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RECORDS RETENTION AND DISPOSAL SCHEDULE 

SCHEDULE 
NO. 

PAGE 
NO. 

A G E N C Y D I V I S I O N 

Item 
No. • , 7 / 

Description Retention 

Cutoff at end of f iscal 
year. Retain for 3 addition^ jl 
years, then destroy. 

Cutoff at end of calgftfar•••"'\ 
year. Retain for 3 
additional years, tMtt^ r. ^ 

Destroy 1 year after ^ ^ 1 -
of expirat ion. 

Destroy when superseded, ?? 
updated, cancel led.jOft'- s 
obsolete. 

Cutoff at end of calendar > 
year. Retain for 2 •?<"-;'V :'.';'.| 

additional years, then 
destroy. 

Retain persranentl y . 

^^jfncnudc'S corres^oniSjllitt^fiBjd reports relating to 
J-OMhty.audits c o ^ f e e . f ' " 

'•• >dbrr*»inondence t 

•v: {includes internal , . ;Mlt r i iat , and Departmental 
j*» A M M ^ I * rtr* M <-l fe«3 1 A A I irfc T T i V ^ ' U J i T a flr! 

. *i1$serninat1ons» f 1s€et • ls$3l/legis lat ive , 
•jwjrsowel v an* prop^ly/Space functional 

Contractual 
(includes correspondence* signed contracts, 
memoranda of unders-ta^dlnj, agreements, and other 
contractual arranvj^'ients relating to labor relations*] 
equipment Tia1nten*»c«k and police data exchange * 

• programs.) (information copy only; non-record 
, jaater ia l . ) * L 

(thcludes correspondence., a«if»in1strative di rect ives, 
oifders, procedures, executive orders, mcroranda, 
aiTendfuents, d iv is ion $r%:t1ves. departmental 

s -d i rect ives , rules/regwl&ttpps, and handbooks/fiianuaTs: 
relating to functional a c t i v i t i e s . ) 
(Infonnat1cn copy onlyj non-record material./ 

Minutes (Chief), » 
'• (includes nrfimtes o^ :^i*it|ng< issued by the Chief of 

Police.) 

4 . 
Organization Charts 
(includas staffing ch£r>fci3 and related materials.) 

.'Planning Records ' 
(Cnntlruipd) '^v 

Schedule approved by Department, Agency or Divis ion Representative 

- 1 *t +4 1 i 4 A / 0 1 ' 

Signature T i t le Date 

Schedule Authorized by Ha l l of Records Commission 

C h i e f Admin. 0 f f i c * 

A p r i l 10, j 
F5Jto.Jfai55KX3fli, IS?81 XENNET 

Dote Arch iv i s t 

Disposal Authorized by Board of Public Work, 

Date Secretory 

Distribution; White - Ha.ll Of Records, Green - Hall Of Records, Canary - Brd. Of Public Works, 
Pink - Records Manager, Gold - Records Center, Blue - Department/Agency. —»» 
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SCHEDULE 
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PAGE 
NO. 

mem 
No. Description Retention 

XTineefiides records relating to specific and general 
-Pf^J^cf and program planning a c t i v i t i e s . ) 

Cutoff at end of calendar \ 
year. Retain for 2 
additional years,then 
destroy. 

(Includes correspondence relating to public 
Information through press releases.) 

Cutoff at end of calendar 
year. Retain for 1 
additional year, then 
destroy. 

Public Information Inquiries . 
^ (Invades.correspondence relating to criminal, 

juveni le, and offense reports dissemination 
a c t i v i t i e s . ) 

Cutoff at end of calendar 
year. Retain for 2 
additional years, then destroy 

Records Disposal Certif icates 
(Includes signed cert i f icates for records disposals 
authorized by records retention schedule.) 

Retain permanently. 

k Records Retention Schedules Retain permanently. 

ft Studies/Surveys/Projects 
(Includes correspondence, reports, and other data 
relating to special studies, surveys, and projects,) 

Cutoff at end of calendar 
year. Destroy 3 years after 
date of completion. 

