)

Unit 119: Include copy in
applicable Personnel File
(306-24).

Other units: File A-Z by
employee name, identification
number, and classification as
needed.

Position Identification Records

306-30

Includes master job descriptions/
specifications control records.

File A-Z by position title.

Student Personnel Records

306-31

Includes training records for
recruit police candidates.

Case file A-Z by recruit name,
and vear date.

Training Records (MPTC)

Includes in/ocut-service
training records for civilian/
police personnel development,
and certification by MPTC.
(1.3.11/33.1.7/33.7.1)

Separate civilian from police
training files.

. Record course/training in the
applicable personnel file
folder (306-24).

File A-Z by course title,
student, session #, and
vear date. :

All
Unit(s)

119

10
Other
Unit(s)

10
Other
Unit(s)

Destrov when
superseded,
obsolete, or
abolished.

Destroy when
superseded,
abolished,
or updated.

Destroy 5
years after
training date.

Destroy 5
yvyears after
training date.
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306-32

306-14

Training Records (OSHA)

306-33

Includes employee training
records for communicable
diseases required by OSHA.
(33.1.7/33.5.1/33.7.1)

File A-Z by trainee, and
year date.

Keep apart from other
police records.

Work Schedule Records

306-34

Includes employee work/court/
assignment/schedule records.
(41.1.1)

Conform to unit filing
practice(s).

Other Personnel Records

Includes other personnel
records not listed in
above file categories.

Conform to unit filing
practice(s).

10
Other
Unit(s)

38,47
56,65
74,83
142

Appli-
cable
Unit(s)

Destroy 3
yvears after

training date.

Minimum
retention 30
days.
Maximum
retention 1
year.

Minimum
retention 30
days.
Maximum
retention 1
year.
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307

307-1

307-1

POLICE RECORDS

Includes liquor citation,

criminal investigation,
expungement, firearm, incident,
intelligence, narcotics, security,
traffic, and other police-related
records for law enforcement
operations.

'Accident Photographs 38,47 Holding units:

307-2

: 56,65 Destroy after
Includes motor/non-motor 74,83 1 year.
vehicle related photographs. 142

Holding units: Merge with
applicable case files, or
Keep in special envelopes
by CCN.

Merge with applicable case
files (307-8).

Accident Scene Negatives : 121 Destrov after

307-3

131 5 years.
Includes motor/non-motor
vehicle accident scene-
related negatives.

Keep in special envelopes
by CCN.

Blood Specimen Records 38,47 Unit 99:

56,65 Destroyv after
Includes blood analysis 74,83 3 vyears.
records for drunk drivers. 99,154 Other units:
Other Destroy after
File by vear date. Unit(s) 1l year.
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307-4

307-2

Child Sexual Offender Records

307-5

Includes notices, photographs,
and registration records for
convicted/non-convicted child

sexual offenders registered with

County Police.

Unit 131: File A-2 by registrant,

and vear date.

Other Units: Conform to unit filing

practice(s).

Condition Reports

307-6

Includes condition reports
for littering, debris, storm
drain, and roadway hazards/
violations. (61.4.2)

File by vear date.
Unit 131: Keep with

Administrative File
by vear/date.

Crime/Incident Scene Negatives

Includes crime scene negatives.

Unit 95: File byv CCN.

Other units: Include in
applicable criminal cases.
(307-8).

131
Other
Unit(s)

38,47
56,65
74,83
131,142
Other
Unit(s)

33,95
115

121
Other
Unit(s)

Unit 131:
Destroy after
10 vears.
Other Units:
Destroy after
1 vear.

Destroy after
1 vyear.

Unit 121:
Destrov after
25 years.
Unit 95:
Destroy after
3 vears.
Other units:
See Item
307-8 for
disposgition
date.
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307-17 Crime Scene Processing Reports 38,47 Unit 131:
56,65 Destroy after
Includes evidence records for 74,83 25 vears.
crime scene cases. 131 Other units:
Other See Item
Unit 131: Attach/staple to Unit(s) 307-8 for
applicable incident reports. disposition
See Item 307-11. date.

Other units: Conform to unit
filing practice(s).

Source units: Send originals

to Police Records Center (131).
Include duplicates in applicable
criminal cases (307-8).

307-8 Criminal Historv Record 74,83 Unit 131:
131 Retain until
Includes arrest reports/ Other of fender
citations/supplements for Unit(s) becomes 80
adult offenders. years old.
(44.2.1/82.1.1) Destrov
deceased file
Unit 131: Case file by after 1 vear.
ID#.
Other units:
Other Units: Conform to Destroy after
unit filing practice(s). 1 vear.

