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SCHEDULE 
;NO. (VEfifl RFCORDS RFTFNTTQN AND DISPOSAL SCHEDULE PAGE 

NO. 1 ^ 2 

PRINCE GEORGE'S COUNTY POLIiCi' 
" DEPARTMENT/AGENCY -' 

CPJfERAL RECORDS 
DIVISION 

ITEM 
NO. DESCRIPTION RETENTION 

&oo 
101 

102 

103 

ACCOUNTING RECORDS 

Bad Checks Records 

105 

106 

(Includes correspondence/transmittals for 
uncollectible checks). 

Bank Deposits 
(Includes correspondence/deposit slips for 
ban® deposit operations}. 
Bills/Invoices 
(Includes coprespondence/invoiceg/bills for 
fiscal operations}. 

""-Budget Records 
(Includes correspondence/estimates for budget| 
preparation and submission,). 

Capital Budget Records 
(Includes correspondence/estimates for capita] 
expenditures}. 

Mail Request Records 
(Includes correspondence/internal/external 
requests for accidenjt, photos, and incident 
reports). ^ 

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

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

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

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

Cutoff at end of calendar 
1 year. Retain for 2 years , 

then destroy. 

Cutoff at end of calendar 
year. Retain for 2 years , 
then destroy. 
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2 U 4 

Purchase Orders/Requisitions 
(Includes purchaseeorders/requistions Cor 
supplies and equipment!, 

Report Sales Receipts 
(Includes receipts/for police accident/Incident 
photo/arrest ..r*̂ **-* s^**"). 

Revenue Receipts/Tranamittals 
(Includes receipts/transmittals for revenue 
troia police records sales\. 

ADMINISTRATIVE RgCORDS 

Bills/Resolutions 
(Includes proposed/passed county/state/federal 
bills/resolutions for public safety operations) 

Federal .Bills 
State Dills 

Contractual Records 
(Includes correspondence/agreements/perraits for 
contractual services and Information disclosure 

Correspondence (Administrative) 
(Includes iternal/external correspondence for 
police information management operational. 

Directives Records 
(Includes administrative directivef/orders/pro-
cedures/executive orders/regulations for proper 
ty, information, snd personnel rv»arJa 3e^«,4 
operations). 

County Government 

Departmental 

Division 

External Directives 

ftivi&lon Minutes 
(Includes mlnutesoof meetings created by 
Division Director). 

Cutoff at end of calendj 
year. Retain for 2 years 
then destroy. 

Cutoff at end of calendar! 
year. Retain for 2 years> 

then destroy. 

Cutoff at end of calendar 
year. Retain for 2 years ( 

then destroy. 

Retain until amended or 
repealed, then destroy. 

Destroy 1 year after dat< 
of expiration. 
>. 
Cutoff at end of calenoai 
year. Retain for 2 years 
then destroy. 

I^atrpy when superseded ©aj 
or obsolete. 

Destroy when^auperaeded 
or obsolete. 

or obsolete. 

Destroy v /Super 
or obsolete. 

Retain permanently. 
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to 

Inventory Records 
(Includes acquisition records for inventoried 
fixed and non-fixed assets). 

Laws/Regulations 
(Includes local/state/federal lava/regulations 
passed by County Council, Maryland General 
Assembly, and U.S. Congress, including execu
tive branch Issuances). 

County Ordinances 
Federal Laws 
State Laws 

Other State Laws 

Destroy when superseded 
annual inventory and/or 
obsolete. 

Retain until amended or 
repealed, t h e n destroy. 

Legal Opinions/Advi Records 

(Includes legal opinions/advisories for police 
public information disclosures). 

Organisation Records 

Destroy when supersede 
obsolete. 

(Includes staffing charts/related materials). 

Planning Records 
(Includes correspondence/plans/reports for 
projects management operations). 

