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DATA

AUTHORITY __ CLASS

ANNUAL REPORTS

ATTENDANCE RECORDS

dick leave, vacations, paid and
unpaid leave requests, compensation,
time sheets, part-tise claiss.

Departeent copies,

BUDGET/BUDGET RECORDS

Budget propasals; approved budget.
Includes supporting data and monthly
departmeat budget report.

BILLINE CLAIMS

Manthly expense records for depart-
zent expenses, purchase orders,
invoices, claim forms, accounts

payable fores, etc.

CONTRALT/ABREEMENTS

Copies of contracts and agreements
entered into with agencies and
businesses and other pertinent
information, i.e. selection process
of vendor, equipaent and bid

epecifications,

- CORRESFONDENCE

3. Routine correspondence and semo-
randuns between departsents,
administration, and other agencies.

b. County Administrator/Executive
Secretary/County Executive corres-
pondence and subject files of a
policy making nature.

Publ

Publ

Priv

Publ

Fubl

Publ

PRE

COUNTY GENERAL RECORDS RETENTION SCHEDULE

CITATION FOR  POST PURPOSE AND USE

CLASSIFICATION_ CURR_ FOR COLLECTION

HS 13.03

HS 13,03

HS 13,03

HS 13,03

Varies with
subject of
correspondence,

Page 1 of 3

Retain persanently
or transfer to the
State Archives.

2 yrs,

2 yrs.

b yrs.

10 yrs. after con-
tract has expired.

3 yrs.

Y yrs., then trans- Y
fer to the State
Archives for selec-
tion and disposition.



RECORDS COMMON TO ALL DEPARTHENTS

ENABLING
RECORDS SERIES DESCRIPTION. AUTHORITY _
@7, GRANTS
' State and Federal,
8, INVENTORY
Fhysical inventory of furnishings
and equipment in department.
9. LAEGR RELATIONS RECGRIS

11,

Includes copies of contracts hetween
sanagement and various unions; back-
ground bargaining information;

records on grievances and disciplin-

ary actians and how they were

settled. (Not originals, for origi-
nals/master copies of union contracts
and labor dispute data see Personnel
Section of this schedule, items 20 & 21.)

LEBISLATIVE FILE
Recards on pending legislation with
which departeent has interest,

HEETING MINUTES

Hinutes recording actions taken in
neetings necessary for the manage-
nent of the department and its
activities, {(Qriginating depart-
sent only.] Daoes not include
County Board minutes. The State
frchives wishes to have transierred
ainutes of county roemittess and
aoverning hboards,

COUNTY BENERAL RECORDS RETENTION SCHEDULE

Publ

Publ
Priv
Non-
Fubl

Publ

Publ

PRE

CITATION FOR  POST PURPOSE AND USE

M5 13.03

=
(7]
—
oy
=1
4

S 13,03
HS 13,42

NS 13.37

M5 13,63

NS 13.03
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& yrs. after grant N
agreeaent expires
unless agreeeent
dictates otherwise,

Until cuperseded, N

Uatil superseded, N

Review anaually and N
dispose of obsolete
paterial,

6 yrs., then trans- ¥
fer to the State
Archives for selac-
tion and disposition,
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PRE
ENABLING DATA  CITATION FOR  POST PURPOSE AMD USE
RECORDS_SERIES DESCRIPTION AUTHORITY ___CLASS CLASSIFICATION CURR FOR COLLECTION AUTHORIZED RECIPIENTS_RETENTION/STATUTE__ARCH

12. HEETING MINUTES Publ  H5 13.03 Tapes may be N

Tape recordings of meetings. reused or discarded
I yr. after formal
approval of written
sinutes by board.
Tape recordings can-
not be the permanent

record,

il;i PERSONNEL POLICY FILE Fubl M8 13.03 Until superseded. N
Memos and directives on personnel
policies and actions.

{1147 PERSONNEL RECORDS Fubl  HS 13.03 Until employee’s N
Department copies of persennel Priv. M8 13.43 tersination,

records of esployee’s eaployment
history; may include applications,
resumes; accident reports;
disciplinary actions, proaotions,
reclassification consideration,
perforeance reviews,

*GZE OTHER SECTIONS OF THIS BENERAL SCHEDULE FOR RECORDS SERIES NOT LISTED HERE.