Unit 131: Attach/staple
crimial citations to
applicable CHRI records.

Keep apart from juvenile
records.
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307-9

Criminal Investigation Records

Includes duplicate incident/
special reports, MILES/NCIC/

CHRI printouts, court summons,
investigator notes, statement

of charges, continuation reports,
arrest reports, latent print
examinations/results, finger-
prints, propertv records,
interview notes, habeas corpus
writs, commanders information
reports, injuryv diagrams,
warrants, crime scene reports/
sketches, investigation

summaries, evidence reports,
investigation reports, medical
records, investigator activity
summarlies, lab requests/results,
investigative checklists/major
case checklists, line-up records,
photographs, supplemental investi-
gation reports, final investigation
reports, witness/victim statements,
advise of rights/waiver forms,
suspect/defendant statements/
confessions, correspondence, and
other case related records.
(42.1.3)

Source units: Send original
investigative reports to Police
Records Center for merger with
Incident Records (307-11).

Keep in secure place.
Keep cases in file folders.

Restrict access to authorized
personnel.

Keep vice/organized crime
investigations apart from
central records systems.

7,21
31,33
38,47
56,65
74,83
86,92
102,103
107,110
113,115
125,131
133,135
137,142
144,145
153
Other
Unit (s)

Use disposition
standards
listed below:

1. Closed
felony
cases:
Destroy 10
yvyears after
court dispo-
sition date.

2. Open felony
cases:
Destroy
after 25
years.

3. Misdemeanor
cases:
Destrov 3
vears after
court dispo-
sition date.

4. Unassigned
misdemeanor
cases:
Destroy
after 3
vears.

5. Open
homicide
cases:
Destrov
after 50
vears.

6. Killed
officer
case:
Destrov
after 50
years.
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307-9

307-5

Criminal Investigation Records

Label file folder with F, and 7.

M cases.

Use case management designations:
open, suspended, closed,
unfounded, etc.

Use case status control system: 8.

investigator assigned, date
assigned, etc.

Case file A-7Z by victim, CCN,
sector, and beat as needed.

Case file weapons, obscene, 9.

and hate cases A-Z by accused,
and CCN.

Case file A-Z by tvpe of case:
Homicide, Robbery, etc.

10.

Store off-site storage area.

Separate case files by CLOSED

or OPEN for off-site storage

and/or destruction. 11.
12.
13.

Vice/
narcotics
cases:
Destroy
after 25
vears.

Check/fraud
closed
cases:
Destroy
after 3
years.

Check/fraud
open cases:
Destroy
after 10
vears.

Death cases:
Destrov 3

vears after
case closed.

Departmental
shooting
cases:
Destroy
after 50
vears.

Hit/run
cases:
Destroy
after 3
vears.

Juvenile
offense
cases:
Destroy 3
vears after
case dispo-
sition date.
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307-9

307-6

Criminal Investigation Records

14. Minor sex
offense
cases:
Destroy
after 3
years.

15. Missing
person
cases:
Destroy 3
vears after
person
located.

16. Property
Recovery
cases:
Destroy
after 3
years.

17. Runawav
cases:
Destroyv 3
vears after
person
located/
found.

18. Suicide
cases:
Destroy 3
vears after
case closed.

19. Traffic
fatality
cases:
Retain
closed
cases for
5 vears,
then
destroyv.
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307-9

307-7

Criminal Investigation Records

307-10

Expungement Records

307-11

Includes adult/juvenile
offender records expunged
by court orders.

Keep in accessible place.

Store in locked file cabinets.

File A-Z, and vear date.

Firearms Records

307-12

Includes stop/frisk reports
for weapons violations.
(1.2.3.)

Unit 131: Keep with
Administrative File
by year date.

Incident Records

Includes original crimes
against persons, vehicles,
property, society, and other
police incident related
reports. (1.3.6/61.4.3/82.2.3)

File by CCN, and/or attach/
staple to applicable incident
report(s).

131

38,47
56,65
74,83
131,142
Other
Unit(s)

131

20. Vandalisn
cases:
Destroy
after 3
years.

21. Vehicle
theft
cases:
Destroy
after 5
years.

Destroy after
3 vears.

Unit 131:
Destroy after
3 vears.

Other units:

Destrov after
30 davs.

