Ohio History Connection .3
State Archives of Ohio N Page lﬂof 6
™ Local Government Records Program

800 E 17% Avenue

o H l o Columbus, Ohio 43211-2474
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H 'STo RY localrecs@ohichistory.org

CONNECTION  www.ohichistory.org/lgr

RECORDS RETENTION SCHEDULE (RC-2)- Part 1

See instructions before completing this form. Must be submitted with PART 2

Section A: Local Government Unit
City of Bellbrook Police Department

ti ) (Unif)
Douglas P. Dohesty Chiel of Police 08/0872018
{Date)

(Signature of Ra?éuﬁc Official) (Name) (Title)
\/

Section B: Records Commission

City of Bellbrook (937) 848-4666
(Telephone Number)
15 £ Franklin Street Bellbrook 45305 Greenc
(Address) (City) (Zip Code) {County)

To have this form retumed o the Records Commission electronically, include an email address:

m.dodd@cityofbellbrook.o

1 hereby certify that our records commission met in an open meeting, as required by Section 121.22 ORC, and approved the schedules listed on this
form and any continuation sheets, I further certify that our commission will make every effort 1o prevent these records series from being destroyed,
transferred, or otherwise disposed of in violation of these schedules and that no record will be knowingly disposed of which pertains to eny pending
legal case, claim, action or request. This action is reflocted in the minutes kept by this commission.

R AD . 89-27-20/8

Records Commission Cheir Signature Datc

Section C: Ohio History Connefuon - State Archives
Coo C. Alimco et Ruc. Archivist e

Signature Title Date

Wt Brevs Vo 01718

Signature Title Date

Please Nate: The State Archives retains RC-2 forms permanently. It is strongly recommended that the Records Commission retain a permanent
copy of this forms

SAO-/LGRP- RC-2 (Part 1 & 2), Revised January 2017
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Local Government Records Program

RECORDS RETENTION SCHEDULE (RC-2)- Part 1

See wmstructions before completing this form Must be submitted with PART 2

Section A: Local Government Unit

City of Bellbrook

Police Department

(Local Government Entity) (Unit)
Douglas P Doberty Chiet of Police OROK 3018

{Signature of Responsible Official) (Name) tTitle) (Date)
Section B: Records Commission
City of Belibrook (Y37} RAX-I006

{ Telephone Number)
15 k Franhlin Street Bellbraok 45305 Greene
{Address) (City) (Zip Code) (County)

To have this Tonn returned 1o the Records Commission electronically, include an email address:

m.doddia cityotbellbrook.org

{ hereby certity that our records commission met 10 an open meeling, as required by Scetion 121.22 ORC, and approy vd the schedules listed on this
form and any continuation sheets. 1 further centify that our commission will make every effort to prevent these records serics from being destroyed.
transferred. or otherwise disposed of in viekation of these schedules and that no record will be knowingly disposed of which pertains o any pending
Jepal case, claim, oetion or reguest This action s rellected in the minutes kept by this commission.

2 A

g-27-20/(8

Records Commission Chair Signature Date

Section C: Ohio History Connection - State Archives

Signature Title

Date

Section I»: Auditor of State

M

Signature Title

{
Date

Please Note:  The State Archives retains RC22 forms permanently, It is strongly recommended thar the Records Commission retain o permuanent

SAO- LGRP- RC-2 (Part 1 & 2). Revised January 2017

copy of this form



Section E: RECORDS RETENTION SCHEDULE (RC-2) - Part 2

See instructions hefore comploting this form.

~

\

Page 2 of.6 .