Teletype Messages (Informational) 
(Includes tele-coamunicatlons messages relating to 
departmental operations.) 

i 

Cutoff at end of calendar 
year. Retain for 2 
additional years, then 
destroy. 

Bank Deposits/Tickets 
Includes bank deposits/1 

,col l acted from reports sales.) 

Cutoff at end of f iscal year. 
Retain for 2 additional years, 
then destroy. 

Bil ls/Invoices 
(Includes b i l l s , invoices, and other records 
relating to f iscal functions*) 

Cutoff at end of f iscal year. 
Retain for 2 additional years, 
then destroy. 

Budget Preparation Papers 
(Includes records relating to budget preparation and 
development.) 

Cutoff at end of f iscal year, 
retain for 3 additional years, 
then destroy. 

ft 

Capital budget Requests 
(Includes records and ether documents relating to 
budget preparation for capital expenditures.) 

Cutoff at end of f iscal yeai*, 
Retain for 3 additional years, 
then destroy. 

P > - » 4 2 
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PAGE 
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' j 
- Cft'T5'$cJfcfon Accounts 

^ v t i ^ W e i •c$rrespondene*i bad checks, and other 
f records relating to bedrchecks collection a c t i v i t i e s . ) 

Cutoff at end of calendar 
year. Retain for 2 
additional years, then 
destroy 

^Wtlons/Transwl t ta l Reports 
, f Inc ludes weekly transmittal reoorts used for bank 

^ o s i t a c t i v i t i e s . ) 

Cutoff at end of calendar 
year. Retain for 2 
additional years, then 
destroy. 

^ i f d e r a l Grants 
'.'vJ^Wdes records relet lno to police projects funded 

Cutoff at end of calendar 
year. Retain for 3 
additional years, then 
destroy. 

qlHoViday-Reimbursement Requests 
\ ( i n d u c e s records relating *e emoloyees e l ig ib le for 

K _ . J J _ _ * 

Cutoff at end of calendar 
year. Retain for 2 additional 
years, then destroy. 

I | 

Unci ^stance TnlephonaJj(ftg» 
(includes records used for preparation of telephone 

Cutoff at end of calendar 
year. Retain for 2 additional 
years, then destroy. 

Money Collection Logs 
(Includes records used for recording dal ly cash 
receipt transactions*) 

Cutoff at end of calendar 
year. Retain for 2 aiJdttfenaf! 
years, then destroy. 

Report Sales Receipts 
(includes cash receipts fpf reports sold to 

|. authorized police data Users.) 

Cutoff at end of calendar 
year. Reta 1 n for 2 40Ulasal 
years, then destroy. 

j;v Reproduction Readings Reports 
> Uncludes records used for b i l l i ng vendors.) 

Cutoff at end of calendar $ 
year. Retain for 2 addition*! 
years, then destroy. 

1; Purchase Orders 
* (Includes records used for supplies and equipment 

procurement a c t i v i t i e s . ) 

Cutoff at end of calendar 
year. Retain for 2 addition^! 
years, then destroy. 

[IDENTIFICATION RECORDS 

4 . 

4 

<| 
V 
1 

\ 

Criminal Identif ication Records 
|j (Includes related correspondence, f ingerpr ints, latent 
1 pr ints , and photographs relating to persons arrested 

for criminal a c t i v i t i e s , ) 

1. For Identif ied deceased 
pr in ts , destroy 10 years i 
after date of death, 

2. For deceased non- identi 
f ied f ingerpr ints , 
destroy at end of 15 years 

P S - ( 4 2 
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| 3. For latent pr.wfcs, 
destroy 10 v G a r S ^ i t a f l F 
date of identtf f^*fisfsi ! 

4. For adult pn©tokens/ j 
f i n gerpr 1 hts» dsMtroy 
when offender bjê omes ,1 

5, For juvenile f^'^lff^fwtj 
f ingerprints» ^oitwsy 
at end o f 10 • f̂|j*4. 

