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SECTION SIX  
PUBLIC RECORDS
It is the policy of the Tuscarawas County Sheriff’s Office (T.C.S.O.) to strictly adhere to Ohio’s Public Records Act. 
6.1 Definition of a Public Record
T.C.S.O. in accordance with the Ohio Revised Code, defines records as including the following: any document – paper, electronic (including, but not limited to, e-mail), or other format – that is created or received by, or comes under the jurisdiction of a public office that documents the organization, functions, policies, decisions, procedures, operations or other activities of the office.  All records of T.C.S.O. are public unless they are specifically exempt from disclosure by federal or state law.
6.2 Request of Public Records
Although no specific language is required to make a request, the requester must at least identify the records requested with sufficient clarity to allow the public office to identify, retrieve and review the records. If it is not clear what records are being sought, the responsible employee must contact the requester for clarification and should assist the requestor in revising the request by informing the requestor of the manner in which the office keeps its records.

The requestor does not have to put a records request in writing and does not have to provide his or her identity or the intended use of the requested public record.  It is T.C.S.O.’s general policy that this information is not to be requested. 

6.3 Availability of Public Records
Public records are to be available for inspection during regular business hours (Monday-Friday, 
8:00 am-4:30 pm), with the exception of published holidays. Public records must be made available for inspection promptly.  Copies of public records must be made available within a reasonable period of time. “Prompt” and “reasonable” take into account the volume of records requested; the proximity of the location where the records are stored; and the necessity for any legal review of the records requested.

6.4 Process for Releasing Public Records

Each request should be evaluated for an estimated length of time required to gather the records. Routine requests for records should be satisfied immediately if feasible to do so.  If fewer than twenty (20) pages of copies are requested or if the records are readily available in an electronic format that can be e-mailed or downloaded easily, these should be made as quickly as the equipment allows.  [If more copies are requested, an appointment should be made with the requester on when the copies or computer files can be picked up.]
It is the goal of our office that all requests for public records shall be acknowledged in writing, or, if possible, satisfied by within three (3) business days (Monday-Friday excluding weekends and published holidays) following the office’s receipt of the request.  
If a request is deemed significantly beyond “routine”, such as seeking a voluminous number of copies or requiring extensive research, the acknowledgement must include the following:

A. 
An estimated number of business days it will take to satisfy the request.

B.
An estimated cost if copies are requested.

C. 
Any items within the request that may be exempt from disclosure.
Any denial of public records requested must include an explanation including its legal authority. If portions of a record are public and portions are exempt, the exempt portions are to be redacted and the rest released. If there are redactions, each redaction must be accompanied by a supporting explanation including its legal authority.  
All public records requests that are not fulfilled at the time they are made shall be denoted on a log maintained by the records custodian (Fiscal/HR Officer).  The log shall include the following: date of request; name of person or entity making the request (if provided); type of records requested; date of release; legal authority for any redactions/withholdings; and name of person fulfilling the request.
6.5 Costs of Releasing Public Documents


Those seeking public records will be charged only the actual cost of making copies.

A. 
First twenty (20) pages of a copy request will be provided within a reasonable period of time free of charge.

B. 
Any additional copies beyond the first twenty (20) pages as stated above will be provided within a reasonable period of time at five (5) cents per sheet.


C.
Personal copies cost five (5) cents per sheet.

D.
There is no charge for documents e-mailed or faxed.
E.
Downloaded computer files including recordings and digital photos to a compact disc will be free of charge limited to one (1) compact disc per month. 
F.
Any additional copies of downloaded computer files including recordings and digital photos to a compact disc beyond one (1) compact disc per month will be $1.00 per disc.   

G.
Reproduced digital photos will be reimbursed at actual cost. 
H.
Public records in any type of medium (i.e. paper, digital photo, etc...) will be provided to other governmental agencies (including law enforcement, fire and EMS) free of charge. 
 I. 
Requesters may ask that documents be mailed to them. They may be charged the actual cost of the postage and mailing supplies.