City ol Beltbrook

Police Depurtment

thacal Government Fanty ) {Unit)
Coom 2) | 3 (4) (5 (6)
| Schedule Record Title and Description Retention Media Type For use by RC-3
Number Period Auditor of Required
State or by
L _ B | LGRP __LGRP
PD-} Accident Files, Personnel Involved 3 years, Paper,
Records documentng u traflic accrdent on private provided no Eleetronic 0
property, public property, or roadway, involving u | claim pending
R City empluvee, o | o |
Pi-2 Accident Files, Property Damage or Bodily 3 vears Paper, J
[ Injury Electroaic |
Recards documenting o traffic accrdent on private \
praperty. public properiy, or rodadivay, where
dumages excecd 1O, or bodilv njurye ix
) sustetingd. I o
PB-3 Alcohof Breath Testing Records 3 vedrs Paper,
Records documenting the use of Brearh Tesung Electronic 0
Devier tintaxibvzert o extimure the blood wleohol
content from o breath sample., - N : - I LI
PD-4 Annual Repor(s Al 50 years, Paper,
Records containing mformation and staustics appraise for Electronic
ahuut depariment activity, including crime and historical value
Y accident statistios. conmunity programs, and
- persomnel traming attendunce records. A
Pp-5 Arrest Reports 8 years Paper,
Arrest report form that documents the offender's Electronic (]
identifiors, charges, and the circumstances leadiig
| | uptothe arrest. - 1
PD-6 Assignment Schedules, Sheeis 3 years Paper, p .
Rn'n’irl.\' documenting the signing-n, event l-fleii'tr(mic ~uditad me2 ngt tho yen i's
| assignments, and shiff assignments. | —— o ChLomuassish D}J_!’,lﬂ tatords
PD-7 Business Security Records, Data Sheets, Until Paper, 2108 £ P
Emergency Contact List superseded, Electronic ha JI{_‘ Pesn ;_"!“ cﬁ} 20 Ly e
. Self-cxplanatory. L review annually Avztitor of Sirtn 21 the
PH-8 Capital Purchase Files (Purchase in excess of 2 years, Paper, audii report ha: hoen
$1,000.00) provided Electronic et c el e i Efj v
Self-explanarory. audited B released purguani to
PD-9 Chitd Abuse Case Records 8 years after Paper, wec. 117.26 UR.C.
Self~explanatory. case is closed Electronic ]
PDR-10 Contract and Agreements 15 years alter Paper,
Self-explunatory. expiration or Electronic 0
[ . o termination | —
PD-11 Correspondence 5 years Paper,
Self-explunarory. Electronic [}
PD-12 Criminal Case Files — Misdemcanors and 8 years, Paper,
Felonies, Except Homicide provided no Electronic O
L Self~explanatory, - action pending |
PD-13 Electronic Mail (E-mail) Under ne longer | Paper,
Transient E-mail (limited administrative value of value, then Flectronic 0
| and tempaorary importance destroy
Sclf-explunasory
\ General E-mail (administrative, legal, and/or S years Puaper,
fiscal value greater than transient message Electronic
Self-explanatory.,
L |

SAOQ- LGRP- RC-2 (Part 1 & 2), Revised January 2017




Section E: RECORDS RETENTION SCHEDULE (RC-2) - Part 2

See instructions before completing this form.

Page 3 0of 6

N e
City of Bellbrook Police Departiment
{Local Gevernment Entity) (Unit)

m (2) ) @ 5 (6)
Schedule Record Title and Description Retention Media Type For use by RC-3
Number Period Auditor of Required