 SHERIFF/LAW ENFORCEMENT COUNTY BENERAL RECORDS RETENTION SCHEDULE Page 1 of 12

i

PRE
ENABLING DATA  CITATION FOR  POST PURPOSE AND USE
RECORDS_SERIES DESCRIPTION AUTHORITY____CLASS CLASSIFICATION CURR_FOR COLLECTION AUTHORIZED RECIPIENTS_ RETENTION/STATUTE__ARCH
1. ACCIDENY REFORTS MG 169.09y Priv NS 169.09, Required by HN Dept.  Dfficers, Party 3 yrs. N
Dfficers report aof an accident Subd. 9 Conf  Subd. 13 of Public Safety, involved or his
investigation conducted by him/her and original sust be designee, Public Safety
and required by State Law, indicating sent to State Dept.
drivers names, DOE, address, passengers, of Transportation,
cause of accident, amt. of damage, Required in the
injuries, and drawing of accident possible event of
with description. civil action or criminal
action as a result
thereot.
2, ACCOUNTS PAYABLE RECORDS Publ M5 13.03 2 yrs. N
Copies of monthly abstracts for
bills,
3. ADMISSION RELEASE RECORDS Dept. of Publ M5 13,03 2 yrs. after insate N
Corr. Rules Priv M5 13.82 discharge.
2910.2100
4. ADULT CASE FILES Publ  H§ 13.03 10 yrs, unless N
Written reports of investigation or Priv  HS 13.82 hosicide, then
action taken by deputy. Reports Canf retain permanently,
regarding criminal investigations and
non-criminal action taken or investi-
gated including miscellaneous reports,
criminal offense reports, and sugporting
docupents,
Z. APPREHENSION AND DETENTION DRDERS HS 241 - Fubl M5 13.03 Fost Legal docusents Records Until inmate off N
Orders from Court/Frobation Gfficers 244 NS 13.82 Curr  justifying purpose Personnel probation.
With reference to the rules sent M5 401 HS 243.05 of detaining an Jailers
forth regarding an inmate during M5 629.13 individual.
his incarceration and cften fer HE 629.22

behavior and rules afterward.



SHERTFF/LAW ENFORCEMENT

RECORDS_SERIES_DESCRIPTION

-l

==

1

ENABLING
AUTHORITY
ARSON HS 299F.054
frson reporting ismunity law,

disclosure of inforeation

insurance company to release to

authorized person.

BOARD OF PRISONERS RILLIKG
Bills sent to other jurisdictions
tor boarding their prisoners.

BOOKKEEFING RECORDS FOR JAIL AND
CIVIL PROCESS TRANSACTIONS

Records of deposit slips, transaction
records within the systes, prisoner
and Hueber tramsactions, billing and
raceipting of fees to/from other
agencies and attorneys.

CHILD ABUSE/MALTREATHENT OF HINORS
a. Substantiated Reports:
Records maintained by police/
welfare with availability to
prosecuting authority for dis-
tlosure af nampe of substantiated
report,

HS 626,536

b, Unsubstantiated Reports

CIVIL ACTION BDOKS

Lists date, type of action, atterney,
plaintiff, defendant, fees charged
for all actions served,

COUNTY GENERAL RECORDS RETENTION SCHEDULE

PRE
DATA CITATION FOR  POST PURPOSE AND USE
CLASS_ CLASSIFICATION CURR__FOR _COLLECTION

Fubl  HS 13.03

Fubl M5 13.03 Enables proper
receipting to
Auditor /Treas.
records of monthly
transactions within
Sheritf’'s Dept.

Priv M5 626,554, To cospile an inves-

Conf  Subd., 7,11,13 tigation of ongoing
case for possible
use in criminal
process.

Publ N5 13.03

State and County
Auditor, County
Board

Law Enforcesent,
Co. Attpy., and
Social Service
Agency

Page 2 of 12
RETENTION/STATUTE _ARCH
b yrs N
2 yrs. N
b yTS, N

1 yrs. after date
of final entry in
case record,
HS 626,554,
Subd, 11 (b}

1 yr. See statute
for procedure.

HS 626,596,

Subd. 11 {a, c}

20 yrs,

N



SHERIFF/LAW ENFORCEMENT

13,

14,

e

16,

CIVIL PROCESSES (SHERIFF'S DAY ROOK)
The eeans by which court abtains
Jurisdiction over a cause of action
to detersine personal or property
rights and the autherity te enfarce
its orders against all parties tg
the action,

COMMITHENTS: ADULT

Order of the court showing the nase
of the person to be comeitted and the
location of the cosmitsent,

COMMITNENTS:  JUVENILE

Order of the court showing the nase
of the person to be cosaitted and the
location of the comeitsent, Legal
doc. fros sentencing court which
authorizes confinement at the jail
fatility,

CONTINGENT FUND RECORDS

Documents relating to funds received
from and paid back tp Sheriff's
Contingent Fund; County claims, travel
requests and documentation of claje,

COURT ORDERS FROM COURT SERVICES AND
PROBATE COURT

Docusents relating to orders to
sheriff to find and take intg
custody certain individuals for the
court,

COURT ORDERS SERVED WORKSHEET
Horksheet showing date received,
issuing court, plaintiff, defendant,
personsserved, attorney of record,
latter of instruction, if sent.

