
• LEAVE BLANK
REQUEST FOR RECORDS DISPOSITION AUTHORITY JOB NO. 

(See Instructions on reverse) NCl-19-135-1 
DATE RECEIVEDTO:	 GENERAL SERVICES ADMINISTRATION 

NATIONAL ARCHIVES AND RECORDSSERVICE, WASHINGTON, DC 20408 3/24/136
1. FROM (Agency or establishment) NOTIFICATION TO AGENCY 

Department Of The Interior 
In accordance with the provisions of 44 U.S.C. 3303a 

2. MAJOR SUBDIVISION the disposal request, including amendments, is approved 
except for items that may be marked "disposition notNational Park. Service 
approved" or "withdrawn" in column 10. If no records 

3. MINOR SUBDIVISION are proposed for disposal, the signature of the Archivist is 
not required. United States Park Police 

4. NAME OF PERSON WITH WHOM TO CONFER	 5. TELEPHONE EXT. DATE ARCHIVIST OF THE UNITED STATES 

Lt. Donald M. Burg ,.;1'1.)-" ~
 Commander, Information Mgt. Section 42b-b620 k1'
 
6. CERTIFICATE OF AGENCY REPRESENTATIVE 

I hereby certify that I am authorized to act for this agency in matters pertaining to the disposal of the agency's records; 
that the records proposed for disposal in this Request of paqels) are not now needed for the business of this 
agency or will not be needed after the retention periods specified; and that written concurrence from the General 
Accounting Office, if required under the provisions of Title 8 of the GAO Manual for Guidance of Federal Agencies, is 
attached. 

A. GAO concurrence: D is attached; or D is unnecessary. 

B. DATE	 D. TITLE 

3/20/86	 Records Management Officer 
9. GRSOR 10. ACTION 7. 8. DESCRIPTION OF ITEM	 SUPERSEDED TAKENITEM (With Inclusive Dates or Retention Periods}	 JOB (NARSUSENO. CITATION ONLY) 

SEE ATTACHED SCHEDULE 

All chan~es to this proposed schedule have been
 
approved by:
 

~,I~.	 5~~A~ency represen JOve Da 

STANDARD FORM 115 (REV. 8-83) 
Prescribed by GSA 
FPM R (41 CFR) 101-11.4 



I t(o'.Hn No. Description of Item 

Page 1 of ~~~ 

OEEICE ....OE....IHe:._CI::Ue:E.~.OE~~eOL.lce: 

A-01 CORRESPONDENCE LOG BOOKt. Con + i.'t ins I nd e x en t \~ees 
concerning Congressional inquiries and correspondence
routed for action. 

Rata in in Dep t + : Thn",e yeal~s af tel- last en·try t then 
des·h·oy 



Re'=i_llestfor- Records Di~;posi.on AuthOl-itY-----Continuatio. 

Item No. Description of Item 

IllSIBlCIS.l. __SUBSIAIIDNS __AND ElEL.D__DEEICES 

9-01 COLLATERAL 

Retain in 

RECEIPTS: <Pink Copy) 

Dept.: Current year pLus one, then destroy 

9-02 COLLATERAL 
from the 

OUT LOG: 
unit to the 

Recor-ds of the t)-ansfer- of 
clerk of the court. 

mon ies 

Retain in Dept.: One year after last entry, then destroy 

9-03 CASH COLLATERAL LOG: Log signed each chan<"-"eof re l ief 
desk personnel denoting status of cash col laterals. 

Retain in Dept.: Three years~ or unti l audited, 
-thet)de-,;d)-oy 

by 

B-04 RECEIPTS FROM THE CLERK OF THE 
computer printouts acknowledging
to -the cLerk of the court. 

COURT: 
monies 

Receipts
turned 

and 
over 

Retain in Dept.: Three 
then 

yearSt
dest\"-oy 

or Ilntil audited, 

9-05 CASE 
for-

INCIDENT REPORTS 
loca L use. 

<Pink COpy): Substation copy 

9-06' 

9-07 

Retain in Dept.: Unti L No longer Needed, then destroy 

VIOLAT.ION NOTICE TRANSMITTALS:. Bend in<"-"off ice copy
of Log sheet transmitting violation notices issued 
by officers. Sen~ to central violations bureau. 

Retain in Dept.: Six months, then destroy 

RA[tIO/VEHICLE ISSUE LOG: Rec())-d of e·\uipment issued 
to officers and patrol units on a dai ly basis. 

Retain in Dept.: One year after last entry, then destroy 

9-08 DETENTION LOG: Indicates the length of time that detained 
sub jec:ts w.GH"-ehe I.d ina p cll- tic u Lal- ce L L b lock and saf ety 
checks made during that period. 

Retain in Dept.: Two years after last entry, then destroy 

http:Di~;posi.on


Request f ov ReC01"ds Dii<.>pos.on AuthOl"itY-'-continuati4 

Item No. Description of Item 

B-09	 VIOLATION NOTICE CHECK-OUT LOGS ReC01"d of vi 0 lat ion
 
pads issued to individual officers.
 

Retain in Dept.: One year ~fter Last entrYt then destroy 

B-10	 RAIIAR ISSUE LOG: Rec(),"d of ,"ada)" units issued to a
 
particular officer or unit on a given day.
 

Retain in Dept.: One year after last entrYt then destroy 

8-1.1	 RADIO INVENTORY LOG: L is·t i1)<;J of r ad ios ass igned to un i"t. 

Retain in Dept.: Unti L new listing issuedt then destroy 

B-12	 EQUIPMENT LOG: Lis t.s f L~~r'es f ire ex t ing u ishe,"s t andJo 

simi lar expendable property issued to patrol units. 

Retai~ in Dept.: One year after last entry,. then destroy 

8-13 LOG BOOKS - BEAT CRUISERS: Conta i TIS beat inf ormat ion,

Lookoutst prisoner transports, activities. notest etc.
 