• fion-CHminat Identi f icat ion Records 1« fo r department pol ice 
pr ints , destroy 3 yeairs 
after teminatif& &f 
employment* 

9 For oeliee c i v i l i a n 

( 1 

sf ter terai n&ld&i>? i$v 
*̂stol o w,yfcri't 

3, For fortune t*14^fi*f : 
taxicai) dHvw$is&*»j|r 
p r in ts , destrar/2 years 
after last pr int ing, 

Lstirents-Without Ideftfcffiifcrfclvn Values 
( l ^c lL i f i^ * - " ^o^v*6sonntis t̂t̂ ft'-jft̂ s intent** "?T*Ô II ci*1ns 
scenes without susoset Ident i f icat ion .pr ints. ) 

Cutoff at end of ^iti-(saij^:, 
year. Retain fo r 3 aiditiforw 
years, then d e s t r o y ' 

Retain unt i l amended or 
repealed, then destroy. 1 

Destroy when supaa!|SH$fod,er 
obsolete. 

(Includes related correspondence and b i l l s Issued by 
County Council*) (Information copy only, non-record 

Deeisions/Opiniohs 
(includes correspondency court decisions, cases, and 
legal opinions relating to police operations.) 

Retain unt i l amended or 
repealed, then destroy. 1 

Destroy when supaa!|SH$fod,er 
obsolete. 

^ t e c u t l Y e Proclamatiofts 
(Includes procl aerations issued by .Maryland Governor 
and County Executive*) 

Destroy when resei*#5td or 

Federal Laws/Regulations 
(Includes correspondence* regulations, and b i l l s 
issued by U. S. Congress relating to privacy, 
security , regulations and public safety.) 

(information copy only; non-record material.) 

Destroy when $ups*$e&4t 
updated, revised, or obsolete 

P S - 9 4 2 
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NO. 5 of 12 

No. Description Retention 

House 3111s (Maryland) 
(Includes correspondence, and b i l l s Issued by Maryland! 
legislature relating to privacy, security , and 
public safety.) 

Other State Laws/Regulations 
(Includes correspondence, and b i l l s from other state 
leg is lat ive bodies relating to police opertatlons.) 

Subpoenas/Summons 
(Includes correspondence, subpoenas, and summons 
Issued by state and federal and other agencies for 
deposition a c t i v i t i e s . ) 

PERSQiWEL RECORDS 

Accidents (Vehicle) 
(Includes related correspondence and employee 
accident reports. ) 

Annua! Leave Transfer Requests 
ies correspondence and form let ters used for 
ree annual leave transfers.) 

AviOL Records 
(Includes correspondence and fern let ters relating to 
unauthorized employee absenteeism.) 

Daily Personnel Reports 
(Includes correspondence and personnel reports used 
for payroll preparation.) 

demotion Requests 
(Includes correspondence and form letters relating to 
employee demotion requests.) 

Doctors' Certif icates 
(Includes correspondence and medical cert i f icates 
for employee sickness.) 

Cutoff at end of calendar 
year. Retain for % \ 
additional years, then 
destroy. 

Cutoff at end of calendar 
year. Retain for 3 addi
tional years, then destroy. 

Cutoff at end of calendar 
year. Retain for 2 
additional years, then 
destroy. 

Cutoff at end of calendar 
year. Retain for 3 
additional years, then 
destroy. 

Cutoff at end of calendar 
year. Retain for 2 
additional years, then 
destroy. 

Cutoff at end of calendar 
year. Retain for 2 
additional years, then 
destroy. 

Cutoff at end of calendar 
year. Retain for 2 
additional years, then 
destroy. 

Cutoff at end of calendar 
year. Retain for 2 
additional years, then 
destroy. 

Cutoff at end of calendar 
year. Retain for 2 
additional years, then 
destroy. 

P I — 94 2 
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tN 1n$u an 
id reports relating to 
d i sab i l i t y , and other 

>y*a Interview Records 
fades correspondence,, ferns, and reports used for 
toyee recruitra^rt program.) 