State or by
LGRFP LGRP
PD-14 Sealed Records per Court Order Seal all files, Paper,
Records documenting the arrvest and/or conviction | records and Electronic O
of @ person who petitions the Coirt and is granted | computer
by the Court und Order to Seal the vecord and alf references when
index references to the case and person. Sealed Sealing of
records are retained winil the normally scheduled Record Order
destruction, except any crimes of violence {are received from a
| kept). | Court —
PD-15 Fingerprints 50 years | Paper,
Records containing fingerprinis, and other Electronic O
personal identifiers of arrested individualy for
identification and apprehension of suspects in
criminal investigations. Juvenile fingerprints cards
are retaincd and destroved by the jurisdictional | A e L
Court. B | o R A SH (s 1) yi\ e
PD-16 Firearms Records and Inventories 3 years, Paper, ' f‘;’:"""’"’ TIEASERO By g 1ecord:
provided Electronic SAVE Deen u@ 3l by
audited Luditorafe SR the
PD-17 Fuel Usage Records 3 years Paper, . ,;; TR v fheF
Records documenting the monthly fuel usage and Flectronic ERELL S (ileTat sy a0 Boen
mileage for cach assigned department vehicle, Taiass el BUbIzny ‘o
PD-i8 Geaeral Orders, Directives, Policles, Rules, Entil . Paper, 5 SRLVILASUR.G.
Regulations or Procedures superseded, Electronic |
Selfiexplanatory. retain one copy
- until audited . o i
| PD-19 Grant Files / Records — Federal / State S years, Paper,
Self-explanatory. provided Electronic (W]
audited and
disputes
L ) B resolved I
PD-20 Homicide Reports & Fvidence (closed eases) 30 years after all | Paper, '
! Self-explanatory, appeals have Electronic O
' been exhausted
L |
| PD-21 ' Incident Reports 8 years Paper,
Records documenting complaints or other actions Electronic O
_ or incidents investigated by the departrmient. . B N N
PD-22 Internal Affair Investigations 4 years Paper,
Recards documenting founded and unfounded Electronic 0
| complaints received from the public or personnel
against sworn or civilian personnel, N
PD-23 Junk Vehicle Records 2 years after sale | Paper,
or disposition Electronic O

| transfer to the Tow Company.

Records documenting condition of impoinded
vehicles by the department that have gone

| unclaimed by the vehicle awner for a period

excecding 30 days. Doctments the ownership

SAO-/LGRP- RC-2 (Part | & 2), Revised January 2017
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Page 4 of 6.
—~, Section E: RECORDS RETENTION SCHEDULE (RC-2) - Part 2
' Sve instructions before completing this furm.
City of Bellbrouk Police Department
tLocal Government Entiny 4 {Unit
T 2) ) ) (5) (6)
Schedule Record Title and Description Retention Media Type For use by RC-3
Number Period Auditor of Required
State or by
o | — LGRP LGRP
PD-24 Law Enforcement Automated Data System I year, provided | Paper
(L.E.A.D.S) Validation Records nudited Andited mgans: the yaars
Records ducumennng validation requests and encomnasted 0y e it.’-‘(}ﬁrd
provf of verification of any entries into the S it ~ei Ry iEr
| LEADS. svstem. have beenjaudilcd byftne
Audgitor of Blnio and the
L.EADS. Audit Records 2 years, Faper 5 penatt s Been
State gf Oliv auedit records documenting provided aut !'L;-'- ot nns oen
verification of records entered into the LE.A.D.S. audited reieased P sralant 1o
svstem for aveuracy, and complivnee with policies oA A T
| _and procedures, o B Sec. 117.2p O.K.C. i
PD-25 Liguor Permit Records 3 years Paper,
| Records documenting chechs for compliance with Electronic 0
the Stee of Ohio Liquor License Permit
) ‘ Registrations. . o N | [
PD-26 Master Name Index IS5 years Paper,
—~\ Records ducumenuny an vadividual 's residonticl Electronic W
' tformation, wdentifiers. lavw enforcement
| utvalvement, und areests, -
Ph-27 Missing Person Reports Until found, Paper,
Self-explanatory. then 8 vears Electronic g
PD-28 Mail, Unsolicited Mail (e.g. Until no longer Paper,
anonymous/slanderous letters, groundless sdministratively | Electronic (]
complaints, transitory mail, informational Necessary
messages, and informational brochures
I Self-explunator. - - I
PD-29 Payroll Records (Original timesheets filed with A vears Paper
the Finance Director) O
Self-explanatory. o ] I o
PD-30 Personnel Records Permanent Paper,
Documentation of service thraughout the duration Electronic a
af an mdividual s enyplevment, including job
aupplication, testing materials, framing records,
vearly evaluations, stepy inereases. and diseiplinary
files. o | P | -
PD-3t Press / News Releases 3 years Paper, }‘
Informational relvases 1o the media including the Electronic (]
weekly Crime Wateh report, L I
PD-32 Prisoner Booking Video & Audio Recordings 30 days, Digital
Selt-exvpdanatary provided no 0
—— — - =n = T sction pending | ~ N
PD-33 Property Room Records L.og 25 years Paper
Records documenting personnel access 1o propery ]
Feyentt
_ Records (Releases, Transfers, Disposals, ete.) S years Paper,
’—\ Sell-evplanutory. Electronic
I Recovered Property 2 years, after Paper,
Sell-explanatory. disposal or Electronic
return to owner
1 = = |