Retain in Dept.: Two years after last entry. then destroy 

B-14	 LOG BOOK - VEHICLE MAINTENANCE: Ind icah~s the ma int.ena nc e 
performed on the vehicle. Remains with the vehicle when 
l"eaSS i9 ned. 

Retain in Dept.! Destroy when vehicle is surveyed 

B-15	 DAMAGE TO POLICE VEHICLE LOG: A substation log of damage
noted on police vehicLes. 

Retain in Dept.: One year after last entry. then destroy 

B-16	 CITATION RELEASE FILE: Conta ins cop iE~s of )"'epo)"tsc o n-«
 
cerning arrestees released in accordance with the Force
 
citation release program.
 

Reta in in [lept. : Two y(~.a\"s• then dest,"oy 

http:Dii<.>pos.on


Req,uest fo\" R(~COTds IIi spos-.eon -Cont i nu a t i0_Authol" ity-....

Item No. Description of Item 

B-17 POLICE REGULATIONS LOG: Log used fo r 
regulation violation notices issued. 

Retain in Dept.: One year after last 

c o n+r o I of poLice 

entry, then destroy 

B-18 COIlE OF FEDERAL 

Retain in Dept.: 

REGULATIONS (Pink 

One year If no 
then return to 

COpy) 

indication 
officer. 

of forfeit, 

8-19 SHOTGUN 

Retain 

LOG: Checkout 

in Dept.: One 

l09 

year 

f or shotgun~s.. 

after Last entry, then destroy 

B-20 PERK-IT 

Reta in 

FILE: COP ies of Penn i'f!::' i~s.suedby Park Sel-vic:e. 

in Dept.: Unt iL pel"m it has exp ir ed t then dest)-oy 

B-21 CUSTOOY PROPERTV UJGl. Iud ica·tes Pl"oper"ty +ur ned i1\ 

substation and transferred to the Property Section. 

Retain in Dept.: Six months, then destroy 

at th~: 

B-22 SUBSTATION-FIELD OFFICE. POLICY MANUAL: Co nt e i n5 5\lb~:d<:di on 
and unit policy and p)"ocedu\-es. 

r';:etain in Dept.: F'.:etain c en+e n+ d oc ume nt a u nt i I. '!:.upel--
ceeded or rescinded, then destroy 

B-23 BREATHALYZER LOG: 
,-esu lts. 

Retain in Dept.: 

Retain in FRC: 

Contains simul.ato)" and defendant 

One year after last entry. 

Five years~ then destroy 

test 

B-24 BREATHALYZER MAINTENANCE LOG: Conta i ns infol-mat i on 
cerning the maintenance of each breathalyzer unit. 

F'<et..a l n in Dept.: One yea\- after' last ent,-y. 

Retain in FRC: Five years, then destroy 

c o n--



Item No. Description of Item 

B-25 VENDOR WARNING FILE: Contains c op ie-s of 
tn violators of vending regulations. 

Retain in Dept.: Current year plus one, 

""":H-ningsissued 

then destroy 

B-26 COURT CASE JACKET FILES: Co nt a ins cOP ies of H?po)"-h::,f or 
CFR and traffic cases, for officer testimony use. 

Retain in Dept.: Unti l case disposed, then destroy 

B-27 COE:IES OF THE COMPLAINT 
in Communications. 

LOG: Cop i~~s of th~: lO<3p'r-epall"ed 

Retain in Dept.: Unti l no longer neededt then destroy 

B-28 COE:~ES OF THE 
office Master 

MASTER DETAIL: 
Detai l. 

Copy of the Fo rce or Fie ld 

Retain in Dept.: Unti l no longer needed, then destroy 

B-29 CANINE (K-9) FILE: COT)tains ac':t.ui~;ition and re t il"f?ment 
information, medical treatmentt performance evaluations 
and other pertinent do~uments relating to police dogs. 

Retain in Dept.! One year after dog is released from 
the Dept.t then destroy 

B-30 HORSE FILE: Contains ac~uisition and retirement 
information, medical treatment. performance evaluations 
and other pertinen~ documents relating to police horses. 

Retain in Dept.: One year after death of animal. then 
desiT oy 

B-31 SUBJECT INIIEX REFERENCE LIBRARY - NYFO and 
copies of information pertaining to topics
interest to the Field Offices. 

SFFO: Cowta im_? 
of special 

Retain in Dept.: Unti l no longer needed, then destroy 

B-32 COURT CALENDAR FILE - (NYFO) : 
defendants. and dispositions 

Retain in Dept.: Three years, 

Co Tlta ins c 0 lU" t 

then destroy 

d iii tes t 



Item No. Description of Item 

C-Ol 

C8IMINaL._""Ir:i~ESIIGAIIDNS""_BBAr:iCI:t 

MASTEr.: NAME (COLON) FILE: N':lme ca rd file "to c:\""o~::..-:->""-
reference complainants, SUbjects, offenses, and 
locations of selected cases. 

Retain in Dept.! Unti l entered in computert then destroy 

C-02 CASE ASSIGNMENT LOG BOOK: 
a nd detectives i:)ssigm?d to 

Retain in Dept.: 15 years 

Co n t a ins n::'cor"dsof offen~;;es
"the c.1se. 

after last entrYt then destroy 

C-03 JUVENILE ASSIGNMENT LOG BOOK: Conta ins r ec ord e of of f+ 
enses and detectives assigned to the case. 

Retain in Dept.! 15 years after Last entry, then destroy 

C-04 JUVENILE NAME FILE: Name";;;of .luve n i lE::defendan"ts. 

Retain in Dept.: Unti L the Juveni Le reaches 18th birth-
day, then destroy. If the case is 
adjudicated with the equivalent to 
not gui lty, destroy immediately, unless 
under appeal or tried as an adult. 

C-05 NATURAL DEATH CASE JACKETS: 
\- (~P0 \- t~;• 

Retain in Dept.! Five years. 

