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State Archives of Ohio : C - o C :
L.ocal Government Records Program ‘Date Received:
' 1 Date Reviewed:- _
é%sfﬁn‘:zgz?gft}znjgzos ‘Items requested for transfer: YES  NO
SIf YES, attach copy of transfer form

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 Strongsville Police Depariment
(loc emZent njity (urit)

? f £ Charlas W. Goss © Chief 6-23-2011
(signature of responsible official) {name) {title) (date)

Section B: Records Commission

(telephone number)
16099 Feltz Parkway Strongsville, Ohio 44149 Cuyahoga
(address) (city) (zip code) (county)

To have this form returned to the Records Gommission efecironically, include an email address:

t 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. | further certify that our commission will make every effott to prevent
these records series from being destroyed, transferred, or otherwise disposed of in violation of these schedules and thal no record
will be knowingly disposed of which pertains to any pending jegal case, claim, action or request. This actiontis reflected in the
mintes kept by this commission,

‘ A Kerarde hume 23, 20/]

Records Commission Chair Signature ate

Section C: Ohio Histori '%ociety - State Archives

' « - ) "’ 7 .
Dt { BN fﬁﬂ@f%)élf%%@ / Lo ddyriid? Z/cf{g/ /

alure Title Date
Sectipn D: Auditor of State
77 Al € Wwdf 5-12-1f
Signature Date

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

Formy SAILGRP-RDS {past o Marah 2008




Section E: Records Retention Schedule

City of Strongsville

RECORDS RETENTION SCHEDULE (RC-2) - Part 2

Police Department

(locat government entify)

(tinit)

) (2} (3} {4) (5
Schedule Record Title and . Retention Period Media Type For use by
Number Description Auditor of State
or OHS-L.GRP
03-1 Accident — Motor Vehicle 1 yr after quality checked } Paper '
& scanned
03-1(A) Accident-Motor Vehicle 5 years Computer
03-2 Annual Report Permanent Paper
03-3 Arrest cards — non traffic 15 years Paper
03-4 Arrest Cards — juvenile Untit 18 YOA or Paper
' expunged
03-5 Arrest Reports — non traffic 15 years Computer
03-6 Bicycle Registration Cards 7 years Paper
03-7 Business Cards Until superseded, review | Computer {no RC3
annually required)
03-8 Citizen 4 years, provided no Paper
Complaint/Commendation action pending
03-9 Complaint Sheets 5 years, provided no Computer
action pending
03-10 Criminal Case Files — 6 years, provided no . Paper/Computer
Felonies Except homicides action pending
03-11 Criminal Case Files - 8 years, provided no Paper
Misdemeanor action pending
03-11{A) Criminal Case Files - 6 years, provided no Computer
Misdemeanor action pending
03-12 Expungements Destroy all files, records, | Paper & Computer
and computer references
when Coutt Order is
received
03-13 Fingerprints 50 years Paper
03-13(A) Fingerprints 50 years Computer
03-14 Intoxilyzer records/reports 3 years, provided no Computer
(includes all related files) action pending
03-15 intoxilyzer Operator Permits 3 years after permit Paper
expiration date
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POLICE DEPARTMENT