ENABLING

DATA

COUNTY BENERAL RECORDS RETENTION SCHEDULE

PRE
CITATION FOR  POST PURPOSE AND USE
CLASSIFICATION CURR

M 387.03
45 387.05
MS 387.20,
Subd. §

HS 641,04

HS 260. 141

Publ
Priv

Fubl

Friy

Publ

Publ

Fubl

NS 13.03

HE 13.03
K 13.82
NS 243.49

Pre
Post
Curr

Required by

Soc. Sery. to
legally hold
incarcerated persons,

HS 260,141

H5 13.03

K5 13,03
K5 13.84,
Subd, 5

RS 13.03
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3 yrs. N
3 yrs. N
Seek peramission N

fros Juvenile Court
to destroy when ju-
venile reaches 18§,

b yrs. N
2 yrs, N
3 yrs. N
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PRE
ENABLING DATA  CITATION FOR  POST PURPOSE AND USE
RECORDS_SERIES DESCRIPTION AUTHORITY____CLASS CLASSIFICATION CURR_FOR COLLECTION AUTHORIZED RECIPIENTS RETENTION/STATUTE _ARCH
17, CRININAL RECORDS HS 299C.10  Priv  HS J44.04 BCA & FEI Law Enforceaent Destroy immediately N
Availability for public emplovment requiresents. Officers, BCA and FBI after usefulmess.
or licensing purposes. Convenience Agents; Data subject
copy from RCA, NCIC-FBI, or NLETS. or his designee
18, CRIMINAL WARRANTS - CANCELLED Publ M5 13.03 3 yrs. or return N
Documents relating to warrants of to court when no
arrest issued by courts that have longer in effect
been cancelled. or valid.
19, DELINQUENT MOBILE HOME TAX BODKS Publ M58 13.03 b yrs. N
Books showing delinquent mobile hose
taxes for warrants and citations,
correspondeance, receipt books showing
aoney collected and dispersed.
20, DELINRUENT TAX RECEIPTS NS 277,03 Publ M5 13.03 6 yrs. N
Receipte issued to person/company RS 277.05
for delinquent personal property
taxes. List also given to Clerk
of District Court,
21, MNOTIFICATION OF PERSONS RELEASED MS 241.06  Publ M5 241.04 Law Enforcement Destroy at the N
FROM STATE CORRECTIONAL FACILITIES Personnel discretion of the
To advise sheriff that person Feceiving agency,
released is in his jurisdiction.
Copy from the statewide criminal
justice telecommunications net-
work.
22, EXECUTIONS SERVED WORKSHEETS Publ M5 13,03 b yrs, N
Time card showing eaployee's activities,
Daily log of staff,
23. EXPLOSIVE USE PERMITS M5 293F.75  Priv BCA and Law 3 yrs. N
Applicants name, address and personal Enforcesent Staff

inforaation to be checked with the
BCA for clearance to obtain an
aiplosive use perpit,



SHERIFF/LAW ENFORCEMENT

2
wn

ENABLING

FIREARM APPLICATIONS/PERMITS
Applicant names, addresses, and
personal information., Permite are

to obtain and or carry a handqun,
Includes application to purchase and
a copy of the firears perait to carry

FOOD SERVICE RECORDS

GUNSHOT WOUND REPQRT

Physicians, surgeons, hospital agrs.
and other health professionals shall
report gunshot wounds they treat

to the Sheriff,

NS 624,52
NS 626.53,
Subd. !

HUERER RELEASE RECORDS

Fermission fros the courts to allow
for inmate work outside the jail,
sign in/out sheets for control

of hours worked, record of paysent
for this privilege, and sonies

paid to the court by their order,

INITIAL COMPLAINT REPORT

First record of all calls for service

or reports of offenses received.

Date and tise call was received; name of
victim, witness or reporting party;

times showing when deputy was assigned,
arrived and cleared; who took call, short
narrative,

INITIAL COMPLAINT REPODRTS

OF TRANSPORTS OF PRISONERS

Documents relating to all transport-
ations of individuals showing date,
tire, name of person, by whom, and
to where transported.

DATA

624.714

Fubl

Conf

Publ

Publ
Priv
Cont

Publ

CITATION FOR

NS

HS
HS
Ms

H5
S

13.03

13,03

13.03
13.80
13.82

13,03
13.82

PRE

Fre
Post
Curr

COUNTY BENERAL RECORDS RETENTION SCHEDULE

POST PURPOSE AND USE

For control of

prisoner in/out
activity while working
away froe the jail,

aid in billing process.