Retain in F.R.C.! Ten years, 

Co n t e ins inve-:-.tigat iv~~ 

then destroy 

C-06 CLOSED HOMICIDE 
,- G~p0 \- t~;• 

CASE JACKETS: COn"t"lin~::..invest igid iVf."'I 

Retain 

Retain 

in 

in 

Dept.! 

F.R.C.: 

Three years. 

Seventy two years, then destroy 



r';:e'=l,ues'tfor- I:;:<.":'<:onh. Dispos.on Author-i1:y--Continuatio4t Page 7 of ---3V 

I:tem No. Description of Item 

C-07	 OPEN HOM-ICIDE CASE JACKETS: Cont ~i1)S invt-1~d ive ..	 ig<:lt
,- (-~p() ,- t ~:;• 

Retain in Dept.: Five years.
 

Retain in F.R.C.: Seventy years. then destroy
 

c-oa	 ROBBERY CASE JACKETS: Contains investigative repor1:s.
 

Retain in Dept.: Five years.
 

Retain in F.R.C.: Seventy years. then destroy
 

C-09	 SEX OFFENSES CASE JACKETS: Con -~a ins i nves 1:igat ive
 
r"epo r t s ,
 

Retain in Dept.: Five years.
 

Re1:ain in F.R.C.: Seventy years. then des1:roy
 

C-l0	 BURGLARY CASE JACKETS: Con ta i ns inve-s t igat ive ,-ep 0'" ts + 

Retain in F.R.C.:	 Ten years, then des1:roy 

e-rr	 JUVENILE CASE JACKETS:- COT\1:ain~:;inv€~stigative )-epor1:~:;. 

Retain in Dept.:	 Unti L the Juveni le reaches 181:h birth-
day, then destroy. If the case is 
adjudicated with the equivalent to 
not gui tty, destroy immediateLYI unLess 
under appeal or tried as an adult. 

C-12	 AGGRAVATED ASSAULT CASE JACKETS: Conta iTl~:; invest igat ive
 
\-(~P 0\- t<.:; +
 

F~(~tain in Dept.: Five "yean";;.
 

Reta in in F .R.C.: T(.~nye.ar"s, then destroy
 

http:Dispos.on


Page 8 of .oo3fZ./ 

Description of Item 

C-13	 CASE .JACKET FILES - GENERAL: Co n t e i ns invest igaot ive 
reports on other types of offenses not specifically
m(,~nti oned 

Retain in Dept.: Five years. 

Retain in F.R.C.: Ten years~ then destroy 



I t€-Hl\ No. Description of Item 

lI!EHIlElCAIlOtLUNlI 

D-01 FINGERPRINT FILES: 
finger fi Les, and 

Retain in Dept.: 

Retain in F.R.C.: 

Cont.?Ii ns f i ngel-pl-int c ard e , five 
other related documents. 

Five years 

Thirty years. then destroy 

D-02 MASTER ARREST CARDS: Contains irrformation on persons
arrested by the Force and processed by ID Unit. 

Retain in Dept.: Th iroty yean" 

Retain in F.R.C.: Forty years, then destroy 

D-03 LATENT FINGERPRINT 
ate: roime se:€~n(~s• 

Retain in Dept.: 

FILE: Co nr e in~> of iT"I';}er°f.»-ints l-€-~moved 

Ten yearSt then destroy 



I.tem No.	 Description of Item 

CL.I~IC __L.lalSO~LOEElCE 

E-01	 CLINIC LOG BOOK: Conta j n5 n~cor-d~,;of ~,wor-nmemb~~n,; 
r ep 0 1- t i ng t () C I. i n ic • 

Retain in Dept.:	 Ten years after last entrYt then destroy 

E-02	 PRESCRIPTION LOG aOOK: Co n+ a ins \--ec o)-ds of pr-eSC1-ip t ions 
processed by the U.S.P.P. Liaison Officer. 

Retain in Dept.:	 Two years after Last entry. then destroy 

E-03	 MASTER SICK LEAVE STATUS RECORD: Conta ins \-e(:or-dsof 
sick leave used by each sworn member. 

Retain in Dept.:	 Unti l member separatest then retire to 
Metropolitan Police Department, Police 
and Fire Clinic Medical Records FoLder. 

E-04	 SICK LEAVE CERTIF'ICATE ( USF'P FORM :I: -4 ): Recol-ds of 
members reporting sick. Green copy retained at clinic. 

Retain in Dept.:	 Unti L information is recorded on the 
Master Sick Leave Status Record (E-03),
the"!)de'::,-h- oy 

E-05	 METROPOLITAN POLICE DEPT. (M.F'.•D.) F'RESCRIPTION FORM 
(Ptl-316) THIRD COPY: Fo rm used by doCtOI-S +o p)"esc\-ibe 
medication to sworn members. 

Retain in Dept.:	 Six months, then destroy 

E-07	 CLINIC DATA RECOR'D - M.P.II.FORM (PD-320): Conta ins a 
\.. 0rcI 0 f sw ()\..n e," S vis j -t ~> tot he c lin ic t -t j me in a nd~~c m~~mb

out t a.1\<:1 d isp o.s i+ i 0 n5 •
 

Retain in Dept.:	 Six months, then destroy 

E-08	 CLINIC REFERRAL FORM - M.P.D.FORM (aOS :I: 3) PINK COF'Y: 
Form used to refer members to outside medical facilities 
or doctors for treatment. 

Retain in Dept.:	 Two years, then destroy 



Page 1:1.of .."3,V 

I ·tem No + Description of Item 

F-Ol 

IBAlt.Ut:ff3 ....BBAt:fCI::l 

FIREARM TRAINING MASTER FILE: Co n ta ins rec or de. of an 
individual's firearm training. 

Retain in Dept.: Five years after member is separated,
then de~;;tl"oy 

F-02 RECRUIT OFFICERS INDIVIDUAL 
Contains dates, gradest and 
ea c h \"~~cr·u it. 