Training/Placemett* Programs 
; correspondence relating to loca l , state, 
iv»a 1 nl Ar*P'rrrpwt" twvtrTVJirrMl V 1 u c i f l v , r . U K i ) i . W V J I a j i l t l 

$ correspondence relatf, 
nment1 activit ies .) 

nciuvfes correspondence and ft 
mnloyee termination a c t i v i t l i 

elating to 

and'other records relating 
ir various charitable 

sed for 

s correspondeneo and other records rela 
e Incentive award! program.) 

furies (Employee) 
icTudes correspondence and employee accident report: 
id related documents for employees injured 1n the 
»rk areas.) 

Cutoff at end of caT#«i«r 
year. Retain for "?:* 
additional years, tKen 
destroy. 

Cutoff at end of calenda* 
year. Retain for 2-..--
additional years, then 
d^s^rov 

Cutoff at end of calendar 
year. Retain for 2" 
additional years, t$»fi ;~' 
destroy. 

Cutoff at end of calendar 
year. Retain for 3 . 
additional years, then 

Cutoff at end of calepdaf 
year, Retain for 2 
additional years, ttoen 
destroy. 

Cutoff at end of calendar 
year. Retain for 2 
additional years, then 
destroy. 

Cutoff at end of calendar 
year. Retain for 3 
additional years, then 
destroy. 

Cutoff at end of calendar 
year. Retain for 3 
additional years, *h**. 
destroy. 

Cutoff at end of calenda^ 
year. Retain for 2 / 
additional years, then 
destroy. 

P S - » 4 2 
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Tern 
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Description Retention 

•s <»rresportdence' ; regards relating to 
idralnistration,Ktft ;->, 

s correspo 
oVee overt 

«nc i aed form letters relating tt 

:ters relate 

GQrî »Q0HCt£f̂ S4sMm v^fwcr r c C O r u S US'0*7 

l » s H i reclass1f1eat1e«s 

Descriptions 
: lab descriptions- :lass1fied woi 

»s correspondence and other records used for 
determination.) 

ml nation FpraSr-
n r r e s n o n d e n c e and o t h e r a*-ti 

issuance 

ttlon Logs 
;tfo^ sheets used for arrest 

X 
it Case Records 
ludes case f i les rslatinnf t© persons arrested 
t r ied for criminal a c t i v i t i e s . ) 

Cutoff at end of e 
year. Retain for 2 : 

additional years, *h*i*; 

destroy. 

Cutoff at end of ea$$|j£ 
year., Retain for It 
additional years* tfcen 
destroy. 

Cutoff at end of ca)on< 
year. Retain for 
additional years, t&Bn 
destroy. 

Cutoff at end of t*%&i 
year. Retain for 1 
additiqnal years, tfren 

Destroy When 'super^tdt&i '•••» 
revised, or abolUHd.. .\-' 

t l ewi 
* y©« r« 

Cutoff at end of eâ tjrt 
year, retain for *: 
additional years, tjhen 
destroy. 

Cutoff a t end of calendar * 
year. Destroy at end of 
5 years. 

Microfilm Into masteri&tf 
duplicate flche for '• 
security. Destroy hard 
copy after film iaefectlon 
Retain ratcrofilmee case 
f i l e unti l subjectbecomes 
75 years o l d , then destroy 
Destroy deceased "WNMirdju 
a f ter death con firmatiojK 

P S • 9 4 2 
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SCHEDULE 

PAGE 
NO* 

rem 
No. Description Retention 

:WRI Name Searches 
Includes dal ly transaction sheets used for oral 

ba disseminations.) 

58*1 Record Disseminations. 
!Includes dai ly transactions heets used for written 
police data disseminations.) 

Expungement Records 
(Includes records relating to court ordered expunge
ments, not i f icat ions, requirements* and compliance 
a c t i v i t i e s . ) 

fW«;R$P Sheets 
^PPNi'des arrest and disposition sheets/reports 

issued by FBI for criminal just ice a c t i v i t i e s . ) 

? urrest Reports ( J - l ) 
les records relating to offenses and acts 
ted by persons under eighteen years of age.) 

Juvenile Dissemination Logs 
(Includes dal ly transaction sheets used for police 
data disseminations.) 

3ffcnse Records 
(Includes related correspondence, and investigatory 
recr-rds relating to incident investigations, 
apprehensions, crimes against property, persons, 
f i r e s , missing persons, vehicles, and other complaints 
for police actions.) 

foutb Field Reports ( J -2) 
[Includes records and reports relating to juvenile 
f ie ld investigations.) 