Destroy after
25 vears.
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307-8

307-13 Informant Records 7,21
38,47
Includes adult/juvenile 65,74
informant related records 102,115
for criminal investigations. 135
(42.2.9/82.1.1) Other
Unit(s)
Keep files in secure area.
Code informants with assigned
numbers.
Keep files in locked file
cabinets.
Case file by assigned numbers.
Keep juveniles apart from adult
informants, and other police
records.
Supervise destruction by Unit
Commander.
Limit access to authorized
personnel.
307-14 Intelligence Records 22,113
142

Includes records relating to
organized criminal activities,
subversive activities, vice/

drug activities, terrorism,
and civil disorders.
(43.1.1/43.1.2)
(51.1.1/51.1.2)

Store files in secure area.
Keep in locked file cabinets.

Identify "active," and
M"inactive" files.

Case file by assigned numbers.
Share information with local,

state, and federal intelligence
agencies on need-to-know basis.

Destroy when no
longer needed.
Destroy records
by burning or
shredding.

Destroyv
"inactive"
files after
5 vears.

Destroy records

by burning or
shredding.
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307-14

307-9

Intelligence Records

307-15

Limit access to
persons.

authorized

Protect computerized records
against unauthorized access,
modification, removal, or

destruction.

Keep apart from
records system.

centralized

Purge outdated/unreliable
information to prevent
recollection/distribution.

Supervise destruction by

Unit Commander.

Juvenile Citations

307-16

Includes offenses
by juveniles. (44

Unit 131: Merge
Juvenile Arrest
(307-16).

committed
.2.1/82.1.1)

with
Records

Juvenile Civil Citations

307-17

Includes alcoholic beverages
offenses committed by

juvenile offenders.

82.1.1)

Unit 131: Merge
Arrest Records

(44.2.1/

with Juvenile
(307-16).

Juvenile Arrest Records

Includes crimes against persons,

property, and society committed
by juvenile offenders.

(44.2.1/82.1.1)

Unit 131: Keep apart from

adult records.

38,47
56,65
74,83
131,142
Other
Unit(s)

38,47
56,65
74,83
131,142
Other
Unit(s)

38,47
56,65
74,83
115,131
142,157

Unit 131:

See Item
307-16 for
disposition
date.

Other units:
Destroy after
1 vear.

Unit 131:

See Item
307-16 for
disposition
date.

Other units:
Destroy after
1 vear.

Unit 131:
Destroy when
offenders
become 21
vears old or
destroy 10
years from
arrest date,
whichever is
later.
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307-10

307-17 Juvenile Arrest Records

Limit access to need-to-know
basis.

Unit 131: Case file by ID#,
or CCN.

Other units: Keep apart from
adult records. Case file by
A-Z subject, and CCN.

Limit access to LEA's for
criminal investigation/
prosecution.

307-18 Laboratory Examination Requests .

Includes crime scene lab
examination requests.

Unit 131: Attach/staple to
applicable incident reports.
See Item 307-11.

Source units: Send originals
to Police Records Center.

Include duplicates in applicable
criminal cases (307-8).

307-19 Latent Fingerprint Examinations

Includes evidence records for
latent examinations.

Unit 129: File by CCN, and
vear date.

Unit 131: Attach/staple to
applicable Incident Records
(307-11) .

Other units: Send original to
Police Records Center (131).

Include duplicates in applicable
criminal cases (307-8).

33,115
131
Other
Unit{s)

33,38
47,56
65,74
83,115
129,131
Other
Unit(s)

Destroy
deceased
records after
1 vear.

Unit 131:
Destroy after
25 years.
Other units:
See Item
307-8 for
disposition
date.

Unit 131:
Destroy after
25 years.
Other units:
See Item
307-8 for
disposition
date.

7/91




307-20

307-11

Micrographic Records

(1)

(2)

(3)

307-21

Includes police records microfilmed
for space conservation and/or record
protection.

Criminal History Records

See Item 307-7.

Criminal Investigation Records

Assigned for criminal investi-
gations (307-8).

Incident Records

See Item 307-11.

Vice/Narcotics Records

Includes open narcotics
felony cases (307-8).

Narcotics Records

Includes controlled dangerous
substances samples for drug
examination/analysis records.

Keep drug samples in lock-
seal envelopes.

Include lab reports in
applicable criminal cases
{307-8).

Keep State Police Lab reports
apart from County Police
Records as needed.

131

7,21
38,47
56,65
74,83
92,103
111,133
135,137

131

113
144

92,95
126
Other
Unit(s)

Destroy after
80 vears.

See Item
307-8 for
disposition
date.

Destroy after
25 vears.

Destroy after
25 vears.

Misdemeanor
cases:
Destroy after
3 years.

Closed felonv
cases:
Destroy after
10 vears.

Open felony
cases:
Destroy after
25 vears.
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307-22

307-12

Qffender Criminal Records

307-23

Includes adult criminal
records/prints challenged

by offenders for completeness,
contents, accuracy, and
dissemination operations.