Project Records 
(Includes correspondence/projects associated 
with police management operations/practices). 
Property Xarn-ln Record* 
(Includes corresspondence/reports for office 
equipment surplus/transfer/disposal operations) 

Records Management Files 

(Includes records retention schedules/transfers 
receipts/disposal certificates). 

Records Disposal Certificates 

Records Retention Schedules. 

Retain permanently. 

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

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

Cutoff at end of calendar 
year. Retain until proper-! 
ty inventory updated, theij 
destroy. 

Retain permanently. 

Destroy when superseded 
or updated. 

PS -»42 
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destroy when off-site records 
destroyed. 

Cutoff at end of calendar year. 
Rateln for 3 years. then 
destroy. 

Cutoff at end of calendar year, 
fletaln for 10 years, than 
destroy. 

Cutoff at end of calendar ysar. 
ftstaln for ID years, then 
destroy. 

Cutoff at <wd of calendar year. 
Retain for 3 years, then 
destroy. 

ijestroy when no Ion9sr useful. 

Cutoff at enc of calendar yeaf. 
Retain for 2 years, then 
destroy. 

Cutoff at end of calendar year. 
*eta1n for years, tnon 
destroy. 

Records Trans fers/Kecalpts 

keports/Stat1st1cs 

(Includes reCMrrlng/non-recurring i4ane«,e©ent 
Information reports). 

Colaputer Uownti w Hueords 

^vonthly Activity i*eords 

Service Indicator Records 

Xerox Hecords 

nther Aom1n1s t r a i l s Keports 

(Includes recurrin^/non-recurrlng/spttclal atiirrlnlstratl ve, 
»«naqes«nt reports). 

Suopoona/oreer toco res 

(Includes wrrjxwdence/subpoenaes/orders for c iv i l/ 
criminal depositions). 

Teletype tocords 

(Includes telacowmunlcations messages for agencywlue 
Information purposes). 

COMPUTER ^COJBO^ -" " • 

(Includes computerised dispatch, Incident, accident, 
traffic, alcohol, precious Metals, property, adult, 
juvenlU, and fingerprint Information stored in 
cot.iputer disks and tapes 

PS - B42 
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(Include* on-line case files for sdult offend
ers arrested/tried for criminal activitltf). 

CAD Di»J>a«?eh Pile/10-31 Cases 
(Inclose* on-line information exchanges be
tween dispatchers/offleers and citizens for 

police services w/o reports). 

CAD Dispatch File/10-32 Cases 
(Includes on-line lnfdrmatlon exchanges be
tween dispatchers/officers and citizens for 
police services followed by incident report! 

CAN rile 
(Includes on-line information for prima 
«*1ym.).. 

incident Pile 

(includes on-line information for crin»es 
against persons and property* including non
criminal events handled by police). 

Juvenile File 

<Includes on-line case files for juvenile 
offenders araested for criminal activities). 
Parsons Film 

(Include* on-line information for persons/or
ganizations associated with incident and 
5p ial r op ») . 

Precious Metals/Pawn Pile 
(Includes on-line information for precious 
metals/pawned items bought/sold by scalers), 

Retain on-line until 
offender becomes 75 year; 
old. Convert to COM tape 
when offender has not 
been arrested within 10 
years. Retain COM record 
until offender reaches 
age 75, then destroy. 

Retain on-line for 60 day4 
convert to COM tape for 
25 years retention, then 
destroy. 

Retain on-line for 2 yeai 
Convert to COM tape for 
23 years retention, then 
destroy. 

Retain on-line for 2 yrs. 
Convert to COM tape for 
6 years retention, then 
destroy. 
Retain on-line for 2 yeai 
Convert to COM tape foi 
23 years retention, then 
destroy. 

Retain on-line until off
ender becomes 21 years ol< 
Convert to COM tape for 9 
years retention, than das 
troy. 

Retain on-line for 2 yrs. 
Convert to COM tape for 
23 years retention, tjien 
destroy. 