0316 Homicide Reports & Evidence | 30 years after all appeals | Paper
(closed cases) exhausted
03-17 Homicide & Rape including Permanent Paper
Evidence {Pending)
03-18 Homicide & Rape including Permanent Computer
Evidence {Pending)
03-19 Internal Affairs invests 4 years Paper
03-20 Infernal Affairs invests 4 years Gomputer
03-21 Jail Envelopes 6 years from last arrest Paper
03-22 Jait Record of Personal 6 years provided ... ¢ | Paper
Inventory (jail card) &
medical records
03-23 Jail Register & Log 25 years Paper
03-23(A) Jail Register & Log 25 years Computer
03-24 Lockout Waivers 1 year Paper
03-25 LEADS Print outs When no lenger of Paper & Computer (no
(confidential under law) administrative value RC3 required)
03-26 Master Name Index Permanent Computer
03-27 Missing Person Reports 20 years or 3 years after | Paper
found
03-27(A) Missing Person Reports 20 years or 3 years after | Computer
found .
03-29 Offense Reporis, Felonies 3 years, providing no Paper
Except homicide action pending
03-29(A) Offense Reports, Felanies 3 years, providing no Computer
except homicide action pending
03-30 Offense Reporis, 3 years, provided no Paper
Misdemeanor actton pending
03-30(A) Offense Repotis, 3 years, provided no Computer
Misdemeanor action pending
03-31 Parking Citations 3 years from resolution Paper
date
03-32 Personnel Records Permanent Paper
03-33 Video/Audio Tapes used far 30 days after clearance of | Video/Audio tapes (no
arrest recording case or sentencing RC3 required)
provided '
03-34 Radic/Phone Calis including | 30 days, pravided no Electronic City Central
9-1-1 lines audio action pending Server (no RC3
required)
03-358 Recovered Property Records | 2 years after disposal of | Paper
property .
03-35{A) Recovered Property Records | 2 years after disposal of Computer
property
03-38 Rules and Regulations 7 years after superseded | Paper
03-36(A) Rutes and Regulations 7 years after superseded | Computer

SAOAGREP RO -(Tarl 2), Foyvisnd March 2000
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03-37 Subpoenas, Sumimonses, Until served, discharged, [ Paper
' Warrants answered or withdrawn
03-37(A) Subpoenas, Summons, Until served, discharged, | Computer
Warranis answered or withdrawn
03-38 Tow Cards 3 years after release Paper
03-39 Traffic/Misdemeanor Citations | 3 years provided audited { Paper
03-40 Training Material File Untit superseded or 4 Paper
years
03-40(A) Training Material File Until superseded or 4 Computer
years
03-41 Training Records in personnei file in Paper & Computer
Summary Form
03-41{A) Training Requestis & 1 year Paper
Certificates
03-42 Vacation & Special Attention | 30 days after owner's Computer (no RC3
Records return or incident for required)
attention is cleared
03-43 Warrant, Missing Person, 1 year after computer Paper
Stolen Property Cards entry cancelled
03-44 Grant Applications 1 yr. after grant refusal or | Paper
: expiration of grant, or
audit thereof, if audit
required
03-45 tnternal Memos 1 year Paper
G3-45(A) tnternal Memos 1 year Computer
03-46 Phone messages/desk notes | Until answered or no Paper {no RC3
fonger required required)
03-47 Record check requesis 2 years Paper
03-48 Report requests 3 years Paper
03-49 Bond Receipt Books 3 years, provided audited | Paper
03-50 General Receipt Books 3 years, provided audited | Paper ;
03-51 Parking Receipt Books 3 years, provided audited | Papet P BEET
03-52 Policy & Procedures Until superseded Paper selpanad [pURSERRE D
03-52(A) Policy & Procedures Until Superseded Computer Sea. LLI&E R
03-53 BCI & | Lags, LEADS As required by BCt & | Paper
Validations and audit and NCIC ard LEADS
documents
03-54 9-1-1 Error/info Sheets 1 year after returned by Paper
county/phone co.
(3-55 9-1-1 Printouts One week, provided no Paper (no RC3
action pending required)
03-56 DARE Lesson Plans 1 year after revised Paper
03-b8(A) DARE Lesson Plans 1 year after revised Computer
03-57 DARE special projects file 1 year after completed Paper
03-57(A) DARE special projects file 1 year after completed Computer