ACADEMIC TRAINING FILEt 
subject matter studied by 

Retain in Dept.: Five 
then 

years after 
d(,-~stroy 

member is separated, 

F-03 EMPLOYEE TRAINING FILE: Contains 
all training received by sworn and 

Retain in Dept.: Five years after 
then de~styov 

information concerning
civi Lian empLoyees. 

member is separatedt 



Page 12 of __3j2/ 

Item No.	 Description of Item 

G-Ol	 PROMOTION EXAMINATION FILES: Co nt e ins l-ecol-ds and
 
documents g("-:!m?l-at~~d ·the r·n·omedio ne l
 d uv j n9 e xam i na-tion 
process by the Promotion Board. 

Retain in Dept.:	 Two years~ destroy upon approval of 
the Chairman of the then current 
P)··omoti on Bo erd , 

G-02	 APF'LICANT FOLDERS: Cont<.~iTlS d oc ume n+s , fonnst and r e Le t ed 
material generated during the police recruit hiring cycle. 

A. SELECTED	 APPLICANTS: 

Retain in Dept.:	 One year after -the successful completion
of the i r· ):)1- oba t i0 Ttal-ypay·iod t then 
destl"·o"y· 

B. NON-SELECTED APPLICANTS: 

Retain in Dept.:	 Unti L applicants 31s-t birthday, then 
d(~str·oy 

G-03	 ACTIVE EMF'LOYEE FOLDERS: Co n t a ins cop ie~:;of documents,

f()nn!:'t <"TId matE?ri.. f or' the r ou r lne
n:,:ol.ated a I necessar·y
administration of position and personnel management
f u nc t i 0 ns • 

I:;:(~t(ainin D~!pt.:	 Unti L '!.:;I!=-parates~m€-!rnbey·s ·then tn:;:,-a·t 
as in G-·04. 

G-04	 FORMER EMF'LOYEE FOLDERS: Co nra in~:;cop ies of fOl-ms,

doc ume nt s t .and m.atel-ial c onc ern i ns individual.
r·e-~I.ated

f QY·mel-off icel-S of the flept •
 

A. .DISABILITY RETIREMENT: 

Retain in Dept.:	 Unti L 50th birthday, then destroy 

B. OPTIONAL	 RETIREMENT: 

Retain in Dept.:	 Unti L one year after retirement,
the-!nde-:-.tY'oy 

C. SEPARATION OTHER THAN RETIREMENT: 

Retain in Dept.:	 Unti L 31st birthday, then destroy 



I'tem No.• Description of Item 

H-Ol 

COMMUNICAIIO~So_oSECIION 

RAtlIO MAGNETIC TAPES: 

Retain in Dept.: Two years~ then erase and reuse 

H-02 TELEPHONE MAGNETIC TAPES: 

Retain in Dept.: Six months~ then erase and reuse 

H-03 IMF'OUND AUTO LOG 

Retain in Dept.: 

BOOK: 

Two years~ then destroy 

H-04 OUTGOING TELETYPE 

Retain in Dept.: 

MESSAGES: 

Two years~ then destroy 

H-05 INCOMING TELETYPE MESSAGES: M~~~:;so:.~gesthaot can be ma°h:hed 
with the original. outgoing messaget ere filed with the 
original teLetype message (See H-4). ALL Others: 

Retain in Dept.: Ninety dayst then destroy 

H-06 REQUEST 

Retain 

FOR REVIEW OF 

in Dept.: One 

MAGNETIC TAPES: 

year~ then destroy 

H-07 REQUEST 

Retain 

FOR TRANSCRIPTS OR CASSETTES OF MAGNETIC 

in Dept.: One yeart then destroy 

TAPES: 

H-oa REQUEST 

Retain 

FOR SECURITY AND POLICE VEHICLE KEYS: 

in Dept.: One yeart then destroy 

H-09 REQUEST FOR REPLACEMENT OF WEAPONS': 

H-10 REQUEST FOR TEMPORARY LOAN OF COMMUNICATIONS EQUIPMENT: 



Item No. Description of Item 

Retain in Dept.: One year. then destroy 

H-ll RADIO/PAGER EQUIPMENT CARD FILEt Conta i ns i nf ormat i on 
on ~~,=tuipment maintenaonce, assignment, and the individual 
who pic:kf.?d up e,=!.uipment at the r ed i o shop. 

Retelin ill Depolo.: One yea,~ afte,~ e'luipment is suroveyed, 
then dest'~oy 

H-12 PAGER UTILIZATION LOG BOOKt 

Retain in Dept.: Six months after last entry,then destroy 

H-13 PROF'ERTYLOG BOOKt C()nta i ns i nf or rnet i on on 
temporari Ly maintained in the communications 
l-eceive<.i, tr°ansf€-~n-edt and who r ec e ived the 

prooperoty th;.~t 
safe, when 

prooperoty. 

Retain in Dept.: Six months after last entry,then destroy 



It€-~mNu. Description of Item 

1-01 

f~Ei:CE:ERIY._At!fD_,EQUleMEt!fI_,SECIlat!f 

TYPEWRITER SERVICE HISTORY FILEt Conta ins \"eco\"ds of each 
typewriters service history. 

Retain in Dept.: Six months after e,uipment is surveyedt 

then det.:d\" oy 

1-02 GUN RECORD CARD FILE: Co rrt a i ne 
idual weapon assignments. 

Retain in Dept.: Unti l member 

h ie t orv listings on indiv-

is separatedt then destroy 

1-03 CLOTHING AND EQUIPMENT RECORD FILES Contains individual 
c I.othing .aTld e':t,uiprnentl"(~co\"ds.p\"ope\"ty \"ec:eipts. e'tc. 

Retain in Dept.! One year after member is separated,
then de':l>'troy 

1-04 CLOTHING AND EQUIPMENT
records concerning the 
a nd (~':J.u ipmf~nt • 

Retain in Dept.: Four 

INVENTORY CONTROL FILE: Contains 
running inventory of clothing 

years~ then destroy 

I-OS F'ROPERTY RECORD FILE: Co nt a i na ,"eco\"ds Listin<.~P)"OPE~\"ty 
owned by Force by ac,ulsition. 