[Includes a l l reports, summaries, statements, and other 
machine readable records processei by automated and 
electronic data processing systems and computers and 
used for departmental functions and operations.) 

Cutoff at end of 
calendar year. Retain for 
3 additional, years, then 
destroy. 

Cutoff at end of calendar 
year. Retain for 10 
additional years, then 
destroy. 

Cutoff at end of calendar 
year. Retain for 5 
additional years, then 
destroy. 

Cutoff at end of calendar 
year. Retain for 1 
additional year, then 
destroy. 

security, oostroy nara-
copy after f11» Inspection, 
Destroy cartridge at end 
of 10 years. 

Cutoff at end of calendar 
year. Retain for 3 
additional years, then 
destroy. 

Microfilm in duplicate for 
security. Destroy hard
copy after film Inspection, 
Destroy cartridge at end 
of 25 years. 

Microfilm 1n duplicate for 
security. Destroy hard
copy after film inspection, 
Destroy cartridge at end 
of 10 years. 

Cutoff at end of calendar 
year, when reprinted. 

P S - B 4 2 
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SCHEDULE 
NO. 

PAGE 
NO. 

Rem 
No. Description Retention 

bicycle Registrations T'estroy when superseded or 
obsolete. 

GHRI Disseminations (Expungement) Destroy when superseded or 
obsolete. 

• CflRI Identlffcfltion Dissertirations (Expungement) Destroy when superseded or 
obsolete. »' . 

Judicial Dispositions (CilRl) Destroy at end of 2 months* * 

|. H(?s1ag Summons/Book Audit Reports Destroy 1 year after 
compllance. 

Traf f ic Master Lists Destroy when superseded, 
updated, or obsolete. 

T raf f ic Ticket Summaries Destroy when supersad«&j£, 
updated, or obsolete. 

ID 
, T ^ t y ^ F o u r Hour Calls For Service Summaries Microfilm 1n duplicate for . j 

security . Destroy hardcopy. 1 
.after, f i lm inspection. 
Destroy cartridge at ens! of 

UCR*Validation Reports Destroy at end of ? years*, 

(Includes correspondence and oth^r records relating 
real/personal 

a»d other fixed assets,) 

Cutoff at end of calendar 
year. >. Retain unti l «tj*ii>a*nt/ 
property disposal, t ransf^f , 
or County audit , then "destroy t. 

Property Inventory Records (White) Microfilm 1n duplicate for 
securi ty . Destroy herA&opy 
after f i lm InspecHenC^' vv-" 
Destroy cartridge at o f 

-25 years. 

Property Turn-In Reports 
(Includes related correspondence and reports used for 
off ice quipment surplus, transfer, and disposal 
a c t i v i t i e s . ) 

Cutoff a t end of aXimpir ; 
year. Reta.1 n unti l j ^ ^ l y 
Inventory H i t is jipMyfaror 
audited by founty'fr$^J|&£,' 
then destroy. 

P S - 0 4 2 
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SCHEDULE 
NO. 

PAGE 
NO. 

rem 
No. Description Retention 

mm 

R e p a i r Work Requests . >'j0M 
(Includes corresponded^*!*! other records te*t.rfcj»fi£^ 

ina1n||t.ance v»rk'£e$tests.) 

Security Records 
deludes related c^mkpsndence and surveys used for 

^ n n e r c i a l and restdeniial property protection 
^jpwrposes.) " ' 

fflORre/STXTISITCCS 
Vlnct udes rel a ted ̂ correspondence, Informational, 

s t a t i s t i c a l , narrative,-, periodic, adalnlstrat lse, 
isanagferial, recurring,:>iwi-r«curr1ng» and situation 
reports prepared for ihi!*ime1/external uses and 
disseminations.) 