Retain on-line for 1 yr. 
Convert to COM tape for 5 
years retention, than de
stroy. 
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Property Filti 
(Includes on-line information for recovered/ 
lost/found property)• 

Retain on-line for 2 yrs. 
Convert to COM tape for 
23 years retention, then 
destroy. 

(includes on-line information for stolen/re
covered/ impounded/other motor vehicles). 

(Includes on-line victim/offender information 
collected for the National Uniform CaMsse Re-

nting program,. 

Retain on-line for 2 yrs. 
Convert to COM tape^W 11 
years retention, then 
daatroy. 
Retain on-line for 2 yrs. 

years retention, than, 
destroy. 

RAFIS Records 

(Includes computerized fingarpriafs for missim 
children, criminal identification, employment, 
and licensigii purposes). 

i Missing Children Prints 
(Includes computerized fingerprints for mlssin 
children ) . 

Retain on-line for 7 yrs, 
then delete. 

Ten-Fingerprints (Sworn) Retain on-line until em
ployee separation, then 
delete. 

Teh-rangerprints (Adult) 
(Includes computerized fingerprints for adult 
criminal offenders)* 

Retain on-line until 
offender becomes 61 yrs. 
old, then delete. 

Tan-Fingerprints (Juvenile) Retain on-line until 
offender becomes 21 yrs. 
odd, then delete. 

Adult Fingerprints (Other LEA) 
(Includes computerized adult fingerprints co

llected from non-affiliated local, state* and 
federsl law enforcement agencies,. 

Retain on-line until 
offender becomes 61 yrs. 
old, than delate. 

• Juvenile Fingerprints (Other LEA) 

(Includes computerized juvenile fingerprints 
collected from non-affiliated local, state, 
and federal law enforcement agendas)* 

Retain on-line until 
offender becomes 21 yrs. 
old, then delete. 

PS - 842 
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IDENTIFICATION RECORDS 

(Include® flngerprints/latent prince for miss
ing children, criminal identification, employ
ment, and licensing purposes). 

Criminal Photographs 

(Includes positives and negatives for adult 
criminal identifications),\ 

mNsgativefi (Adults) Retain most recent/last 
taken photo (negative un
til offender becomes 75 
years old. Destroy dupli
cate photo/negative after 
threw yeatB. 

Positives (Adults) Same as Item 401A above. 

I 
Photo Information Sheets 

Criminal Photographs 

(Includes positives and negatives for juvenile 
criminal identifications). 

• 
Same as Item 401A above. 

Negatives *' •• Retain until offer, ar be-
uosives 21 years old. then, 
destroy. 

Positives Barae as item 402A above 

Photo Information Sheets Same as item 402A above. 

Criminal Prints 

(Includes fingerprints for adult and juvenile 
criminal identifications). 

» 

Adult Prints tetain 1 MASTER finger
print card until offender 
becomes 75 years old. 
Ucrofilm additional printi 
)estroy hardcopy prints 
ifter film inspection. Keej 
Dicrofilmed prints until 
>ffender becomes 75 years 
>ld, then destroy. 

8/75 
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jtrvaaila 

identified. Prints 
ludea fingerprints for identified deed 
endars). 

Non-identified Prints 
(Includes fingerprints for non-identified 
ussd offenders). 

latent Prints 

(Includes latent prints collected from crime 
scenes for suspect identifications). 

Latent Prints (Identified) 

(Includes latent prints collected from crime 
ssenes with positive suspect identifications). 

Latent Prints N/0 Values 
(Includes latent prints collected from crime 
scenes without identification values}. 
Latent Prints 
(Includes latent prints collected from homicide 
rape, robbery, and kidnapping cases without pos 
itive suspect identifications). 

Non-Criminal Prints 

(Includes fingerprints for employment and 
1loanslng purposes). 

Civilian Employees ' 
(Includes fingerprints for agendy employees en-
gamed In police support operations). 