Page 5 of 12

Law Enforcement
Staff

Law Enforcement
Statf, Law agency
offices

Jail Staff, Auditor,

Courts

XXX X N

Current Carry Holders Permanent
Permit to Aquire S years
Revoked and Denied Permanent

i yr. N
7 yrs. N
b yrs. N
1 yre, N
3 yrs. N
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PRE
ENABLING DATA  CITATION FOR  POST PURPOSE AND USE
RECORDS SERIES DESCRIPTION _______________ AUTHORITY __ CLASS CLASSIFICATION CURR FOR COLLECTION AUTHORIZED RECIPIENTS RETENTION/STATUTE _ARCH
0. INCIDENT COMPLAINT LOBS {DOCKETS)
Including:
3. Chronological record of events, NS 387.04  Publ  HS 13.03 3 yre., then trans- Y
11 HCAR, NS 13.82 fer to State Archives
Sec. 2.004 for selection and
disposition,
b, [.D. of undercover agents, NS 299C.065 Priv M5 13.82 3 yrs, N
informants, victias of sexual M5 IB7.04  Conf MS 299C.0s5,
assault or intra-familial sex Subd. 4
abuse,
r. Arrest warrant indices until MS 299C.065 Publ HS 13,03 3 yrs. N
taken into custody, served H5 I1B7.04  Cond  MS 13,82,
or appear before court, Subd, 12
d. Description of stolen, lost HS 299.065 Priv NS 13.82, 3 yrs. N
or recovered property. HS 387.04  Non-  Subd. 13
Publ
2. Progras data, NS 299C.06 Conf M5 13,82, 3 yrs., N
HS 387.04  Prot  Subd. 14
11 HCAR, Non-
Sec, 2,006  Fubl
f. Deliberative processes or HS 299C.06 Publ M5 13,03 3 yrs. N
investigative techniques, final S 387.04  Conf H§ 13.82,
opinion or justification. Prot  Subd., 15
Non-
publ
g. Ineate count report, Publ NS, 12,03 Lists name of 3 yrs. N

inmate, offense,
date of sentence,
court, tern of sent-
ence, days served,
work release status,
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PRE
ENABLING DATA  CITATION FOR  POST PURPOSE AND USE

RECORDS SERIES DESCRIPTION ... ___________ AUTHORITY __ CLASS CLASSIFICATION. CURR__FOR COLLECTION AUTHORIZED RECIPIENTS RETENTION/STATUTE _ARCH

31, INMATE FINANCIAL RECORDS M5 241,08 Priv M5 13.85 Pre ALl in/out soney Jail Staff 2 yrs. N
Records of inmates financial in/out MS 241.09 Post transactions taking
sfatus during incarceration, Curr place on each inmate

account during
incarceration.

I2. INMATE HISTORY CARD Lawus of Priv. M5 13,49 Pre  History card is dJail Staff, Data Retain persanently Y
Sumsary card showing all 1975, Chap. M5 13.82 Post record of nase subject and any or transfer to the
transactions involving individual 201, Sec 1 HS 243 Curr date of birth, ad- other party the data State Archives
insates; filed after discharge, and Laws 1977, dress, next of kin,  subject has given
kept in booking room during the Chap. 453, date in/out, of- inforeed consent
incarceration. Sec. 4, tense, length of sentence,

Subd, I length of stay, type
of discharge,

I3, IMMATE IMCIDENT REPORTS NE 176,231  Publ  MS 13.03 For use in main- Dept. of Corr., 2 yrs. K
dailer/M¥ficers report giving Priv M5 13.85 taining records in dail Staff
particulars in case of accident/ NS 176,231 the instance of pending
incident to inmate while incarcerated civil suits; and the
in the Jail. Such incident will collection of data for
also be located in the daily log. Corrections in the

proper control of Jail.

14, INHATE MEDICAL RECORD HS 13.42 Priv M8 11.42 Pre  Record maintenance of Jail Staff, Dept. 2 yrs. after N
Any and ail medical activity in- HE 241,49 MS 13.85 Post inmate as directed of Corrections insate discharged.
volving each inmate during HCAR 2 Curr by Dept. of Corr Rules.

Incarceration; all doctors visits,
doctors directions, sedicine adminis-
tered and directed, medical comsplaints
and doctor's name seen or consulted.