6.6 Maintenance of Public Records

A. The following reports will be maintained in the public records section (occupied by the Records Clerk) of T.C.S.O: traffic crash reports, call records/incident reports/case reports and list of sex offenders.
B. Other public records including photographs will be maintained by the responsible employees according to public records law and according to T.C.S.O.’s approved records retention schedule (Addendum I).
C. While an overwhelming majority of the documentation produced by T.C.S.O. is considered public record, federal law and state law defined by the Ohio Revised Code state which records are not subject to public disclosure.  Also, records involving concealed carry weapons are to remain confidential with very limited exceptions (refer to Ohio Revised Code).
D. Original copies of public documents shall not be given to the public except: by court order, by an investigator or by the Sheriff or his designee.
E. Should a file need to be removed from public records section, a records control card will be placed in the file’s space indicating officer’s name, date of removal, case or report number of file and the reason for removal.
F. A person who is incarcerated pursuant to a criminal conviction or a juvenile adjudication is not permitted to inspect or receive copies of any public record concerning a criminal investigation or prosecution or concerning what would be a criminal investigation or prosecution if the subject of the investigation or prosecution were an adult unless the request to inspect or obtain a copy of the public record is for the purpose of acquiring information that is subject to release as a public record under the Ohio Revised Code and the judge who imposed the sentence or made the adjudication with respect to the person, or the judge’s successor in office, finds that the information sought in the public record is necessary to support what appears to be a justifiable claim to the person.

G. If a citizen requests more than ten (10) public records in a month, the citizen shall submit a written letter to the Sheriff that she/he does not intend to use or forward this information for commercial purposes.  Otherwise, that citizen will be limited to ten (10) public records requests per month.  

H. As defined by the Ohio Revised Code, employees’ addresses, familial information and social security numbers will be redacted.  Section 2.8 of T.C.S.O.’s Personnel Policies Manual and the Ohio Revised Code shall be followed when releasing employment/payroll records.
I. Any disposal of records shall be done in accordance with T.C.S.O.’s approved records retention schedule and in accordance with the Ohio Historical Society’s approved records disposal process including use of its applicable approved forms (RC-1, RC-2 and RC-3).
6.7  Media Relations Regarding Public Records

Call records are readily available to the media for review via T.C.S.O.’s website. Press releases are made available to the media via fax, email, website, or at T.C.S.O.  The records involving concealed carry weapons can only be made available pursuant to the Ohio Revised Code.  If the media requests a public record, this policy shall apply. 
6.8  E-Mails as Public Records
Records in the form of e-mail, text messaging and instant messaging including those sent and received via a hand-held communications device are to be treated in the same fashion as records in other formats such as paper.  Public records transmitted to or from private accounts or personal devices are subject to disclosure.  All employees are required to retain their e-emails records and other electronic records in accordance with T.C.S.O.’s approved records retention schedule. 
 6.9 Failure to Respond to a Public Records Request

T.C.S.O. recognizes the legal and non-legal consequences of failure to properly respond to a public records request.  In addition to the distrust in government that failure to comply may cause, failure to comply with a request may result in a court order and may result in statutory damages as defined by the Ohio Revised Code.    
6.10 Availability of Public Records Policy including Records Retention Schedules
T.C.S.O.’s Public Records Policy is available via hard copy in the public records section occupied by the Records Clerk.  This policy is available in Personnel Policies Manual folder (on the computer) and can be accessed by all employees.  Applicable staff is notified of any updates via email.  Staff that handles public records with regularity has received a copy of this policy via email and has acknowledged receipt.  
This policy is posted on our website for public access and includes a copy our master records retention schedule (Addendum I).  Approved individual records retention schedules are on file with records custodian (Fiscal/HR Officer).  Poster is displayed in lobby to inform the public about our Public Records Policy.  A copy of our policy in paper or electronic format is free of charge. 
6.11 General Exemptions from Public Records Law