Fortune Tellers 
(Includes fingerprints for licensed persons en
gaged in fortune telling activities). 

Hackers/Taxi Drivers j 

(Includes fingerprints for licensed persons en
gaged In pafefettnger carrying motor vehicles). 

Retain until offender be
comes 25 years old, then 
destroy. 

Cutoff at end of calendar 
year. Retain for 10 years. 
Microfilm hardcopy. De
stroy hardcopy after film 
inspection. 
Cutoff at end of calendar 
year. Retain for 25 years* 
then destroy. 

Cutoff at end of calendai 
year. Retain for 10 yean 
then destroy. 

Cutoff at end of calendar 
year, detain for 2 years, 
than destroy. 

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

Retain until employee 
termination, then destroy 

Cutoff at and of calendar 
year. Destroy 1 year afte 
last printing. 

Cutoff at end of calendar 
year. Destroy 1 ysar afte 
last printing. 
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Masseurs/Masseuses 
(includes fingerprints for licensed massage es
tablishment personnel)* 

Minting Children 

(Includes fingerprints for missing children). 

Studio Models 
(Includes fingerprints for licensed commereeal 
model studio personnel). 
Sworn Employees 
(Includes fingerprints for agency sworn person
nel engaged in law enforcement operations). 

Mon-Affiliated LEA Printa 

(Includes adult/juvenile offender fingerprints/ 
latent* collected from non-affiliated local* 
state, and federal law enforcement agencies). 

Adult Fingerprint* 

Juvenile Fingerprints 

Latent Prints (Identified) 

Latent Ca&e Recorda 
(Includes latent cases received by RAPIS SECTH 

Cutoff at end of calendar 
year. Destroy 1 year af
t e r last printing. 

Cutoff at end of calendar 
year. Retain for 7 years, 
then destroy. 

Cutoff at end of calendar! 
year. Destroy 1 year af
ter last printing. 

Retain until employee 
termination, then destroy] 

Retain 1 MASTER finger
print card until offender 
becomes 61 years old. Re
turn duplicate prints to 
originating agency for 
disposal. 

Retain until offender be 
comes ID years old. Re
turn to orginating agenc 
for disposal. 

Return latents to origins 
ting agency for disposal. 

Cutoff at end of calendai 
year. Retain for 73 yrs. 
Microfilm hardcopy. Des
troy hardcopy after film 
inspection. 
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||§rra5poiidence (uencral) 

(Includes Internal/external correspynuence for personr 
mann'waent operations.) 

a11/Hreonael f^eports 

(Includes corresnondance/OGrsowiel reports/time recorc 
fop payroll preparation.) 

Doctors* Certificates 

(Includes corruspondence/tiedlcal certificates for 
employee temporary dlsaol Mt1*s.) 

Hlrinn Records 

(Includes records for employee hi rings and releases.) 

Injury Records 

(Includes employee on-site temporary Injury record.) 

Leave Request cords 

(Induces requests for authorlzed/non-authoHzed 
leave records.) 

Police leave Balance Re corns 

(Includes b1-«eek1y employee leave balance records.) 

polio: s&coaos 
Arrest Number Records 

(Includes dally transaction snoots for arrest/ 
Identification eusbar issuances.) 

Arrest Cass Records 

(Includes adult offender case fi les for crladnal 
activities.) 

Cutoff at end of c* 
Retain for 2 years, 
destroy. 

Cutoff at end of calendar year, 
detain for I years, then 
destroy. 

Cutoff at end of calendar year. 
Retain for 2 years, then 
dt?stroy. 

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

Cutoff at enu of calendar y«ar. 
Retain for 2 years, then 
destroy. 

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

..i.to : ' : i t efts' of c*lciu 
Retain for I year, the* 
destroy. 

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

Attain until offender become) 
76 years old. Microfilm nan 
copy after film Inspection, 
lies troy deceased records aft* 
death confirmation. 