5. INFATE VISITOR REGISTRATION LOG/JAIL Dept, of Publ  HS 13,03 Maintain records per  Court, Jail Staff, 3yrs. N
VISITOR REBIGRTER Corr. Rules Priv NS 13.B5 Dept. of Corr. Rules. Dept. of Corrections,
5ign in log stating name of visitor, ME 241,251 Attorney

relation to inmate being seen, date,
time, and name of inaate seen,
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PRE
ENABLING DATA  CITATION FOR  POST PURPOSE AND USE
RECORDS_SERIES DESCRIPTION AUTHORITY_ ___CLASS_CLASSIFICATION CURR_FOR COLLECTION AUTHORIZED RECIPIENTS _RETENTION/STATUTE _ARCH
16, INVESTIGATIONS Until statute of N
a. Active: Cases involved in an Publ  M§ 13.03, For use in continued Law Enforcesent Staff, limitations
ongoing investigation, Conf WS 13.82 investigation of open County Attorney BXpires.
Subd. 3 & B £ases,
b. Inactive: Closed cases concluded HS 299C.065 Fubl  HS 13.03 Case conclusion and  Historical reference
by prosecution, investigative ME 387.04 M5 13,82, result inforeation
conclusions or being outdated Subd. 3 naintained for future
by a certain period. reference,

7. JAIL INVENTORY Publ  HS 13.02 Pre  In the saintenance dJail Hanagement Statf Until supersaded. N
Fhysical inventory of furnishings Post of the Jail Cosplex
and equipment at. Jail, Curr and in the purpose

of budget preparation.

38. JAIL REBISTER BOOKS: ADULT NG 641.05  Publ M5 13.03 Pre  Collect data necessary Retain persanently Y
Booking ledger that lists inmate's HS 13.82 Post to Dept. of Corr. and or transfer to the
name; comaitsent nusber, adait/ Curr Courts. State Archives.
discharge date, offense, length of
of sentence, type of discharge; i.e.
parole; furlough, cospletion of
seatance.

19, JAILERS DAILY ACTIVITY LOG Dept. of Publ  #5 13,03 Pre  Maintained for Jail Staff Pereanent N
Documents relating to specific Corr. Priv. HS 13.82 Post security purposes.
activities of jailers and prisomers M5 441,05  Conf HS 13.85 Curr
during each jailer's shift each day.

Chronological record aaintained by
jailers in regard to daily events
including security checks and routine
SCCUFTBACES,

4. JUVEMILE CASE FILES Priv. MS 13.82 For juvenile prose-  Probation 0fficer, Seek permission N
ALl information dealing with the in- Cont M5 260.161 cution and record dudge, Courts and from duvenile Court
volvement of juveniles in incidents accumulation for the Law Officers to destroy when ju-
outside the law prior to their eean- Courts Systes. venile reaches I8,

cipation at age 1B, Also includes
non-criminal activity involvement in
any matter pending investigation by
law enforcesent.



SHERIFF/LAK ENFORCEMENT

ENABLINB

DATA

COUNTY BENERAL RECORDS RETENTION SCHEDULE

PRE
CITATION FOR  POST PURPOSE AND USE

41, JUVENILE DETENTION ROOK
Lists name, address, date of birth,
offence; date of release, and date
booked for all juveniles jailed,

82. LODCAL IDENTIFICATION FILE
Local level only, Contains prisoner
infersation including name, address,
offense, date of birth, length of in-
carceration, arresting agency,
nearest relative and histerical in-
forwation about a person'c activities
while in jail, aug shot, fingerprints
in the local jurisdiction.

3. MALTREATMENT OF VULNERABLE ADULTS M5 626,557,
3. Substantiated Repeorts: Subd, 10,12
Records maintained by polices
welfare with availability to
prosecuting authority for dis-
closure of name of substantiated
report.,

b. Unsubstantiated Reports
c. False Reports

#4. NASTER INDEX: ADULTS BCA CJIS
Any and all instances of reporting
any subject for action necessary
by an officer, court dispositions
regarding violations, and all
eriminal activity - any dealings
with any subject needing police
attention,

Fubl

Publ

Priv

Conf

Publ
Priv
Conf

HS 260,161

M5 13.03 To deteraine if
persons under
investigations have
a current or previous
criminal histery in
that jurisdiction,

M5 13.03 Case investigation

HS 13.0%, for possible prosecu-
Subd. 7 tion; future refer-

HE 13,44, ence towards compiling
Subd, 2 history of re-occur-
HS 626,357, rence.

Subd. 12

HS 13,03 Pre  The aethod of control

Post of the entire
Curr filing system within
record systea.

Law Enforcement Stasf,
Courts, Social
Services

Law Enforceament Staff,
Courts, Probation
Dept., Corrections
Dept.