The public shall be referred to the applicable federal law or the applicable section of the Ohio Revised Code regarding general exemptions from disclosure.  
6.12 Required Training by the Public Records Law 
The Public Records Law requires that all elected officials or their designees attend three (3) hours of approved training every term of office.  
ADDENDUM I
	Schedule Number
	Record Title
	Retention Period
	Media Type

	
	
	
	

	10-01
	Accident Reports – Original report handled by Sheriff’s Office
	Three years
	Paper

	10-02 E
	Accident Reports – Original report handled by Sheriff’s Office
	Three years
	Computer Server

	10-03
	Accident Reports – Copies of fatality reports handled by OSP
	Three years
	Paper

	10-04
	Accident Report Logs
	Three years
	Paper

	10-05 E
	Accident Report Logs
	Three years
	Computer Server

	10-06 E
	Audio
	Until converted to DVD/CD, two years unless it has legal value, then seven years. 
	Computer HD to DVD/CD

	10-07
	Case Reports – investigation reports, interviews, field notes and other supporting documentation
	Twenty-five years
	Paper

	10-08 E
	Cameras in Cruisers
	Two years unless deemed of legal value then seven years.
	Computer DVR

	10-09 E
	Cameras in Cruisers
	Two year unless deemed of legal value, then seven years.
	VHS

	10-10 
	Complaint Reports (a.k.a Incident Reports/Offense Reports)
	Five years
	Paper

	10-11 E
	Complaint Reports (a.k.a Incident Reports/Offense Reports) - Ohio Incident Based Reporting System (OIBRS) 
	Five years
	Computer Server

	10-12
	Concealed Carry License Documentation
	With exception of application, all supporting documentation destroyed within 20 days of issuance of license or until conclusion of appeals process.
	Paper

	10-13 E
	Digital Photos
	Two years unless deemed of legal value then seven years.
	Computer Server

	10-14 E
	Digital Videos with Audio
	Until converted to DVD/CD, two years unless it has legal value, then seven years. 
	Computer HD to DVD/CD

	10-15 E
	Videos
	Two years unless deemed of legal value, then seven years.
	Tape

	10-16
	Homicide Case Reports
	Permanent
	Paper

	10-17
	Sex Offender Registration Files (copy of Court Order, copy of registration (BCII has original) and original copy of signed receipt stating offender registered)
	Five years after no longer required to register as sex offender
	Paper

	10-18
	Traffic Citations - Copies (Courts and Citizens have original copies)
	Five years
	Paper

	10-19
	Unclaimed/Abandoned Junk Vehicle Reports including affidavits
	Three years
	Paper

	10-20
	Repossession Logs
	Three years
	Paper

	10-21 E
	Repossession Logs
	Three years
	Computer Server

	10-22
	Reserve/Special/Mounted (Members) Files
	Seven years after no longer a member of the Reserve Division
	Paper

	10-23
	Reserve Division Financial Records (including ledger, tax forms, receipts, detail sheets, invoices, cancelled checks and bank statements)
	Seven years
	Paper

	10-24 E
	Reserve Division Financial Records ( ledger, tax forms, receipts, detail sheets, invoices, cancelled checks and bank statements)
	Seven years
	Computer Server Offsite

	10-25
	Inmate Files (Booking Information, Photo, Fingerprints, Arraignment, Release Information and Property Receipt) – Information includes Criminal History Files with Index
	Permanent
	Paper

	10-26 E
	Inmate Files (Booking Information, Photo, Fingerprints, Arraignment, Release Information and Property Receipt)
	Ten years
	Computer Server

	10-27
	Inmate Medical Files (Screening, Medical Information including dental and mental, Doctor’s Orders, Test Orders/Results, Hospital Information, Prescribed Medications/Over-the-Counter Medications, Co-Pays and Requests/Kites)
	Six years
	Paper

	10-28 E
	Inmate Electronic Medical Records (EMR) (Screening, Medical Information including dental and mental, Doctor’s Orders, Test Orders/Results, Hospital Information, Prescribed Medications/Over-the-Counter Medications, Co-Pays and Requests/Kites) 
	Six years
	Computer Server