8/75 
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Data Dlssewrf nation Records 
(Includes adult* juvenile* Incident, photo, print, am 
FBI rap sheet Information dissemination records.) 

Arrest Reports/Dlspo$1t1 ions 

Adult Rfn Searches 

Incident Disseminations 

(Includes microfilm look-up Incident disci ostites.} 

Juvenile Disseminations 

(Includes juvenile reports, photo, and print 
disclosures.) 

* no to/Print/FBI Rap Sheet* 

(Includes adult photo, print, and FSI rap sheet 
disseminations.) 

Kxpungerwnt records 
(Includes adult/juvenile offender records expunged by 
court orders/waiver hearings.) 

Adult Expungements 

Juvenile fxpunyewtnts 

Firearms Records 

(Includes searches for 1) 

Incident Rtcords 

egal firearms.) 

(Includes crimes against parsons and property, and 
other related reports.) 

Juvenile Case Records 

(Includes juvenile offender case fi les for criminal 
activities.) 

Cutoff at end of calendar y 
Retain for 3 years, then 
se stray. 

Stvsa as Item 603A above. 

Sane as Item 603A above. 

Um as It:.; -'.jSA above. 

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

Sane as Item 604A above. 

Cutoff at end of caleteer year. 
ReUln for 2 years, then des
troy. 

Mcrofllw DArdetpy. Destroy 
hardcopy after f l l n Inspection. 
Retain microfilm cartridge for 
2b years, then destroy. 

Retain until offender becomes 
Z$ years old. then destroy. 
For non-case f l i t s , microfilm 
hardcopy. Destroy cartridge 
at end of 10th year. 

P S " 942 
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Pawnorokar Records Cutoff at end of calendar 
(Includes seller/buyer records for personal 
property loaned/pawned to licensed dealers). 

Photographic Negatives 
(Includes photo negatives collected from crime 
scenes/incidents). 

year. Retain for 5 years, 
then destroy. See item 
308 above. 
Cutoff at end of calendar 
year. Retain for 25 years* 
then destroy. 

Property Inventory Records 

(Includes property Inventory records for stolen 
recovered, confiscated* lost, or found property) 

White copies Microfilm hardcopy. Destrc 
hardcopy after film lnspec 
tion. Retain microfilm 
cartridge for 23 years. 

i 
Canary Copies Cutoff at end of calendar 

year. Retain for 3 years, 
then destroy. 

Ye H o w Copies See Item * 61GB. 

Side-Along Records Cutoff at end of calendar 
(Includes rta]£-along records for lew enforce* 
went, applicants). 

year. Retain for 2 years, 
then destroy. 

Cutoff at end of calendar 
(Includes records for crime preventions). year. Retain for 10 years* 

then destroy. 

PRINTOUT RECORM 

(Includes repjNPto/other machine readable re
cords processed by data processing systems/ 
computers). 

Bicycle Registration© Destroy when superseded or 
obsolete. 

Citation Dispositions Destroy when superseded or 
obsolete. 

i Dispatch Records 

(Includes computer generated data handled by 
communications and alield operations personnel). 

Microfilm hardcopy. De
stroy hardcopy af#er film 
inspection. Retain micro-
4ilm cartridge for 25 yrs. 
then destroy. 

PS — 942 
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swn Report* 

JtCORDS 

Destroy when superseded or 
obsolete. 

Destroy when superseded or 
taboolete. 

'acortis for motor vehicle violations) 

Negatives 

liforw Complalnta/CittVtions (C2 copies' 

Cutoff at ei 
{year. Petal! 
mum destroy 

calendar 
5 years, 

af calen-

a * 

1 Sheets 

X 

2 yej 

Cd-te 
3 

:utoff at end of calendar 

utoff at an.*, of calendai 
ear. Retain for 2 years, 
isn destroy. 

PS — 942 
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