Annual UCR Reports 

k•^••-•|wi-l:^1S. I n f o ^ ^ l * * . Bull etins-

ta t is t ica l Rojjert* 

Act iv i t y .Raeert 

tenthly Offenses/Incidents Reports 

lenthly (Iterations Reports 

Monthly Rejection Reports , 

Monthly Stat ist ics f 

Cutoff at endlH 
yeer . R e t a l n W g f ;>} 
additional ye*r*i»,•'thetfc^ 
destroy. 

Cutoff at end of ca len^i 
.year. Retain :$m:&&';?\ 
additional years* the*.' 
destroy^ •?.'< 

\ A 

Retain perwanentty, M 

Cu|off at *nd o'^sTeMJkr 
year.. Refcita for V ,1 
additional yesa^ the* /* 
destroy. .•f 

Cutoff at endr>o|^ip»t|^»r 
year. Retain?!*** 1 
additional ytk$M*m* 
destroy. 

Cutoff at end o f caten*fer 
year. Retain .$0£'pM 
additional y o a r ^ ' ^ U a i ^ .. 
destroy. » -| 

Cutoff at end OfcsieiiW 
year. Retain;:ffcr; 2•.,.^| 
additional years, thenj 

•destroy. ^ k ^ ' - I : 

• " r .p- • 
Cutoff at end o f ea l «Mar 
year. Rets 1 n for 2 
additional years* thenl 
destroy. 

Cutoff at end of calfl^iar 
year. Retaln. jef '/J^^l 
additional year** thenf 
destroy. 

Cutoff at and of calendar 
year. Retain for ? 
additional 
destroy. P S - M ! 
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SCHEDULE 
NO. /A 
C A G E 

NO. 

mem 
No. Description Retention 

Municipal J$1 foe Reports 
(Information copy only; non-record material.) 

Cutoff at end of'calendar 
year." Retain far 1 
additional year, then destroy. 

RAFIS . 'rogres* Reports Cutoff at end of calendar 
year. Retain for 3 
additional yaar i , then destroy 

Report Correction ftotlees Cutoff at end o f calendar 
year,. Retain for 1 
additional year, than destroy. 

'"̂ el Insuef^'t Notices Cutoff at end of calendar 
year. Retain for 1 additional 
year, ttenyda^iwrpy. 

Reports Trensaittal Forms (Juvenile) Cutoff a t end qef calendar 
year. Retain 4or 1 additional 
year, tlwn destroy. 

I 

.nn.^.feclal Reports 

Cutoff a^. aid t?f cal endar 
year. Retail, # r T additional 
year, then destroy. 

Cutoff*M $f calendar 
year. Retain for 3 additional 
years, than ifeatiroy, 

Meekly £ri3H*a£$ffense Reports ;,. '• Cutoff a t end « ^ calendar 
year. in for 1 add1t1o,%l 
year, then destroy. 

n o t m c j 

Accidsi 

r,«k$*5«|$ relating to motor vehicle v io lat ions, 
Insurance settlement and 

r*1£« activities.) 
it ' J % e i f r g * e p h B . 
i>v*s/P&tltlvas) 

Cutoff at -endvaf calendar 
year, rletala fo r 5 additional 
years, then destroy. 

Dr1 vers , '^Meeej* Re-examination Requests Cutoff at end;0f calendar 
year. Retain |or 1 additional 
year, then destroy. 

1 
Maryland Uniform Complaints/Citations Cutoff at end of calendar 

year. Destroy|l year after 
MVA audits compliance. 

P S - 9 4 2 
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SCHEDULE 

NO. r . 
PAGE 
NO. 

No. Description Retention 

1 /•' 

eiclo Accident Reports 

io lat ion Hotices 

ipmeot Repair Orders 

lor Defendants; 

Citation Transmittal Sheets 

Cutoff » t end of calendar 
year. Retain for 5 additional 
y^ars*then destroy. 

Cutoff at end of calendar 
year. Retain for 2 additional 
years, then destroy. 

Cutoff at end of calendar 
year. Retain for 2 additional 
years, then destroy. 

Cutoff at end of calendar 
year. Destroy 1 year after 
MVA audits compliance. fjk 

Cutoff at end of calendar / $ 
year. Destroy 1 year af ter^ 
MVA audits compliance. 

/L A- S • T I T E M/ 
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