	10-29
	Inmate Trust Fund Account (monies provided by inmates) including receipts, ledgers, registers, bank statements, other supporting documentation along with medical co-pay documentation
	Three years
	Paper

	10-30 E
	Inmate Trust Fund Account (monies provided by inmates) including receipts, ledgers, registers, bank statements, other supporting documentation along with medical co-pay documentation
	Three years
	Computer Server

	10-31
	Jail Agreements with Cities/Villages
	Three years
	Paper

	10-32 E
	Jail Agreements with Cities/ Villages
	Three years
	Computer Server

	10-33
	Jail Agreement Invoices – including receipts, registers, ledgers and other supporting documentation
	Three years
	Paper

	10-34 E
	Jail Agreement Invoices – including receipts, registers, ledgers and other supporting documentation
	Three years
	Computer Server

	10-35
	Jail Alcohol/Drug Addiction Group/Attendance Logs/Inmates
	Six years
	Paper

	10-36 E
	Jail Alcohol Drug Addiction Group Attendance Logs/Inmates
	Six years
	Computer Server

	10-37
	Jail Attorney’s Inmate Registers
	Two years
	Paper

	10-38 E
	Jail Attorney’s Inmate Registers
	Two years
	Computer Server

	10-39
	Jail Clergy Inmate Registers
	Two years
	Paper

	10-40 E
	Jail Clergy Inmate Registers
	Two years
	Computer Server

	10-41
	Jail Commissary Records (monies used to purchase items for Commissary) including receipts, ledgers, bank statements and other supporting documentation
	Three years
	Paper

	10-42 E
	Jail Commissary Records (monies used to purchase items for Commissary) including receipts, ledgers, bank statements and other supporting documentation
	Three years
	Computer Server

	10-43
	Jail Daily Inmate Co-Pay Logs
	Six years
	Paper

	10-44 E
	Jail Daily Inmate Co-Pay Logs
	Six years
	Computer Server

	10-45
	Jail Daily Logs From All Posts (including Sergeants)
	Five years
	Paper

	10-46 E
	Jail Daily Logs From All Posts (including Sergeants)

	Five years
	Computer Server

	10-47
	Jail Expungement Files (Note: Refer to 2953.32(F) of Ohio Revised Code regarding “sealed” records.)
	Upon receipt of Expungement Order from a Court 
	Paper

	10-48 E
	Jail Expungement Files
	Upon receipt of Expungement Order from a Court
	Computer Server

	10-49
	Jail Kitchen Menus
	Three years
	Paper

	10-50 E
	Jail Kitchen Menus
	Three years
	Computer Server

	10-51
	Jail Meal Tickets with Ledgers
	Three years
	Paper

	10-52 E
	Jail Meal Tickets with Ledgers
	Three years
	Computer Server

	10-53
	Jail Medical Book-In Logs
	Six years
	Paper

	10-54 E
	Jail Medical Book-In Logs
	Six years
	Computer Server

	10-55
	Jail Medical Day Planners (includes dentist appointments, mental health appointments and hospital transports of inmates)
	Six years
	Paper

	10-56 E
	Jail Medical Day Planners (includes dentist appointments, mental health appointments and hospital transports of inmates)
	Six years
	Computer Server

	10-57
	Jail Mental Health Logs/Reports
	Six years
	Paper

	10-58 E
	Jail Mental Health Logs/Reports
	Six years
	Computer Server

	10-59
	Jail Over the Counter (OTC) Medication Logs 
	Six years
	Paper

	10-60 E
	Jail Over the Counter (OTC) Medication Logs 
	Six years
	Computer Server

	10-61
	Jail Registers
	Permanent
	Paper

	10-62
	Jail Reports
	Five years
	Paper

	10-63 E
	Jail Reports
	Five years
	Computer Server

	10-64
	Jail Sick Call Logs/Inmates
	Six years
	Paper

	10-65 E
	Jail Sick Call Logs/Inmates
	Six years
	Computer Server

	10-66
	Jail Transportation Reports (includes number of prisoners transported and miles transported)
	Five years
	Paper