Conform to unit filing
practice(s).

Parolee Records

307-24

Includes parolee registration
records for persons released
bv D.C. Parole Board.

Unit 131: File A-Z by
parolee, and year date.

Other units: Conform to
unit filing practice(s).

Photo/Negative Records

Includes color/black/white
photographs/negatives for
suspects, accused, special
events, and other occasions.
(82.1.1)

Store film negatives in
Photo Lab Unit.

Limit access to authorized
personnel.

Keep JUVENILE photos/negatives

apart from adult negatives/
photos.

Keep line-up photos by race,
sex, age, hair, and other
special features as needed.

131

38,47
56,65
74,83
131
Other
Unit(s)

Adult Records:

Destroy after
4 vyears.

Adult Prints:

Destroy after
15 vears.

Unit 131:
Destroy after
3 vears.
Other units:
Destroy after
1 vear.
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307-13

307-24 Photo/Negative Records
(1) Accident: Negatives
See Item 307-2.
(2) Adult Negatives

(3)

(4)

(5)

(6)

Includes adult positives/
negatives/photo information
sheets (color/black/white).

Keep in special envelopes by
ID#.

Crime Scene Negatives

Keep in special envelopes
by CCN.

Incident Scene Negatives

Keep in special envelopes
by CCN.

Juvenile Negatives

Includes juvenile positives/
negatives/photo information
sheets (color/black/white).

Keep in special envelope by
IDi#.

Photo Information Sheets

Include in applicable adult
and/or juvenile negative
envelopes.

121
131

7,21
33,38
47,56
65,74
83,102
103,109
113,121
131,135
137,142
Other
Unit({s)

121

121

7,21
33,38
47,56
65,74
102,103
109,113
115,121
131,135
142
Other
Unit{s)

131

Destroy after
5 yvears.

Units in 131:
Destroy 10
years after
arrest date.
Other units:
Destroy when
updated or
obsolete.

Destroy after
25 years.

Destroy after
25 years.

Units 121/131:
Destroy when
offenders
become 21
years old.
Other units:
Destroy when
updated or
obsolete.

Adult cases:
Destroy 10
vyears after
arrest date.
Juvenile
cases:
Destroy when
offenders
become 21
vears old.
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307-14

307-24 Photo/Negative Records

(7) Special Event Negatives 121. Retain for
131 Police
Includes negatives/positives Archives.
for special events, persons, Transfer
and other agency occasions. periodically

to MD. State
Archives.

307-25 Photographic Prints 33,95 ADestroy after

142 5 years.
Includes photo print/evidence Other
records. Unit(s)

Unit 95: Case file by CCN.

Other units: Include in
applicable criminal cases

(307-8).
307-26 Police Dissemination Records 131 Adult Records: .
Destroy after
Includes adult, juvenile, photo, 3 vears.
and print information dissemination
records for criminal justice Juvenile
operations. (82.1.1/GOM 3/400) Records:
Destroy after
File by year date. 1 vear.
Public Records:
Destroy after
1 year.
307-27 Ride-Along Records 38,47 Unit 131:
56,65 Destroy after
Includes applications, - 74,83 3 years.
waivers, and authorizations 121,131 Other units:
for passengers in police 142 Destroy after
vehicles. : Other 30 days.
Unit(s)
File A-Z by name/vear date.
307-28 Security Survey Records 31,38 Unit 131:
47,56 Destroy after
Includes commercial/residential 65,74 5 vears.
security surveys for crime 83,131 Other units: .
reduction operations. Other. Destroy after
' Unit(s) 1 vear.
File A-Z by business or resident
name, and year date. 7/91




307-29

307-15

Traffic Violation Records

(1)

(2)

(3)

(4)

Includes vehicle accidents,
citations, warnings, license

suspensions, and other traffic-
related records. (61.1.1/61.1.5/

61.2.1) (61.2.2/61.1.12/82.3.4)

Return partially used ticket
books to MVA.

Citation books/tickets cannot
be reassigned, lent, borrowed,

or shared.

. Store citations in secure areas.

Accident Negatives

Keep in special envelopes by
CCN.

Accident Photographs

File by CCN, and vear date.

Accident Reports/MAARS

File by CCN, and vear date.

D/L Suspension Orders

Includes driver license
suspension/certification
orders for DWI violations/
other related records (DR-15A).

Case file A-Z by driver/year
date.

121
131

38,47
56,65
74,83
121,142

19,38
47,56
65,74
83,121
131,142
Other
Unit(s)

38,47
56,65
74,83
131,142
Other
Unit(s)

Destroy after
5 vears.