Retain in Dept.: Three years after e,uipment is surveyed.
then desh" oy 

1-06 BAIIGE RECORD FILE: Con'\'ain~;;nume\" lc e L list ins of po I. ice 
i:}ndguard breast badges issued. 

Reti:}in in Dept.: Unti L computer Listing generated. then 
df.'Stl" ()y 

1-07 REQUEST FOR SUPPL.IES AND SERVICES FILEt Co n+a ins doc-
uments concerning all re,uests for issue or turn-in of 
property, submitted to the Property Office. 

Retain in Dept.: Unti L no Longer needed, then destroy 



R(~':Ll1f-"St R~~cord a DiSPOSe 0 n nt i nue t ief or' Au·th0)- i ty·_·_·Co

I.tem No.	 Description of Item 

I.-OS	 REQUISITION FILE: Cont r ec on:!5- c 0 nc e r 1'1 in<;J),,~~·:tuit i01\S e. inf:i- i~;;
processed through the Property Office. 

Retain illDept.:	 Two years~ then destroy 

1-09	 PURCHASE ORDER FILES: Co 1\ta illS rec 01-ds co nce," n ing p u\"_.
 
chase orders processed through the Property Office.
 

Retain in Dept.!	 Two years~ then destroy 

1-10	 UNIFORM AND EQUIPMENT BOAR[I FILES: Co nt a ill5 r ec orde
 
c o nc er n l nu a Ll matt£:.?\-S)"·elated to uniform and e·:J.uipment

imp,..ovement.
 

Retain in Dept.:	 Three years, then destroy 

1-11	 UTIl.ITY UNIFORM AUTHORIZATION FILE: Co n t a inf:i-e ut h or.... 
ization for units to wear the uti lity uniform. 

Retain in Dept.:	 l~ree years~ then destroy 

1-12	 CLOTHING AND EQUIPMENT RECEIPT FILE: Conta ins cop if:.'S;
 

of receipts for lost or damaged cLoihing and e~uipme1\t.
 

Retain in Dept.:	 Three years, then destroy 

1-13	 HISTORY OF ALL FIREARMS: Con·tains inf orme t Lo n c onc er n i ns
 
repairs. blueing, general maintenance, etc. for each
 
W("~"'lpon.
 

Retain in Dept.:	 One year after e~uipment is surveyed.
then d(o~'!.:d\"oy 



Item No.	 Description of Item 

INECBMAIIC~LMAf'jAGEMEMI_.SECIICtj 

J-Ol	 CRIMINAL HOMICIDES/DEATHSt Reports of a crt m i na L nat ure , 

Retain in Dept.: Three years 

Retain in F.R.C.: Seventy two years, then destroy 

J-02	 RAPE - FORCEABLE/ ATTEMPTEIIt Rep 0 r· tS". 0 f a cr· ito inoll l nat ur· e • 

Retain in Dept.: Three years 

Retain in F.R.C.: Seventy two years, then destroy 

J-03	 ROBBERY: Rep 01-ts of a Corim ina l nature , 

Retain in Dept.: Three years 

Retain in F.R.C.: Seventy two years, then destroy 

J-04	 ASSAULTS: Repor ts of a cr- iR\ ina l neture , 

Retain in Dept.: Three years 

Retain. in F.~:.C.: Seventy two ye.H·S, th('~nde'sh-oy 

J-05 

Retain in Dept.: Three years 

Retain in F.R.C.: Seventy two years, then destroy 

J-06	 LARCENY: Reports of a criminal net ure , 

Retain in F.R.C.: Seventy two years, then destroy 

J-07	 AUTO THEFT ~ UNAUTHORI ZEII USE: Rep01-ts of a cr im ina l 
ni~t ure , 

Retain in Dept.: Three years 

r'::etain in F.R.C.: Seventy two year!:.,then destr·oy 



J-08 

Item No.	 fJe.scipt ion emro 0 fIt 

ARSON: Reports of a criminal nature. 

Retain in Dept.: Three years 

Retain in F.R.C.: Seventy two years, then destroy 

.1-09 

Retain in Dept.: Th1-ee yea1-s 

Retain in F.R.C.: Seventy two yearSt then destroy 

J-10	 SUICIDES: Reporots of a cr im l ne L net ure , 

Retain in Dept.: Three years 

Retain in F.R.C.: Seventy two yearSt then destroy 

.1-11	 FORGERY & COUNTERFEITING: Rep 0\- °hl) of a croimine l net ure • 

Retain in Dept.: Three years 

Retain in F.R.C.: Seventeen yearSt then destroy 

J-1.2	 FRAUD: Rep 01-ts ()f a c1-im ina l na °t U1-e + 

Retain in Dept.: l~ree years 

Retain in F.R.C.: Seventeen years, then destroy 

J-13	 EMBEZZLEMENT: Repol-ts of a cr im i ne t net ure , 

Retain in Dept.: yea 1-Th 1- (o."\'e s
 

Retain in F.R.C.: Seventeen years, then destroy
 

J-14	 STOLEN PROPERTY: F"~~1-P01-t S 0 f a cr im i na l netu1M e • 

Retain in Dept.: Three years 

Retain in F.R.C.: Seventeen years, then destroy 
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J-15 

Retain 

Retain 

in Dept.: 

in F.R.C~: 

Three years 

Ten years, then destroy 

J-16 WEAPONS: Reports 

Retain in Dept.: 

Retain in F.R.C.: 

of a criminaL nature. 

'~ree years 

Th ir"ty seven ye.:n"s,then desh-oy 

J-17 SEX OFFENSES: Reports of a criminaL nature. 