	10-67 E
	Jail Transportation Reports (includes number of prisoners transported and miles transported)
	Five years
	Computer Server

	10-68
	Jail Video Arraignment Logs
	Five years
	Paper

	10-69 E
	Jail Video Arraignment Logs
	Five years
	Computer Server

	10-70
	Jail Visitation Logs
	Two years
	Paper

	10-71 E
	Jail Visitation Logs
	Two years
	Computer Server

	10-72
	28 Day Logs/Time Cards
	Three years
	Paper

	10-73 E
	28 Day Logs/Time Cards
	Three years
	Computer Server

	10-74
	Cash Ledgers (including Petty, TOP and CCW)
	Three years
	Paper

	10-75 E
	Cash Ledgers (including Petty, TOP and CCW)
	Three years
	Computer Server

	10-76 E
	Civil Information Management System (CIMS) - Compensated Balances of Employees (ledger) – see Employees Files (10-120) for a paper  copy of compensated balance information
	Three years after employee’s departure date
	Computer Server

	10-77 E
	CIMS – including Sheriff’s Sales orders (including cash book), executions, writs, summons, subpoenas, mileage and fees – See 10-99 and 10-100
	Seven years
	Computer

Server

	10-78
	Financial documents including budgets, notes, spread sheets and ledgers
	Three years
	Paper

	10-79 E
	Financial documents including budgets, notes, spread sheets and ledgers
	Three years
	Computer Server

	10-80
	Furtherance of Justice Reports (FOJ) – including documentation, registers and bank statements

	Three years
	Paper

	10-81 E
	Furtherance of Justice Reports (FOJ) – including documentation, registers and bank statements
	Three years
	Computer Server

	10-82
	Grant Records and supporting documentation– Federal/State/Local/Private including Public Assistance Grant from FEMA/EMA
	Three years at conclusion of grant
	Paper

	10-83 E
	Grant Records – Federal/State/Local/Private including Public Assistance Grant from FEMA/EMA
	Three years at conclusion of grant
	Computer Server

	10-84
	Invoices (Office Operations and Special Details)
	Three years
	Paper

	10-85 E
	Invoices (Office Operations and Special Details)
	Three years
	Computer Server

	10-86
	Leave Balances including sick, vacation, personal day and compensatory time (separate from CIMS and kept by supervisor)
	Three years
	Paper

	10-87 E
	Leave Balances (in excel type format) including sick, vacation, personal day and compensatory time (separate from CIMS and kept by supervisor)
	Three years
	Computer Server

	10-88
	Leave Request Forms including sick, vacation, personal day, compensatory time and compensated balance ledger – see 10-76E regarding compensated balance ledger
	Three years
	Paper

	10-89 E
	Leave Request Forms including sick, vacation, personal day and compensatory time
	Three years
	Computer Server

	10-90 E
	List of Payments to Employees (i.e. longevity and clothing allowance) – original paper version on file with Auditor’s file 
	Three years
	Computer Server

	10-91
	Pay-Ins (including fees and unclaimed funds) into County Treasurer
	Three years
	Paper

	10-92 E
	Pay-Ins (including fees and unclaimed funds) into County Treasurer
	Three years
	Computer Server

	10-93
	Payroll OT, Details and OIC slips – original paper version of payroll on file with Auditor’s Office
	Three years
	Paper

	10-94 E
	Payroll – Amounts entered including OT, Details and OIC)
	Three years
	Computer Server

	10-95
	Purchase Orders including vouchers
	Three years
	Paper

	10-96 E
	Purchase Orders including vouchers
	Three years
	Computer Server

	10-97
	Receipts (Individual and  Books) – All receipts including items sold at auction or on GovDeals.com/other similar means
	Three years
	Paper

	10-98 E
	Receipts (Individual and  Books) – All receipts including items sold at auction or on GovDeals.com/other similar means
	Three years
	Computer Server