Page 9 of 12

Permanent N

3 yrs. after last N
centact. The BCA
does not recoamend
retention of this
data at all,

7 yrs. N
K5 626,557, Subd, 12

4 yrs. N
S 626,557, Subd. 12

2 yrs, N
HS 626,557, Subd. 17

10 yre, after last N
tontact.
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PRE
ENABLING DATA  CITATION FOR  PDST PURPOSE AND USE

BEEBBDS_SEB!ES_DESQBIEHQLL_________.______ﬂﬂIHQBHI____ELﬂSE__ELESSLEEEQIIQ!--QHBB--EEE-QDLLEQI!Q! ......... AUTHORIZED RECIPIENTS RETENTION/STATUTE _ARCH

43. HRSTER INDEX: JUVENILE B.C.A. CJIS Publ  HS 13.03 Pre  The method of control Law Enforcement Staff, 10 yrs, after last N
Any and all instances of reparting Priv Post of the entire Courts, Probation contact.
any subject for action necessary Conf Curr filing system within  Dept., Corrections
by an officer, court dispositions records systes. Dept.
regarding violations, and all
criminal activity - any dealings
With any subject needing poiice
attention,

At. MORTGAGE FORECLOSURE BODKS AND Publ  HS 13.03 Retain books perma- v
WORKSHEETS nently or transfer
Boaks showing mortgagor, nor tgagee, to the State Archives;
date of sale, attorney of record, retain worksheets
and purchase price, 10 yrs,

47. OFFICER INVESTIRATIVE PROBRESS Publ  HS 13.03 To maintain a record Law Enforcement As long as case N
REPORTS Cont  HS 13.82, of the chronological  Personnel Attorneys file maintained,
Deliberative processes or investiga- Subd. 14 order of the investi- and Co. Attorney
tive techniques, final cpinion or gative process of the
Justification, Officers views, case for future pos-

sible court testimony.

48. (OPERATION IDENTIFICATION ITEMIZATION Priv. K5 13.37, Aid to citizens in Law Enforcesent Permanent N
A list of iteas marked with a se- Subd. 1 (a) event of theft or des- Personnel
lected nuaber, location of such truction as well as
number, and article name, kept for law enforcesent.
any participating person.

49.  PRISONER FROFERTY ENVELDPES SHOWING Fubl  HS 13.03 2 yrs. after H
SIGNED RELEASE HS 13.82 release,

Lists prisoner's nage, date of arrest, Priv M5 13.89
and personal property taken from him

before being put in a cell, and date

anc signature when itess returned,

30, PROPERTY LISTS N5 299C.065 Priv  HS§ 13.82, For proper identifi- Law Enforcesent 2 yrs. after N
Description of stolen, lost, or HE I87.04  Non-  Subd. 13 cation in case inves- Persopnel sherifi’s sale,
recovered property, publ tigation process and

TeCovery process.
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PRE
ENABLING DATA  CITATION FOR  PDST PURPOSE AKD USE
RECORDS SERIES DESCRIPTION AUTHORITY____CLASS CLASSIFICATION CURR FOR COLLECTION AUTHORIZED RECIPIENTS _RETENTION/STATUTE__ARCH
31, RADID/DISPATCH LDBS Publ M5 13.03 flaintain accurate Dept. of Corr,, 3 yrs. N
Docusents relating to calls taken by Priv. HS 13.82 records of activity fAttorneys, Courts,
dispatcher and referred to a County Cont by date and time of  and Staff
Police Dept. occurrence, Court use.
32, RECEIFT BOOKS Publ  HS 13.03 b yrs, N
Receipts made out for cash or
aroperty received.
53, SHERIFF'S TRUST FUND/CHECKING ACCOUNT Publ K5 13.03 b yrs. N
RECORDS
Bank statesents, deposit slips, and
cancelled checks of Sheriff's trust
fund. AIl retund checks and deposits
tor civil process fees and trust
account,
24, SHIFT ACTIVITY REPORT: SUPERVISORS Publ M5 13.03 2 yrs, N
Summary of departaent activity HS 13.43
occurring during a supervisor/watch Priv. K5 13.82
comnander 's shift, Conf HS 13.85
53, STAFF TRAINING RECORDS Until termination. N
Records of hours of training for
sheriff’'s personnel.
36, STATISTICAL REPDRTS OF INMATES HS 241.06  Publ HS 13.03 Pre 2 yrs, N
Honthly reports generated which show HS 299C. 05 M5 13.82 Post
how many commitsents have heen re- HS 29%C.06 Curr
ceived, number of inmates, when
released; and time spent.
57.  SUMMONS, SUBPDENAS, AND COMPLAINTS Publ WS 13.03 3 yrs. N
SERVED, WORKSHEETS, AND OFFICERS HS 13.82
L06S

Suamary of departeent activity
occurring during a supervisor/watch
comsander ‘s shift,



SHERIFF/LAW ENFORCEHENT

a8,

60.

TOW SLIPS/REPORTS
Record of all vehicles towed by dept,

HARRANT FILES

Arrest warrant exists until taken
into custody, served, or appear
before court.

WARRANTS FOR INTERCEPTING
COMMUNICATIONS

Court warrant approving interception
of wire or oral comsunication.