SAOILGRERD
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CITY OF STRONGSVILLE POLICE DEPARTMENT
03-57 (B) DARE role madel applications | 2 years Paper
03-58 Pre-construction Reports Life of the structure or Paper
{Crime Prevention) incorporated with Bldg.
Dept. Files
03-59 P.O. Requests/returns Untit consolidated with Paper 1
finance fepindd monns The WIS
03-60 Petty Cash vouchers 2 years after audited Paper o “; psed b (e e
03-61 Time sheets 2 pay periods then sent to | Paper 534;% F&,ﬂ ﬁ@ﬁ};;ﬁ by 2
Finance  Rudile of S0l and tre
03-62 Work Schedule When no longer needed | Paper audhl report hes been
for administrative . parsuait 0
puUrposes Se [197.76 G8 £
03-82(A) Work Schedule When no longer needed | Computer
for administrative
purposes
03-63 Developmental work for new | Until revised, issued, Paper
rules, procedures, programs, | instituted, or determined
reports or budgets nof viable
03-63(A) Developmental work for new | Until revised, issued, Computer
rules, procedures, programs, | instituted, or determined
reports or budgets not viable
03-64 Juvenile Records Incorporated into criminal | Paper
file
03-64(A) Juvenile Records Incorporated info criminal § Computer
file
03-65 Detective Assignment Cards | Incorporated info criminal | Paper
file
03-85(A) Detective Assignment Cards | Incorporated into criminal | Computer
file
03-68 Solicitor Permi{ Applications 6 manths after expiration | Paper
03-67 Employment Applications
non-civil service
1, Person Hired Place in personnel file Paper
2. Person not hired Destroy after 2 years Paper
3. Copies Untii no longer Paper
administratively needed
03-68 Catalogues, brochures, Untii superseded, found Paper
proposais not viable, or
incorporated into a report
or project
03-69 Audio Recordings - 30 days after sentencing | Audio Tape/Electronic
investigations or 1 yr. after case placed } Media
inactive and transcribed
03-70 Video Recordings- Crime 30 days after sentencing | Video tape/Electronic
Scenes or 1 yr. after case placed | Media
inactive and still photo's
made
SADE BRP-ETT (Pan ©), Bevised Mearch 2008
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03-71 Video Recordings - MVA's 3 years, provided no Video tape/Electronic
action pending Media
03-72 Video Recordings- security 7 days, provided no Electronic Media{no
cameras action pending RC3 required)
063-73 Use of Force Reports 3 years Paper
03-73(A) Use of Force Reports 3 years Computer
03-74 Personnel action Lintil no longer of Paper
administrative value or )
par Labor Agreement
03-74{(A) | Personnel action Until no longer of Computer
administrative value or
per Labor Agreement
03-75 FTO Reportts/Supervision 2 years from end of Paper -
evaluations fraining period then in
personnel file in summary
) form
03-75(A) FTO Reports/Supervisor 2 years from end of Paper
evaluations training period then
placed in personnel file in
summary form
03-76 Request for Vehicle, Bidg 30 days after repair Paper
Equip. Repair completed
03-77 Court Summons Log Sheets | 30 days after court Paper
- appearance
03-78 Crime Report Form Lintil transferred to Paper
incident or log
03-79 Uniform Crime Report (UCR) | 3 years Paper
NIBRS
03-80 Traffic Viclation Warning 1 year and consolidated Paper
info report
03-81 Entered Protection Order Log | 30 days after expiration Paper
Sheet
G3-82 Court TPO's Incorporate in case file or | Paper
6 months
G3-83 Message sheet for Dispaich 6 months Paper
G3-84 Solicitor Log Sheet 6 months after expiration | Paper
of permit
03-85 In Car Video 30 Days & no longer of Tape/DVD-RAM (no
administrative or RC3 required)
evidentiary value
03-86 E Mail Retain according fo Computer (no RC3
content of e-mail required)
03-87 Voice Mail Retain according to Phane {no RC3
content of Voice Mait required)
03-88 Staff Meeting Agenda 1 year Paper
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[03-88(A) | Staf Meeting Agenda 1 year Computer

03-89 Career Development Plans in Personnel File Paper

03-90 Commercial Zone Maps Until Superseded Paper

03-91 Residential Zone Maps Unti} Superseded Paper

03-92 Speciat Event Plans Until Superseded Paper

03-93 Civilian Ride-Along 2 years Paper
Application Packet and
Release

03-94 Prisoner Visitation Log 1 year Paper
Lost or Stolen Cellular Phone

03-95 forms : 1 year Paper

03-98 School Bus Violation Lefters | 1 year ComputerfPaper

03-97 Radar/Laser/Speed 1 year afier unit taken out | Computer/Paper
Measuring Devices . of sarvice
Calibration and Maintenance
Logs _

03-98 Intern Records 5 years after internship Computer/Paper

ends
03-99 Successful Bids 15 years after compietion | Paper
- of praject
03-100 Unsuccessful Bids 2 years after contract is Paper
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