	10-99
	Records of Writs, Summons and Subpoenas – see 10-77E
	Seven years
	paper

	10-100
	Sheriff’s Sales (including orders, appraisements, advertisements, returns and fees)  - see 10-77E
	Five years
	paper

	10-101
	TOP Monthly Reports (including receipts)
	Three years
	Paper

	10-102 E
	TOP Monthly Reports
	Three years
	Computer Server

	10-103
	Training Records (including certificates, reports, firearms qualification and continuing education) – Copies of certificates placed in employees’ files as well
	Three years
	Paper

	10-104 E
	Training Records (including certificates, reports, firearms qualification and continuing education) – See employees’ files
	Three years
	Computer Server

	10-105
	Training Records Reports (including reports filed with OPOTA)
	Three years
	Paper

	10-106 E
	Training Records Reports (including reports filed with OPOTA)
	Three years
	Computer Server

	10-107
	Transfer of Funds
	Three years
	Paper

	10-108 E
	Transfer of Funds
	Three years
	Computer Server

	10-109
	Travel Records (including reports and receipts)
	Three years
	Paper

	10-110 E
	Travel Records (including reports and receipts)
	Three years
	Computer Server

	10-111
	Yearly Reports (including inventories, LESO, Sheriff’s Trust Fund and other required reports) – see 10-113 for exception
	Three years
	Paper

	10-112 E
	Yearly Reports (including inventories, LESO, Sheriff’s Trust Fund and other required reports) – see 10-114E for exception
	Three years
	Computer Server

	10-113
	Yearly Equitable Sharing Agreement and Certification Reports (U47 and U48 Funds)
	Five years
	Paper

	10-114 E
	Yearly Equitable Sharing Agreement and Certification Reports (U47 and U48 Funds)
	Five years
	Computer Server

	10-115 
	Daily and Weekly Logs/Reports - (Other than jail daily logs) – including courthouse security 
	Two years
	Paper

	10-116 E
	Daily and Weekly Logs/Reports - (Other than jail daily logs)
	Two years
	Computer Server

	10-117
	Employee Applications (including resumes) for Office and Reserves (not hired)
	Two years
	Paper

	10-118 E
	Employee Applications (including resumes) for Office and Reserves (not hired)
	Two years
	Computer Server

	10-119
	Employee Desk Calendars
	Two months after end of calendar year
	Paper

	10-120
	Employee Files (including compensated balance information for current and previous year)
	Until deceased
	Paper

	10-121 E
	Employee Personnel/SOP Manuals (including public records policy with list of records retention items)
	Until replaced by updated version
	Computer Server

	10-122
	Employee Rosters
	Until next revision
	Paper

	10-123 E
	Employee Rosters
	Until next revision
	Computer Server

	10-124
	Employee Schedules
	Three years
	Paper

	10-125 E
	Employee Schedules
	Three years
	Computer Server

	10-126
	Employee Screening/Testing (a.k.a. Applicant Testing)
	Two years
	Paper

	10-127 E
	Employee Screening/Testing (a.k.a. Applicant Testing)
	Two years
	Computer Server

	10-128
	Employee Seniority Lists
	Until next revision
	Paper

	10-129 E
	Employee Seniority Lists
	Until next revision
	Computer Server

	10-130
	Employee Union Contracts
	Three years
	Paper

	10-131 E
	Employee Union Contracts
	Three years
	Computer Server

	10-132
	General Correspondence
	Two years
	Paper

	10-133 E
	General Correspondence
	Two years
	Computer Server

	10-134
	General Memorandums
	Two years
	Paper

	10-135 E
	General Memorandums
	Two years
	Computer Server

	10-136 E
	911 Calls
	Two years
	Computer Server


	10-137 E
	911 Back Up Telephone Database
	Weekly
	Computer Server

	10-138 E
	Computer Aided Dispatch (CAD)
	Two years from last date of call
	Computer Server

	10-139
	Protection Orders – original on file with Clerk
	Until expired (active protection orders are kept)
	Paper