ENABL INB

M5 299C.063
HS 3B7.04

RS 626A.06

COUNTY GENERAL RECORDS RETENTION SCHEDULE

PRE
DATA  CITATION FOR  POST PURPOSE AND USE
CLASS__CLASSIFICATION CURR__FOR_COLLECTION

Publ WS 13,03

Publ M5 13.03 fiesist the Court
Conf NS 13.82, Systes in bringing
Subd. 12 criminals before the

Courts in cases of the
law being broken or

vielated.

Conf HS 13.39

#43EE OTHER SECTIONS OF THIS GENERAL SCHEDULE FOR RECORDS SERIES NOT LISTED HERE.

Law Enforcesent
Personnel, State,
Fed., County
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3 yrs. N
Until warrant N
cancelled,

3 yrs. N



MEDICAL EXANINER/COROMER
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COUNTY BENERAL RECORDS RETEWTION SCHEDULE

AUTOPSY REPORT

Brief clinical data about deceased
percon and detailed description of
organs and pathological findings,

CASH LOG OF MDNEY FROM DECEASED
Journal of cash brought in and
released.

CLOTHING FORN
List of clothing accompanying the
deceased,

CORRESPONDENCE
Letters to family members, corres-
pondence with attorney and/or in-

surance personnel, and list of reports

sent out,

DEATH CARD INDEX

Index card giving naee of deceased,
date of death and case reference
nueber,

DEATH CERTIFICATE
Statistical data concerning deceased
and cause and sanner of death.

PURPOSE AKD USE
FOR _COLLECTION

PRE
ENABLING DATA  CITATIOM FOR  POST
AUTHORITY __ CLASS_ _CLASSIFICATION__CURR
Laws 1981, Priv M5 13.83 Pre
Chap. §t Conf Post
M5 190,11, Curr
Subd. 2,3
M8 390,132,
Subd. 2,3
HS 525.393  Priv M5 13.83 Pre
Post
Curr
Laws 198{, Priv HS {3.B3 Pre
Chap. 91 Post
Curr
MS 14,221 Publ M5 13.03 Pre
HE 390,23 K5 13.83 Post
HS 390,32, Carr
Subd, 10
7 HCAR,
Sec. 1.013

Sec. 1,014

Docusentation of
findings which assist
in deteraining the
cause and aanner of
death.

Record of cash froa
deceased.

Inventory.

Office Record.

RBuick reference to
locate a record.

Official death
record,

Page 1 of 4

County Attorney,
next of kin or auth-
orized personnel or
agency

County Attorney,

next of kin, autheo-
rized personnel or
agency, or investiga-
ting law enforcement
agency

County Attorney,

next of kin or autho-
rized personnel or
agency

Dffice Personnel

Hinnesota Depart-
aent of Health

20 yrs., then trans- Y
fer to the Gtate

frchives,

b yrs. N
10 yrs, N
10 yrs. N

Retain permanently Y
or transfer to the
State Archives.

19 yre, N



HEDICAL EXAHINER/CORONER

10,

i1,

EXTERNAL EXANINATION REPORT
Description of external appearance
of body, including type of clothing,
and physical description noting any
abnorsalities,

INVESTIBATIVE REPORT

Inforeatien about deceased gathered
at the tise of the initial investi-
gation including history, physical
findings, and past medical histary,

LABORATORY TEST RESULTS
Specific test perforeed and the
results,

MEDICAL EXAMINER REPORT

Final report on deceased. Includes
history, toxicology, classification
of death, and cause of geath,

MORGUE LOG BOOK

Name of deceased, location of death,
physical description, resoval
inforaeation,

NOTES
Suicide notes or other written
saterial left by the deceased.

ENABLING

Laws 1981,
Chap. 91

7 MCAR,
Sec, 1.014
(F)

Laws 1981,
Chap, 71

7 HCAR,
Sec. 1.014
(F)

HS 390.11,
Subd, 4
HS 390,32,
Subd. 4

Laws 1981
Chap, 91

7 HCAR,
Sec. 1.014
(F)

S 525,393

HE 390,221

COUNTY GENERAL RECORDS RETENTION SCHEDULE

DATA

Priv
Cont

Cont

Priy
Cont

Priy
Conf

Pub]

Priv
Canf

CITATION FOR

HS 13.83

HS 13.83

"5 13.83

S 13.83

HS 13,02

05 13.83

PRE
POST

Pre
Post
Curr

Pre
Post
Curr

Pre
Post
Corr

Pre
Post
Curr

Pre
Post
Curr

Pre
Post
Curr

PURPOBE AND USE

Docusentation of
findings which assist
in determining the
cause and manner of
death.

Horksheet of data
collected.

Documentation of
findings which assist
in detersining cause
and sanner of death.