Retain in Dept.: Thn:?e years 

Retain in F.R.C.: Thirty seven yearSt then destroy 

J-18 NARCOTIC & DRUG LAWS: f~c;~por"tsof a cr lm ina I net ure , 

Retain in Dept.: Three years 

Retain in F.R.C.: Thirty seven yearSt then destroy 

J-19 GAMBLING: I:;:(o:~por"tsof i.~ m i nor" cr im i ne I. ne t ure , 

Retain in Dept.! Three years 

Retain in F.R.C.! Ten yearSt then destroy 

J-20 OFFENSES AGAINST 
criminal nature. 

Retain in Dept.l 

FAMILY ANII CHILIIREN: Rel:)()l"""h"of a 

J-21 DRIVING 

Retain 

Retain 

UNDER THE 

in Dept.: 

in F.R.C.: 

INFLUENCE: 

Seventeen 

F!eports of '"cr im lna I 

yearSt then destroy 

net ure , 



I tel'llNo. Description of Item 

J-22 LIQUOR 

Retain 

Retain 

LAW VIOLATIONS,: 

in Dept.: 

in F.R.C.: Seven 

R(o:~por--tsof <is 

years, then 

minor- criminal 

destroy 

ne r ure 

J-23 THREATS: 

Retain in 

Retain in 

Reports 

Dept.: 

F.R.C.S 

of ell criminal nature. 

Three years 

Seventeen years, then destroy 

J-24 TRESPASSING: F:ep(H-ts of 

R€~ t a i n i n -Df.~p t • : 

Retain in F.R.C.: Seven 

ell mi no r c r j m ine L ne t ur e , 

years, then destroy 

J-25 [IISORIIERLY CONDUCT: Rep 0\- ts of 

Retain in Dept.: Three years 

Retain in F.R.C.: Seven years, 

a ex im i ne\ L ne -t \1n-:~+ 

then destroy 

J-26 

A. 

MOTOR VEHICLE ACCIIIENTS: 

NON-FATAL ACCI[IENT REPORTS. 

Retain in Dept.: Three years 

Retain in F.R.C.: Seven years, 

FATAL ACCIDENT REPORTS. 

then destroy 

Retain 

Retain 

in 

in 

Dept.: 

F.R.C.! 

Five years 

Fifteen years, then destroy 

J-27 

Retain 

Retain 

in 

in 

Dept.: 

F.R.C.: 

Three years 

Seventy two years, then destroy 



Item No. Description of Item 

J-28 BRIBERY: 

Retain in 

Retain in 

Reports 

Dept.: 

F.R.C.: 

of a criminal nature. 

Seventeen years, then destroy 

J-29 

Retain in F.R.C.: Seventeen years, then destroy 

J-30 POSpESSION OF IMPLEMENTS OF A CRIME: 
criminal ~ature. 

Retain in Dept.: Three years 

Retain in F.R.C.: Seventeen years, 

f::epo"l"tsof 

then destroy 

a 

J-31 FALSE 

Retain 

REPORTS: 

in Dept.: 

Reports of a criminal nature. 

J-32 FUGITIVE FROM JUSTICE: Repo\-ts of 

Retain in Dept.! l~ree years 

Retain in F.R.C.: Seventeen yearSt 

a c r im i ne l ne rur e , 

then destroy 

J-33 IMPERSONATING A POLICE OFFICE: F':epo\-tr,;.of a c r j m i ne t 
na tu\-e. 

Retain in Dept.: Three years 

Reta in in F.R.C.: Seventeen yean"';'tthen destr"oy 

..1-34 INCITING TO RIOT: 

Retain in Dept.: 

Reports of a criminal nature • 



Item No. Description of Item 

..1-35 TAMPERING 

Retain in 

Retain in 

WITH AUTO: Reports 

Dept.: 

F.R.C.: Seventeen 

of a 

years, 

criminal nature 

then destroy 

• 

..1-36 STOLEN AUTO RECOVERED: Repol-t!:;of 
involving arrests. 

Retain in Dept.! ThY'ee year's 

Retain in F.R.C.! Ten years, then 

a cr'iml na L 

destroy 

na t ur-e not 

..1-37 DRUNKENNESS:: Repol-ts Non'-cy'im ina lin net ur e, 

Retain in 

..1-38 

Retain in 

..1-39 TRUANTS: 

Retain in 

..1-40 SOLICITING: 

Retain in 

Dept.! Two years, then destroy 

Dept.: Two years, then destroy 

Repol-ts Non--c)-iminal or' m lno r in ne t ur e • 

Dept.: Two years, then destroy 

Repo)"·ts Non'-Cl-imi 1\.;1 Lor' mi no r in nat ur-e• 

Dept.! Two years, then destroy 

J-41 FEIIERAL L.ANIIS: W(:l~.hin<".:I,p n I. ish ing, or' H?pa i,-ing aut Oi?, 

the parkt no fimhing or huntin9t short cuts and metal 
detectors. Reports minor in nature. 

Retain in Dept.! Two years, then destroy 

in 

..1-42 DUMPING: I~!~;)p()l-tsNo n+c rLm i ne I o r 
in na r ur-e, 

Retain in Dept.! Two years, then 

minor' 

destroy 

..1-43 UNLEASHED IIOG: 
i n na t IIr:e • 

Retain in Dept.: 

F:epol-ts Non'-'cl-iminal or' m i no r 

Two yearSt then destroy 



Item No. Description of Item 

J-44 U.F.O.: Reports
in n...ar ure , 

Retain in Dept.: 

Non-criminal 

Current year
destr'oy 

or minor 

plus two years, then 

J-45 MENTAL OBSERVATION: 
inn.:) t Ul-e. 

Retain in Dept.: 

Reports No~-criminal 

Current year pLus two 
destr'oy 

or minor 

years, then 

J-46 SUSPICIOUS 
i n n...:\tu.rf:~. 

PERSONS: R(~ports No n+c r lm i ne L 0'" m i no r 

Retain in Dept.: Current 
destroy 

year pLus two years, then 

J-47 VIOLATION 
ar minor 

OF ROAD AND 
in nature. 

DRIVING LAWS: Repor·t~> No n+cr im i na I. 