	10-140
	Protection Orders – envelopes
	Until expired
	Paper

	10-141 E
	Radio Traffic
	Two years
	Computer Server

	10-142 E
	Sheriff’s Office/Inmate calls
	Two years
	Computer Server

	10-143 
	Teletype/LEADS Record Printouts/Messages (Exempt as public record)
	No longer of administrative value. 
	Paper

	10-144 E
	Teletype/LEADS Record Printouts/Messages (Exempt as public record)
	No longer of administrative value unless deemed to have legal value, then seven years. 
	Mobile Data Terminals (currently housed offsite by vendor, who has a records retention schedule

	10-145
	Warrants – original on file with Clerk
	Until expired (active warrants are kept)
	Paper

	10-146
	Warrants - envelopes
	Until expired
	Paper

	10-147 E
	Camera Security System
	45 days from the recording date unless it is deemed to have legal value or if use of force was applied in which employee/inmate was possibly injured then two years.
	Computer Server

	10-148 E
	Camera Security System
	Until converted to DVD, then two years
	VHS

	10-149 E
	Computer Files of Administrative Value
	One year
	Computer Server

	10-150 E
	Computer Files of Legal Value
	Two years
	Computer Server

	10-151 E
	Computer Files of Fiscal Value
	Three years
	Computer Server

	10-152 E
	Daily Backups of 911 CAD, JAMIN (Inmate Records), OIBRS (Complaint Reports a.k.a Incident Reports/Offense Reports) and CIMS
	Every five weeks
	Tape and Secondary Server

	10-153 
	Copies of E-Mails with Administrative Value
	One year
	Paper



	10-154 E
	E-Mails with Administrative Value
	One year
	Computer Server



	10-155 
	Copies of E-mails with Legal Value
	Two years
	Paper

	10-156 E
	E-mails with Legal Value
	Two years
	Computer Server

	10-157 
	Copies of E-mails with Fiscal Value
	Three years
	Paper

	10-158 E
	E-mails with Fiscal Value
	Three years
	Computer Server

	10-159 E
	Instant Messages (including texts, photos, video and audio)
	Two years unless deemed of legal value, then seven years.
	Mobile Data Terminals (currently housed offsite by Armada, who has a records retention schedule

	10-160 E
	Cell Phone Text Messages
	Until no longer of administrative value
	Cell Phone

	10-161 E
	Computer Files that are transient and no longer have administrative value
	Until no longer has administrative value
	Computer Server

	10-162 E
	Email Messages – Junk/Spam
	Can be deleted immediately
	Computer Server

	10-163 E
	Email Messages (Transient)
	Until no longer has administrative value
	Computer Server

	10-164
	Copies (including copies of Grand Jury Reports) 
	Until no longer has administrative value
	Paper

	10-165
	Draft documents
	Until final product issued
	Paper

	10-166
	Meeting Notices
	Until no longer has administrative value
	Paper

	10-167 E
	Meeting Notices
	Until no longer has administrative value
	Computer Server

	10-168
	Miscellaneous Contracts (including details, maintenance, etc…)
	Three years from date signed
	Paper

	10-169
	Miscellaneous Logs (i.e. razor logs, telephone logs, tow logs, etc….)
	Three years
	Paper

	10-170
	OHSA/BWC Reports (see Employee Files 10-120 regarding specific claims)
	Three years
	Paper

	10-171 E
	OSHA/BWC Reports
	Three years
	Computer Server

	10-172
	Photos (including digital, polaroid, etc…)
	Two years unless deemed of legal value, then seven years.
	Paper

	10-173
	Post-Its with transient information
	Until no longer has administrative value
	Paper

	10-174
	Records Retention Schedules (including disposal requests) – see 121E
	Permanent 
	Paper

	10-175
	Telephone Messages
	Until no longer has administrative value
	Paper

	10-176
	Unsolicited Faxes
	Immediately
	Paper

	10-177
	Unsolicited Mail
	Until no longer has administrative value
	Paper

	10-178
	Voicemail 
	Until no longer has administrative value
	Recorded

	10-179
	Agendas (including notes)
	Three years
	Paper

	10-180 E
	Agendas (including notes)
	Three years
	Computer Server

	10-181
	Badges/IDs/Commission Cards
	Until employee is retired , terminated or until superseded
	Plastic