Case summary.

Office record.

Documentation of
fingings which assist
in determining the
cause and manner of
death.

County Attorney,
next of kin, autho-
rized personnel or
agency, or investi-
gating law enforce-
ment agency

Intraoffice use only,
however may be re-
leased at the discre-
tion of the Hedical
Examiner or may be
subject to subpoena

County Attorney,
next of kin, or
authorized personnel
or agency

County Attorney,
next of kin, autho-
rized personnel or
agency or investiga-
ting law enforcesent
agency

County Attorney,

next of kin, autho-
rized personnel or
20ency, or investiga-
ting law enforcement
agency

Page 2 of 4

10 yre N
10 yrs, N
10 yrs, N

20 yrs., then trans- Y
fer to the Gtate
Archives,

20 yrs., then trans- Y
fer to the State
Archives,

10 yrs., N



HEDICAL EXAHINER/CORDHER COUNTY BENERAL RECORDS RETENTION SCHEDULE Page 3 of &

PRE
ENABLING DATA  CITATION FOR  POST PURPOSE AND USE
RECORDS_SERIES DESCRIPTION AUTHORITY __ CLASS CLASSIFICATION_ CURR__FOR_COLLECTION. - BUTHORIZED RECIPIENTS RETENTION/STATUTE _ARCH
13. PHOTOSRAPHS Laws 1981, Priv #5 13.83 Pre  Docusentation of County Attorney, 10 yrs. N
Kodachrome and prints taken at the Chap. 91 Cont Post findings which assist next of kin, autho-
scene of investigation and/or 7 HCAR, Curr in detersining cause rized personnel or
autopsy. Sec. 1,014 and manner of death. agency
(F)
14. POLICE REPDRTS OR MEDICAL RECORDS K5 390,32  Conf HS 13.83 Pre  Documentation of Intraoffice use only 10 yrs, N
Information gathered by police or Post findings which assist
physician either prior to or after Curr in detersining the
death and submitted to this office to cause and sanner of
aid in determining cause and manner death,
of death.
15, FROPERTY FORM Laws 1981, Priv HS 13.83 Pre  Inventory. County Attorney, 10 yrs, N
Listing of personal effects accon-  Chap. 91, Post next of kin, autho-
panying the deceased to the morgue.  Subd. 10 Curr rized personngl or
NS 390.221 agency or investiga-
HB 525,393 ting law enforcemsent
agency
16, TOXICOLDGY JOURNAL Laws [981, Conf HS 13.83 Pre  Workbook. Intraoffice use only, 10 yrs, N
Workbook listing type of toxitest-  Chap, 91 Post however may be sub-
ing perforsed and the results, K5 390,11, Curr ject to subpoena
Subd, 4
MS 390,32,
Subd, 4
17, TGYICOLGGY LOG BODDK Laws 1981, Conf HS 13,83 Pre  Office record. Intraoffice use only, 10 yrs, N
Infarsation concerning the type of Chap. 91 Post hosever aay be sub-
specimens ohtained for testing. HS 190,11, Curr ject to subpoena
Subd. 4
K5 390,32,
Subd, 4
16, TOXICOLDGY REFORT Laws 198[, Priv HS 13.B3 Pre  Documentation of County Attorney, 10 yrs, N
Rasults of toxicological studies Chap. 91 Cont Post findings which assist next of kin, autho-
performed on deceased person, Curr in determining cause rized personnel or

and manner of death. agency



HEDICAL EXANMINER/CORDNER COUNTY GENERAL RECORDS RETENTION SCHEDULE Page 4 of 4

PRE
ENABLING DATA  CITATION FOR  POBT PURPOSE AND USE
RECORDS_SERIES DESCRIPTION ________ __ ____ AUTHORITY ___CLASE CLASSIFICATION_CURR_FOR_COLLECTION AUTHORIZED RECIPIENTS RETENTION/STATUTE__ARCH
{9, TOXICOLOBY RERUEST Laws 1981, Conf MS 13.83 Pre  Dffice record. Intraoffice use only 10 yrs. N
Fora utilized within the departeent Chap. 91 Post
for requesting specific tests. HS 390,11, Curr
Subd, 4
M5 390,32,
Subd. 4
20, X-RAY RECORDS Laws 1981, Priv M5 13.83 Pre  Docusentation of County Attorney, 10 yrs, N
Y-ray filas on deceased. Chap. 91 Cont Post findings which assist next of kim, or
7 HCAR, Curr in determining the authorized personnel
Sec. 1.014 cause and manner of or agency
(F) death,

NOTE: Any records relating to a hosicide should be retained persanently.

##3EE OTHER SECTIONS OF THIS BEMERAL SCHEDULE FOR RECORDS SERIES NOT LISTED HERE.