Retain in Dept.: Current 
destl-oy 

yea~ plus two years, then 

J-48 PARKING VIOLATIONS: 
i n na t 111- (:~ • 

Retain in Dept.: 

Repor·ts No n+c r im ina L 0)"' m inOI" 

Current year pLus two years, then 
de~.+r oy 

J-49 TRAFFIC AND MOTOR 
min 0 1- i n nat ur e • 

VEHICLE LAWS: F..:epo,..ts N()n··-c\-iminal.0'" 

Retain in Dept.: Current 
d(;·~st 1- o Y 

year pLus two years, then 

J-50 ABANDONED AND IMPOUNDED AUTOS: No n+c ,- im ina land not in-
volved in a Fatal Motor VehicLe Accident. Criminal cases 
h,~\v(i~imp 0 u nd \"~~por f of i l (;;od u nde·." of f E'n!l;(;;o c I. "i.S~:; if ic a t ion 
of the criminal report. 

Retain in Dept.: Current year pLus two years, then 
clestl"OY 
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J-51	 ANIMAL AND WIL[ILIFE: Repor·ts Non-c',"im ina L m ino)" 0)" 

i n n..:\t u\"~~• 

Retain in Dept.:	 Current year pLus two years, then 
dest)" oy 

J-52 ASSIST. TO CITIZEN: Rf:~po\"tsNon--crLm i ne t 0)- mi nor'
 
in 'na t u\-e.
 

Retain in Dept.:	 Current year pLus two years, then 
destl- oy 

J-53 SEARCH AND RESCUE: Repo)"ts Non+c r im ina L 0)- minor'
 
in ne t ur e ,
 

Retain in Dept.:	 Current year pLus two years, then 
destroy 

J-54 ASSIST OTHER DEPARTMENT: Repo)"·ts Non-cl··imin.:ll 0)- mi no r
 
in ne rur e ,
 

Retain in Dept.:	 Current year pLus two years, then 
destroy 

.J-55 BOMB THREAT CASES: Repol" ts Non'-Cl"iIn inat 0)- m inor
 
in natu\-e.
 

Retain in Dept.:	 Current year pLus two years, then 
de'5".t\"oy 

.J-56	 UNSECURED INSTALLATION/FALSE ALARM: Repo)-ts Non-c)- im ina L 
or minor in nature. 

Retain in Dept.:	 Current year pLus two years, then 
des"lToy 

.J-57	 [IAMAGE TO GOVERNMENTPROPERTY - NON-MALICIOUS: Repor··ts
Non-criminal or minor in nature. 

Retain in Dept.:	 Current year pLus two years, then 
dest)" oy 



I tem No. Description of Item 

J-58 FIRES: 

Reta in 

Reports 

in Dept.: 

Non-criminal or minor in nature. 

Cur"\"ent yea\" pLus two yea\"s, +he n 
dest\-oy 

J-59 HAZARpOUS CONDITIONS: 
i n na ·hll-e. 

R.eP01"ts Non"-c\-iminaL or' m l ncv 

Retain in Dept.: Current 
destr'oy 

year plus two years, then 

J-60 ATHLETIC COMPLAINTS: Repor·ts Non""c)"imi na l 0\" 

in nat ur e , 

Retain in Dept.: Current year plus two years,
d.es.tr·oy 

mi nor 

then 

J-61 PARK MAINTENANCE 
in natur·e. 

Retain in Dept.: 

NEEDED: 

Current 
des.t\"oy 

Rep 0\" ts No n+c r im ina lor' m iTlCIl-

year pLus two years, then 

J-62 PERSONS MISSING/FOUND: 
in natur·e. 

Repo\"ts No n+c r imi ne l 0\- m i no r 

Retain in Dept.: Current 
dest)"oy 

year pLus two years, then 

J-63 ESCORTS/OCCASIONS: 
i n n ....a t U)"(;~. 

Retain in Dept.: 

R£,'por·tsNo n+c r Lm i na I 0)" minot" 

Current year plus two years, then 
de'!:.;tr·oy 
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J-64 PROPERTY LOST/FOUND 

A. PROF'ERTY FOUND: No n+c r im i ,....:,lin nat ure , 

Retain in tlept~: Current year plus two years, then 
des't,..oy 

B. PROPERTY REPORTED LOST: N 0 n+c\-im i na I. i n nat u\..e • 

Retain in Dept.: Current 
dest, ..oy 

year plus six years, then 

J-65 SICK/INJURED PERSONS: 

A. SICK PERSONS: 

Retain in Dept.! Current year
df.~S>tl-oy 

B. INJURED PERSONS: 

plus two years, then 

Retain in Dept.: Current year
dest)'·oy 

plus six yearsp then 

J-66 COMPUTER HITS: 

A. HITS WITH NO ARREST: 

Retain 

B. HITS 

in Dept~: Current 
des'h-oy 

WITH ARREST: 

year plus two years, then 

Retain 

Retain 

in Dept.: 

in F.R.C.: 

Three 

Seven 

years 

years, then destroy 

J-67 RADIO LOG: Log prepared by Force radio dispatcher
ind ic a t ing the numbs)" of the veh ic le 0'- p or'tab le ,-adi0 

and the time the unit started and ended the tour of duty. 

c· .Retain in Dept.: •.) I X thf.(·ndest,..oy 
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I iem No.	 Description of Item 

J-68	 REF'ORT OF S.lGNAL ZEROS ANII PRESIDENTIAL SECURITY:
 
Reports pertaining to Force participation in security

arrangements and escorts involving the President of the
 
U 1\ it",~dS·t.:l t(;~s
• 

Retain in Dept.:	 Current year plus two years, then 
destr'oy 

J-69	 FIELII COMMANDER SHIFT SUMMARY REPORT:. I)'s i ty r'epo\~ts sub···· 
mitted by the fiel.d c on+e ln lns incommand(;:'\~t ('~hang(;H:;
cI(~t.:~ i t s , I.eci\v«-~ and c\~im i ne I. act ivi ty' duroing gr'anied

th~~ n;~lief.
 