	10-182
	Bids (Successful and Unsuccessful)
	Three years
	Paper

	11-01
	Claims and Litigations
	Seven years and after all appeals have been exhausted
	Paper

	10-183
	Compliance Records (including inspections, etc…)
	Five years
	Paper

	10-184
	Continuity of Operations Plans
	Until superseded
	Paper

	10-185 E
	Continuity of Operations Plans
	Until superseded
	Computer Server

	10-186
	Employee Disciplinary Actions (including all supporting documentation) – See Employee File
	Until employee is deceased
	Paper

	10-187
	Employee Job Descriptions – See Employee File
	Until superseded or position is abolished
	Paper

	10-188 E
	Employee Job Descriptions
	Until superseded or position is abolished
	Computer Server

	10-189
	Equipment Forms (i.e. requests, issuances, etc…)
	Three years
	Paper

	10-190 E
	Equipment Forms (i.e. requests, issuances, etc…)
	Three years
	Computer Server

	10-191
	File of Life Forms
	Until superseded or person is deceased
	Paper

	10-192
	Information Release Forms (i.e. personnel, medical, etc…) – See Employee File
	Until employee is deceased or  two years if person is not hired
	Paper

	10-193
	Labor Grievances (including all supporting documentation)
	Ten years
	Paper

	10-194
	List of Payments to Employees (i.e. longevity, etc…) – original paper version on file with Auditor’s file
	Three years
	Paper

	10-195
	Organizational Charts
	Until superseded
	Paper

	10-196 E
	Organizational Charts
	Until superseded
	Computer Server

	10-197
	Oaths (Employees, Reserves, Specials and Mounted)
	Until deceased
	Paper

	10-198
	Personnel-Related Complaints and Investigations (i.e. discriminatory harassment, response to resistance, EEO, etc…) – including all supporting documentation
	Seven years and until all appeals have been exhausted (If discipline results, copy to become part of employee file)
	Paper

	10-199
	Press Releases
	Three years
	Paper

	10-200 E
	Press Releases
	Three years
	Computer Server

	10-201
	Landmark Forms (1/1/2000-2/28/2010)
	Paper
	Computer Server

	10-202 E
	911 Calls (1/1/1999-12/31/2002)
	Tape
	Computer Server

	10-203 E
	911 Calls (1/1/2002-12/31/2004)
	CD
	Computer Server

	10-204 E
	Job Applications (1/1/1994-12/31/2005)
	Disc
	Computer Server

	10-205 E
	Financial Documents (1/1/1994-12/31/2005)
	Disc
	Computer Server

	10-206 E
	General Correspondence (1/1/1994-12/31/2005)
	Disc
	Computer Server

	10-207 E
	General Memorandums (1/1/1994-12/31/2005)
	Disc
	Computer Server

	10-208 E
	Grants (1/1/2001-12/31/2005)
	Disc
	Computer Server

	10-209 E
	Year End Reports (1/1/2001-12/31/2005)
	Disc
	Computer Server

	
	
	
	


Home Executions Docket, Foreign Executions Docket, Foreign Writs and Index to Home Executions Docket are part of CIMS software (10-77E) and daily back-up of CIMS (10-152E) serves as the ongoing permanent record.  Items 10-201 through 10-209 are listed on RC-1 for one-time disposal of obsolete records. 
Highlighted items are electronic records.
Disclaimer: Because public records laws are subject to change, our office will make all attempts to abide by current federal and state laws.  Nothing in this policy shall supersede or conflict with federal or state laws.  If applicable and appropriate, our office adheres to Sup. R. 44-47.  
Policy History: Public Records Policy was adopted September 14, 2007.  Policy was updated March 2009, July 2009, November of 2009, May 2010, November 2010, March 2011 and July 2011.  
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