Destroy after
1 vear.

Unit 131:
Destroy after
3 years.
Other units:
Destrov after
30 days.

Unit 131:
Destroy after
3 vears.
Other units:
Destroy after
1 year.
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307-29

307-16

Traffic Violation Records

(5)

(6)

(7)

(8)

(9)

(10)

(11)

Citation Copy #2 (Yellow)

File by pre-issued ticket #/

vear date.

Citation Copy #3 (Pink)

File by ticket #/yvear date.

Citation Tally Records

Includes citation books/
receipts issued to police
personnel. -

File with applicable
citations in numerical
order, and vear date.

Driver Re-examination Records

File A-Z by name, and year
date.

Equipment Repair Orders

File by year date.

Suspension Orders

Unit 131: File by ticket #/
vear date.

Other units: File A-Z, and
by vear date.

Traffic Citation Transmittals

Keep in 3-ring binder(s) by
vear date.

131

38,47
56,65
74,83
142
Other
Unit(s)

131

38,47
56,65
74,83
131,142

38,47
56,65
74,83
131,142

38,47
56,65
74,83
131,142

131

Destrov
3 vears.

Destroy

after

after

court dispo-
sition date. -

Destroy after

3 vears.

Destroyv
1 vear.

Destroy
1 vear.

Destroyv
1 vear.

Destroy
3 vears.
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307-29

307-17

Traffic Violation Records

(12)

(13)

(14)

307-30

Warning Notices

File A-Z by driver, and vear
date.

CALEA 61.1.2.

Witness Summons

File A-Z by defendant, and
vear date.

CALEA 61.1.2.

Other Records

Includes other traffic
records not listed in
above sub-files.

Conform to unit filing
practice(s).

Vehicle Impound Notices

307-31

Includes records for
abandoned/impounded motor
vehicles. (61.4.3)

Unit 131: Keep in Records
Center Box by CCN, and
year date.

Other units: Attach/staple

to applicable vehicle report(s).

Vehicle Inspection Records

Includes safety inspection
records for trucks, and
taxicabs.

Case file by vehicle #/
vear date.

38,47
56,65
74,83
131,142

38,47
56,65
74,83
131,142

26 :
Appli-
cable
Unit(s)

8,38
47,56
74,83
131,155
Other
Unit(s)

26
Other
Unit(s)

Destroy after
1 vear.

Destroy after
1 year.

Destroy after
1 year.

Unit 131:
Destroy after
3 years.
Other units:
Destroy after
1 vear.

Unit 26:
Destroy after
3 vears.
Other units:
Destroy after
1 vear.
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307-32

307-18

Video Tapes

307-33

Includes motor vehicle

fatality cases processed

by camrecording eguipment.
Store in secure area.
Keep by CCN order.
Delete after 5 years.

Recycle tape for reuse.

Access by subpoena.

Warrant Authorization Records

307-34

Includes court-authorized
warrants for accused/wanted
persons. (74.3.1/74.3.2)

File by month/year date.

Warrant Records

307-35

Includes arrest warrants
served by Sheriff's
Department. (74.3.1/74.3.2)

File A-Z by defendant/
yvear date.

Weapons Teletype Records

Includes stolen/recovered
weapons teletypes.

Unit 131: Attach/tape to
applicable incident report(s)}.

Unit 152: Keep by NCIC file #,
day, and year date.

Unit 152: Transfer to Unit 131
for merger with Incident Records
(307-11) .

26
Other
Unit(s)

27,38
47,56
65,74
83,115
Other
Unit(s)

27,38
47,56
65,74
83,142
Other
Unit(s)

131
152
Other
Unit(s)

Destroy after
5 years.

Destroy after
1 year.

Destroy after
1 year.

Unit 131:
See Item
307- for
disposition
date.

Other units:
Minimum
retention 30
days.
Maximum
retention 1
year.
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307-19
307-36 Youth Field Records 38,47
56,65
Unit 131: Keep apart from 74,83
other police records. 131
142
Unit 131: File by CCN. 157
Other units: File A-Z by
name, and year date, if
applicable.
CALEA 44.2.1/82.1.1.
307-37 Other Police Records Appli-
cable
Includes other police- Unit(s)

related records not listed
in above file categories.

Conform to unit filing

practice(s).

Unit 131:
Destroy 5
years from
creation
date.

Other units:
Minimum

retention 30

days.
Maximum
retention 1
vear.

