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REQUEST FOR RECORDS DISPOSITION AUTHORITY
(See Instructions on reverse)

LEAVE BLANK

JOB NO.

NC1-79=85-1

TO: GENERAL SERVICES ADMINISTRATION
NATIONAL ARCHIVES AND RECORDS SERVICE, WASHINGTON, DC 20408

DATE RECEIVED

3/2,/86

1. FROM (Agency or establishment)
Department Of The Interior

NOTIFICATION TO AGENCY

2. MAJOR SUBDIVISION
National Parkm Service

3. MINOR SUBDIVISION

In accordance with the provisions of 44 U.S.C. 3303a
the disposal request, including amendments, is approved
except for items that may be marked “disposition not

approved” or

“‘withdrawn’’ in column 10. if no records

are proposed for disposal, the signature of the Archivist is

United States Park Police not required.
% NAME OF PERSON WITH WHOM 70 CONFER 5. TELEPHONE EXT. |DATE ARCHIVIST OF THE UNITED STATES
Lt. Donald M, Burg g-27-rC

Commander, Information Mgt. Section 426-6620

6. CERTIFICATE OF AGENCY REPRESENTATIVE

| hereby certify that | 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 ______ page(s) 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: L__] is attached; or L__] is unnecessary.

B. DATE CWNATURE OgEN :REPRESENTATIVE D. TITLE

3/20/86 | Warren S. Dade Records Management Officer
7 9.GRSOR | 10. ACTION
ITEM 8. DESCR{PTION OF ITEM SUPERSEDED | TAKEN
NO (With Inclusive Dates or Retention Periods) JOB {NARS USE
: CITATION ONLY)
SEE ATTACHED SCHEDULE
A1l changes to this proposed schedule have been
approved by:
Qe S hefee Mo &%&. 6/ %
NARA apprails Agéncy representative ‘Da
» N
198 Hiar

115-108 m ﬁ @'»«7 8- 7. £ NN 7540-00-634-4064

bon, & NCF, NNF o YN 9-R.56

STANDARD FORM 115 (REV. 8-83)
Prescribed by GSA
FPMR (41 CFR) 101-11.4
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Ttem MNo. Description of Item

QEEICE. QFE. THE CHIEFE OF EOLICE

A—-01 CORRESFONDENCE LOG BOOK: Contxins Index entrees
concerning Congressional inquiries and corvrespondence
routed for action. .

Retain in lept.! Three years after last entry, then
destvoy
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Ttem No. Iescription of Item

DISTRICTS, SUBSTATIONS. AND _EIELD _QFEICES

B—-0O1 COLLATERAL RECEIFTS: (Fink Copy?
Fetain in llepts?! Curvent vyear plus one, then destroy
B—~02 COLLATERAL. OUT LOG: fecords of the tranafer of monies
from the unit to the clerk of the court,.
Retain in Nept.d One veay after Llast entry, then destroy
B-03 CASH COLLATERAL LOG: Log signed each change of relief by
desk personnel denoting status of cash collaterals.
Retain in Jept.! Three years; or until audited,

then destroy

B—-04 RECEIFTS FROM THE CLERK OF THE COURT: Receipts and
computer printouts acknowledging monies turned over
to the clevik of the couvt.

FKetain in lNept.? Three yoars, or until audited,
then destroy

B~-Q5 CASE INCIDENT REFORTS (Fink Copyd: Substation copy

for local use.

Fetain in Dept.! tJntil No longer Needed, then destroy
E-0& VIOLATION NOTICE TRANSMITTALS: Sending office copy

of Log sheet transmitting violation notices issued

by officers.,. Sent to central violations bureau.

Retain in Dept.? Six months, then destroy

B-—-07 RALOIO/VEHICLE ISSUE LOG: Record of equipment issued
to officers and patvrol units on a daily basis.

Retain in liept.? One year after Last entry, then destroy
B-08 DETENTION LOG? Indicates the length of time that detained
sub jects were held in a particular cell block and sofety

checks made during that period.

Retain in llept.? Two vears after last entry, then destroy
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Item No. lescription of ltem

B-09 VIOLATION NOTICE CHECK-OUT LOG! Record of wviolation

rpads issued to individual officers.