Retain in Dept.:	 One Year, then destroy 

J-70 RA[IIO STATUS CARDS: Ci:)l~dspn:;>pa\~edby ·the d ispa tch(·:;>\~
 
indicating the traffic stoPSt installation checkst radio
 
calLs answered by the unitt and times in and out of
 

Retain in Dept.:	 Five days or unti L no longer neededt 
then desh' oy 

J-71	 I.NJURED FORCE MEMBERS (USPF' FORM+S): F:ep0 r ·t s ()f i n j u\~ed
 

force members on and Dff duty, incLuding all supplemental

\"e,," 0\" is.
 

Retain in Dept.:	 Unt! l member is separated plus 10 yearSt
then dest\"·oy 

J-72 SPECIAL EVENT ORDERS: Contains gener'al and logistical

infor'mat ion about a spec ia l event.
 

Retain in Dept.:	 Current year plus three years, then 
des'h~oy 

J-73	 MEMORAN[IUMS TO THE FORCE: 

Retain in Dept.:	 Unii L rescinded or obsoLete,then destroy 

J-74 COMPLAINT LOG: Case numbe\~s assigned by communications
 
• for case incidents •
 

Retain in Dept.: Current year plus ten years 

Retain in F.R.C.: Fifty years, then destroy 



Item No. Description of Item 

.1-75 SPECIAL ORDERS: 

Retain in Dept.: Current year pLus two years, then destroy 

.1-76 MASTER [IETAILS: 
,'iJ nd c iv i I. ia ns • 

Names and dai Ly assignments of of f' ic er a 

Retain in Dept.: Current year pLus two years, then destroy 

J-77 REQUEST FOR PUBLIC INFORMATION: R€~·=!.uesotsf 0\- inf orme+ ion 
from police reports by the pubLic, and other agencies
(FOIA). 

Retain in Dept.: Current year pLus two years, then destroy 

.1-78 MOTOR VEHICLE ACCIDENT LOG: ~I Se·=!.uentiaL listing of mo t or 
vehicLe accidents in the National Park Service areas 
prl +r 0 L Led by the U. S. Pinok Po Lice + 

Retain in Dept.: Current year pLus six years, then destroy 

J-79 OFFICIAL 
received 

Retain 

RECEIPTS FOLDER: Co nt e ins inf orma+ ion of money
for motor vehicle accident and police reports. 

in Dept.: Current year pLus two years, then destroy 

.1-80 ARREST 

F".:etain 

Retain 

BOOKS (15X17X5): 

in Dept.: 

in F.R.C.: 
T~~~~~J 

F'e1o"hlt'Re'R°tLy, at tile 
Hi~tQri~~L Seetiou 

l<tatioili!lL 
° 

A~-ehi ...'es, 

.1-81 WEEKLY BULLETINS: Infol-mat ion to 
information, deaths~ announcements,
and genel-a I. infol-mat ion. 

Retain in Dept.: Current year plus 

the Fo r-ce on tr°aini ng 
orders of the day, 

two years, then destroy 
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J-82 NEGATIVES: .. an~ of those p lc+ur-e-s take n byN£~g:lt ives 
Force members of accident sceneSt crime sceneSt injured
persons and propertYt etc •• 

Retain in Dept.:	 Current year plus four yearstthen
destroy. Negatives of criminal cases 
wi LL be offered to the Criminal Inves-
~igations Brancht to be placed in their 
case jackets. Fatal motor vehicle 
accident negatives are fi lled with 
the accident folder (See J-26). 



Re'=Luestfor'Rec:on:lsDiSPOeion Authority--Continu;:die 

Item No. Description of Item 

OEEICE_OE .._l~SE:ECIlOMAL._SEBV.lCES 

L-Ol	 ADMINISTRATIVE. PERSONNEL. AND INVESTIGATIVE REPORTS: 
Reports of investigations conducted by or processed by the 
Office of Internal Affairs. 

Retain in Dept.:	 Five years 

L-02 PHOTO	 FILE: Contains current photos of PoLice officers •. 

Retain in Dept.:	 l~ree years after member separatest
then desh"oy 

L-03	 NAME CARD FILE: Contains index of all administrative and 
personnel investigations conducted or processed by the 
Offics of InternaL Affairs. 

Retain in Dept.:	 Three years after member separateSt
then desiT oy 

L-04	 INTERNAL AFFAIRS UNIT (I.A ..U.) NUMBER LOG BOOtO Cont"lins 
I.A.U. number of administrativet personnelt and inves-
tigations conducted by Dr processed by I.A.U •• 

Retain in Dept.:	 Ten years after last entrYt then destroy 

L-05	 COPIES OF REPORTS INVOLVING USE OF [IEFENSIVE WEAPONS: 

Retain in Dept.:	 Five yearSt then destroy 
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M-Ol 

ECBCE_..SAEErC.CEEICE 

THIRD PARTY CLAIMS: Contains DI-134tst motor vehicle 
accident reportSt damage estimatest and other supporting
documents to support the government cLaim. 

Retain in Dept.! One year after claim is settledt 

then de~l>'h-oy 

M-02 DI-134: Report of an 
information concerning

.':l nd (-?mpI. o 've(,o~s• 

accident/incident. Contains 
accident or injury of visitors 
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CEEICEo_CEo_oeL.aNNlNG_oANDo_t!E~EL.CeMENI_o 

N-Ol GENERAL ORDER MASTER FILE: 

F~,,"1tainin D~1Pt.: pel-mall('i}ntrfr:'offe,-to NARS when no 
Longer needed for administrative use. 
Arranged in GeneraL Order. order. 

N-02 TRANSMITTAL MASTER FILE: 

Retain in Dept.! Five yearSt then destroy 

N-03 CIRCULAR MASTER FILE: 

Retain in Dept.: Five yearSt then destroy 