Minimum
retention 30
days.
Maximum
retention 1
vear.
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308-1

308-1

PROPERTY RECORDS

Includes property inventory,
fuel, delivery, equipment,
weapons, maintenance, metals,
disposals, narcotics, vehicles,
and other personal property in
police custody.

Badge Records

308-2

Includes badge records for
promotions, retirements,
resignations, and purchases.

Conform to unit filing
practice(s).

Ballistic Vest Records

308-3

Includes bullet proof records/
other materials for vests.

File A-Z by officer, ID#,
and vear date.

Bicvcle Registration Records

308-4

Includes records for bicycle
registrations.

District Stations: File by
CCN.

Other units: Conform to unit
filing practice(s).

308-5

Clothing Allowance Records

Includes clothing allowance
records for uniformed personnel.

File by type, and fiscal vear.

Dailv Fuel Records

Includes motor vehicle fuel
consumption records.

File by year date.

145
Other
Unit(s)

All
Unit(s)

36,38
47,56
65,74
83
Other
Unit(s)

99,145
Other
Unit(s)

145
Other
Unit(s)

Unit 145:
Destroy 1
vear after
employee
separation
date.

Other units:
Destroy after
30 days.

Destroy after
vests replaced
or officers
retired.

Unit 36:
Destroy after
3 years or
after data
entry.

Other units:
Destroy after
1l year.

Units 99/145:
Destroy after
2 years.
Other units:
Destroy after
1 vear.

Destroy after
1 year.
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308-2

Delivery/Receipt Records

308-7

Includes delivery recoras for
supplies/equipment purchases
from outside vendors.

File by yeaf date.

Equipment Allowance Records

308-8

Includes equipment allowances
records for law enforcement
operations.

Unit 99: File by type of
equipment issued, and vear
date.

Uﬁit 145: File A-Z by employee

name, and ID#.

Equipment Custody Records

308-9

Includes state-funded equipment
purchase receipts.

Attach/staple to applicable
Physical Inventory Records
(308-12) .

Firearms Tracing Records

308-10

Includes lost/stolen firearms
traced with ATF registration
for ownership information

Attach/staple to applicable
weapons case file (308-10).

Lost/Missing Property Reports

Includes missing/lost property
records.

File by year date.

145
Other
Unit(s)

99,145
Other
Unit(s)

145

126

38,47
56,65
74,83
145

Destroy after
2 vears.

Units 99/145:
Destroy after
2 years.
Other units:
Destroy after
1 vear.

Destroy after
1 vear.

Destroy after
1 year.

Destroy after
1 vear.
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308-3

308-11 Maintenance Records 5.8 Destroy after
27,33 1 year.
Includes weapons, office, 38,47
vehicle, property, ground, 56,65
space, and facility main- 74,83
tenance/repair records. 99,103
(53.2.1) 105,115
131,142
. Case file by year date. Other
Unit(s)
308-12 Physical Inventory Records All Destroy when
Unit(s) superseded or
Includes acquisition records updated.
for inventoried personal
property.

. Keep in 3-ring binder(s).
. Keep by type of property.

. Recommend PC media storage.

. . See Fixed Assets Procedure
Manual.
(1) Court Property Records 126 Destroy after
approval by
Includes property used for State's
prosecution. Attorney's
Office.
. Keep in 3-ring binder/
year date.
(2) Equipment Records 33,38 Destroy after
47,56 1 year.
Includes personal equipment/ 65,74
apparel used/worn by officer/ 83
other agency personnel. Other
(22.2.7/41.3.5) Unit(s)
. Case file A-Z by name/year
date.
(3) Fixed Assets Records All Destroy when
' Unit(s) superseded or
. Conform to unit filing updated.

practice(s).
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308-4

Physical Inventory Records

308-12

(4)

(5)

(6)

(7)

308-13

Fleet Records

Includes master cards for
new, issued, re-issued,
and dismantled police
vehicles.

. Case file by vehicle number.

. Arrange by new, to be issued,

re-issued, and dismantled
vehicles.

Narcotics Records

Includes confiscated narcotic
records.

. Case file by year date.

Vehicle Records

. Includes abandoned/impounded

vehicles.

. File by lot number/year date.

Weapons Records

Includes handguns, shotguns,
rifles, and pistols,
ammunitions, night sticks,
gas masks, and other related
weapons. (41.3.5)

. File by serial number, and
type of weapon as needed.

Property Recovery Records

Includes seller/buyer records
for personal property sold/
loaned to licensed dealers.

. File A-Z by dealer code,
month, and year date.

38,47
56,65
74,83
113

155

5
Other
Unit(s)

33,36
38,47
56,65
74,83
125,131
Other
Unit(s)

Destroy 1 year
after vehicle
disposal date.