'*"

‘ Page 5 of 6
Section E: RECORDS RETENTION SCHEDULE (RC-2) - Part 2
See insiructions before completing this form.
City of Bellbrook Police Department
{ Local Government Entity) (Unit)

@ ! @) @ @) ®) © |
Schedule Record Title and Description Retention Media Type For use by RC-3
Number | Period Auditor of | Required

: State or | by
B LGRP | LGRP |
PD-34 Records (Background) Check Requests 2 years Paper, [ |
Records documeniing criminal record checks Electronic 0
. | performed on individuals. L B 1
PD-38 Ride-Along Forms 3 years Paper
Records documenting approved or denied requests ]
from public or civilian personnel 1o uccompany
) law enforcement personnel on patrol, ~
PD-36 Soliciter Permit Application and Background 2 year after Paper,
Records application Electronic O
Self-explanatory.
PD-37 Subpeenss, Summonscs, or Warrants Until served, Paper,
Conri records pertaining to Court hearings and discharged, Electronic (I}
Court ordered arrests. answered, or
withdrawn
PD-38 Tow Sheets Kept with Paper o
Records documenting the reason for the tow, arrest | arrest, accident, 0
or incident, including vehicle information, vehicie or incident
contents, and storage focation. report. Destroy
with original
) report L
PD-39 Traffic Citations 3 years Paper,
Department copies of citations issucd for traffic Electronic |
and/or motor vehicle violations. e
PD-40 Training Records Permanent | Paper,
Records documenting the continued education and | Electronic 0
training of sworn and civilian personnel.
FD-41 Uniform Records 3 years Paper,
Records documenting the purchase. cost, and Electronic [}
assignment of department uniforms for sworn and
civilian personnel.
PD-42 Vacation House Check Records Kept 30 days Paper,
‘ Records documenting requests from citizens for after owner Electronic ad
| visual or walk-around checks of @ residence amd returns
its " properiy. and the completion of those checks, | ]
PD-43 Vehicle Maintensnce Records Uatil vehicle Paper,
Self-explanciory. sold Electronic
PD-44 Digital Recordings from Security Cameras 30 days, Digital '
Recordings from sccurity cameras that capiure provided no 1
selective interior and exteriny areas of City | action pending
Administrative Building. B _ _
PD-45 Boedy Worn Camera Recordings 90 days, Digital, CD,
Self~explanatory provided no DVD, 0
_ | action pending Electronic

SAQ-/LGRP- RC-2 (Part | & 2). Revised January 2017



~, Section E: RECORDS RETENTION SCHEDULE (RC-2) — Part 2

Sce mstructions hefore completing this form.

Page 6ofa. |

City of Belthrook

Paodice Departinent

(Lewal Government Bntity)

(n
Schedule
| Number
|

PD-46

-

2)

Record Title and Description

Evidence:

Laboratory Tested Rape Kits

Unsolved Cases

Laboratory Tested Rape Kits - Solved Cases

Latent Prints added to BCI&I and FBI

Database - Unsolved Cases

L.atent Prints added to BCI&1 and FBI
Database - Solved Cases

Social Media Records

Self-explanatory.

Records Retention Documents

Record that documents the retenton period, and
the media tvpe used (o retain the records, for all
record series kept by the department.

SACLTGRP RO tPar 1.8 N Revaeendd lannar: 2017

{tini

3
Refention
Period

Keep kit
refrigerated for
30 years

Keep until
suspect is
released from
custody and all
Court appeals
have been
exhaasted. No
need to
refrigerate kit

30 years

Destroy with
original incident

report

I's years

Permanent

)
Media Type

Biological
sample

Biological
sample

Paper

Paper

(5)
For use by
Auditor of

State or
LGRP

I Paper,
Electronie,

| CD.DVD

Paper,
Electronic

(6)
RC-3
Required
by
LGRP

O