Destroy 1 year
after narcotics
disposal date.

Destroy after
3 years.

Destroy when
superseded or
updated.

Destroy after
1 year.
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308-14

308-5

Prisoner Property Records

308-15

Includes prisoner property
records for adult/juvenile
of fenders. (72.1.3/72.5.1)
(72.5.3/72.6.3)

File A-Z by name, CCN, and
year date.

Property Claim Records

308-16

Includes claim letters
for property released
to owners.

Attach/staple to applicable
property record(s). See
Item 308-19.

(1)

(2)

(3)

Property Disposal Records
Includes records for personal
property disposal operations.
(84.1.7)

Abandoned Vehicle Disposals

Includes applications for
abandoned vehicle disposal
records.

File by CCN.

Alcoholic Beverages Disposals
File byAyear date.

Handgun Disposals

Includes forfeited handguns
sold, traded, and converted
for agency use records.

Unit 5: Notify MSP within 30
days from disposal date.

File by year date.

33,38
47,56
65,74
83

126

155

126

126

Destroy after
1 vyear.

Destroy after
3 vyears.

Destroy after
3 years.

Destroy after
3 vears.

Destroy 3 vyears
after court
disposition
date.
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308-16

308-6

Property Disposal Records

(4)

(5)

(6)

(7)

(8)

(9)

Lost Property Disposals

Includes lost/abandoned
property disposal records.

. File by year date.

Narcotics Disposals

Includes confiscated drugs/
paraphenalia destruction
records.

. File by year date.

Police Records Disposals

Includes disposal certificates,
retention schedules, and
records transfer records.

. File by year date.

Property Disposals

Includes inventoried property
disposals.

. File by vyear date.

Surplus Property

Includes stolen property sold
in public auctions.

. Unit 126: File by lot number,
and year date.

. Other units: File by year date.

Vehicle Disposals

Includes vehicle disposal
records.

. Case file by vehicle number,
and year date.

126

126

All
Unit(s)

All
Unit(s)

126
Other
Unit(s)

8
Other
Unit(s)

Retain for 2
years, and
until audited
by County
auditor, then
destroy.

Destroy 3 years
after court
disposition
date.

Unit 131:
Destroy after
3 years.
Other units:
Destroy after
1 vear.

Minimum
retention 1
year.
Maximum
retention 3
years.

Unit 126:
Destroy after
3 years.
Other units:
Destroy after
1 year.

Retain until
audited by
County Auditor,
then destroy
after 1 year.

7/91




308-16

308-7

Property Disposal Records

(10)

308-17

Weapons Disposals

Includes non-serviceable/
dismantled weapons/firearms
melt-down records.

File by vyear date.

Property Notification Records

308-18

Merge with applicable property

records with same CCN (308-19).

Property Pick-Up Records

308-19

Includes pick-up confiscated
property held in courts for
trials.

File by year date.

Property Records

Includes found/stolen/held/
confiscated property records

.stored in Police Property

Section. :
(61.2.5/72.5.3/72.5.9)
(84.1.1/84.1.2/84.1.4/84.1.5)

Shelve, tag, and store in
secure area.

Arrange property by type.

Code property for storage
location.

Place jewelry, narcotics,

currency, and other sensitive
records in lock-seal envelope(s),

and keep in safe vault(s).

Send white copy to Police
Records Center (131).

Do not use rubber bands,
paper clips, or tapes to
secure property.

126
Other
Unit(s)

126

126
Other
Unit(s)

38,47
56,65
74,83
113,115
126,131
142
Other
Unit(s)

Destroy
after co
disposit
date.

Destroy
3 vears.

Destroy

3 years.

Unit 131
Destroy

3 vears

urt
ion

after

after

-
.

after

5 years or 3

years af
property
disposal
release

Other un

Destroy
1 vear.
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308-19

308-8

Property Records

308-20

Use twine, string, or wire
to secure property.

Unit 126: Transfer property
records to Police Records
Center (131) after release/
disposal date.

Unit 131: Keep apart from
incident records.

Unit 131: File by CCN, and
vear date.

Unit 126: Conform to unit
filing practice(s).

Attach/staple envelbpe(s)
to applicable property
record(s).

Attach/staple property
return application(s)
to applicable property
record(s) .

Attach/staple property
notice(s) to applicable
property record(s).

See GOM (4/500).

See CALEA Chapter 84.

Property Receipt Records

Includes evidentiary/
confiscated property
transfers for court
trials.

Attach/staple to applicable
inventory record(s) with
same CCN (308-12).

126
131

Destroy 5
vears from
creation
date or
destrov 3
vears after
property
release date.
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308-9

Property Release Records

(2)

(3)

(4)

308-22

Includes property release
records for stolen, found,
and held personal property.
(82.1.1)

Blue Copies

Merge with applicable
property records (308-19).

Unit 126: Send to Police
Records Center (131).

Court Releases

Attach to applicable property
inventory (308-19).

White Copies

Unit 131: Merge with property
records (308-19).

Yellow Copies

Merge with applicable property

records with same CCN (308-19).

Traffic Equipment Records

Includes traffic enforcement/
measurement equipment/devices,
maintenance, inspection,
training, certification, and
calibration records. (61.1.9)

Conform to unit filing
practicel(s).

38,47
56,65
74,83
126,131

38,47
56,65
74,83
126

38,47
56,65
74,83
126,131
Other
Unit (s)

38,47
56,65
74,83
142

19,38
47,56
65,74
83,142
Other
Unit(s)

Destroy after
property
disposal date.

Destroy after
3 years.

Destroy after
3 years.

Unit 131:
Destroy 5
years from
creation
date or
destroy 3
vears after
property
release
disposal date.

Other units:
Destroy after
1 vear.

Destroy after
1 year.

Destroy after
3 years.
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308-23

308-10

Vehicle Impound Records

308-24

Includes records for
repossessed vehicles by
private companies.

Conform to unit filing
practice(s).

Vehicle Repossession Records

308-25

Includes police records for
repossessed vehicles.

Conform to unit filing
practice(s).

Vehicle Tow Records

(1)

(2)

(3)

Includes vehicle audit
records for impounded/
disposed/claimed/
inventoried motor vehicles
held in private/police
storage areas. (61.4.3)

.Certified Mail Letters

Includes non-deliverable
certified mail for vehicle
disposals.

Include in Item 308-25(7).

Certified Letter Receipt Cards
Merge with Item 308-25(7).
File by CCN, and year date.

Impound Notifications

Includes notices for impounded
vehicles stored in police/
private storage areas.

District stations: File by
CCN, and vear date.

8,27
38,47
56,65
74,83
152
Other
Unit(s)

8,27
38,47
56,65
74,83
152
Other
Unit(s)

155

155

38,47
56,65
74,83
131
155
Other
Unit(s)

Destroy after
3 years.

Destroy after
3 years.

Destroy after
3 years.

Destroy after
3 vyears.

Units 131/155:

Destroy after
3 years.
Other units:
Destroy after
1 vyear.
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308-25

308-11

Vehicle Tow Records

(4)

(5)

(6)

(7)

Impound Notifications

Unit 131: Keep in Records
Center Box by year date.

Unit 155: Merge with Item
308-25(7).

Monthly Vehicle Inventory Records

Includes monthly inventory
records for impounded vehicles
stored in private storage areas.

Case file A-Z by towing company,
and year date.

Recovered Stolen Vehicle Records

Includes MILES/NLETS messagdes,

and certified mail receipts for
recovered stolen vehicles claimed/
released by/to owners/lienholders.

Case file A-7 by garage company.

Show Cause Records

Includes show cause findings,
requests, vehicle reports,
impound notices, and other
related records.

Unit 131: Keep in Records
Center Box by CCN, and
yvear date.

Unit 155: Case file by
CCN, and year date.

Vehicle Disposal Records

Includes disposal certificates,
impound notices, MILES/NLETS
messages, certified mailings,
receipts, and other related
disposal records.

Case file by CCN,
date.

and vear

155
Other
Unit(s)

155
Other
Unit(s)

131
155
Other
Unit(s)

131

155
Other
Unit(s)

Unit 155:
Destroy after
3 years.
Other units:
Destroy after
1 year.

Unit 155:
Destroy after
3 vears.
Other units:
Destroy after
1 vear.

Units 131/155:
Destroy after
3 years.
Other units:
Destroy after
1 vear.

Unit 131:
Destroy after
3 years.
Other units:
Destroy after
1 year.
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308-12

(8)

308-26

Vehicle Tow Records

Vehicle Releases

Unit 131: Merge with
incident reports (308-11).

Other units: Attach/staple

to applicable vehicle
reports.

Other Property Records

Includes other property-
related records not listed
in above file categories.

Conform to unit filing
practice(s).

33,38
47,56
65,74
83,131
142,155
Other
Unit(s)

Appli-
cable
Unit(s)

Units 131/155:
Destrov after
25 vears.
Other units:
Destroy after
1l vear.

Minimum
retention 30
davs. :
Maximum
retention 1
vear.
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