Retain in lept.?: One vear after last entry,

then destroy

B—-10 RADAR ISSUE LOG: FRecord of radar units issued to a

particutar officer or unit on a given day.

Retain in Ilept.! One vear after Llast entry,

then destroy

B-11 RADIO INVENTORY LOG: Listing of vadios assigned to unit.

Retain in lDept.s! Until new listing issued, then destryoy

B-12 EQUIFMENT LOG:! Lists flares, fire extinguishers,

aimi lar expendable property issued to patrol

Retain in Dept.! One vear after last entry,

and

units.

then destroy

B—-13 LOG BOOKS — BEAT CRUISERS:! Contains beat information,
lLookouts, prisoner transports, activities, notes,

Retain in lUept.: Two years after lLast entry,

etc.

then destroy

B-14 LOG BOOK ~ VEHICLE MAINTENANCE?S Indicates the maintenance

pervformed on the vehicle. Remainsg with the vehicle

reassianed.

Retain in Dlept.! Testvoy when vehicle is surveyved

when

B-15 DAMAGE TO FOLICE VEHICLE LOGt A substation log of damage

noted on police vehicles.

Retain in Dept.! One vear after last entry,

then desltroy

B-16 CITATION RELEASE FILE:! Contains copies of veports con-
cerning arrestees released in accordance with the Force

citation release pyograme.

Retain in Depts! Two vyeavrs , then destroy

went aeos rive sege sans
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B—-17 FOLICE REGULATIONS LOG:! l.oga used for control of police

vregulation violation notices issued.

Fetain in liepts! One year after lLlast entry, then destroy

B-18 CODE OF FEDERAL REGULATIONS (Pink Copy)

Retain in Ilapt.! One veay If no indication of fovrfeit,

then return to officer.

B—-19 SHOTGUN LOG: Checlout log for shotguns,.

Retain in Dept.s! One vear aflter last entry, then destroy

B~20 FPERMIT FILE: Copies of Fermits issued by Fark

Cervice.

Retain in Dept.! Until permit has expived, then destroy

B—-21 CUSTONY PROPERTY LOGLE Indicates property turned

in at the

substation and transferred to the Froperty Section.

Retain in lept.?! Six months, then destvoy

B-22 SUBSTATION-FIELD OFFICE POLICY MANUAL! Contains

ang unit policy and procedures.

aubstation

Retain in Dept.! Retain content documents until super-—
ceeded oy rescinded, then destroy

B—23 BREATHALYZER LOG: Contains simulator and defendant test
results.
Retain in Dept.s! One yeavr after Last entry.
Retain in FRC? Five vears, then destroy

B—-24 BREATHALYZER MAINTENANCE LOG: Contains information con—-

cevning the maintenance of each breathalyzey unit.

Ketain in Dept.! One wvear after last entry.

Retain in FRO! Five vyears, then destroy
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B~-25 VENDOR WARNING FILE: Contains copies of warnings

to violators of vending regulations.

issued

Ketain in [lept.? Current year plus one, then destroy

B-26 COURT CASE JACKET FILES: Contains copies of

Retain in lept.: Until case disposed, then

B~27 COFIES OF THE COMPLAINT LOG: Copies of the
in Communications.

repovite for
CFR and traffic cases, for officer testimony use.

deswtvoy

prepaved

Retain in liept.? Until no longery neceded, then destyoy

B--28 GCOFIES OF THE MASTER LETAIL: Copy of the Force or

office Master Detail.

Field

Ratain in Jept.f Until no lLongery needed, then destroy

B—29 CANINE (K-9) FILE? Contains acquisition and retirement
information, madical treatment; performance evaluations
and other pertinent documents relating to police dogs.

Retain in Dept.? One year after dog is released from

the Dept., then destroy

B—-30 HORSE FILE!:! Contains acauisition and retirement

information, medical treatment; pevformance evaluations
and other pertinent documents velating 1o police horses.

Retain in Depl.$ One year after death of animals

destroy

B-31 SURJECT INDEX REFERENCE LIEBRARY — NYFO and SFFO!

interest to the Field Offices.

then

Contains
copies of information pertaining to topics of special

Retatn in Dept.d tntil no longer needed,; then destroy

B~-32 COURT CALENDAR FILE -~ (NYF0O)! Contains court dates,

defendants, and digpositions

Retain in Dept.! Three vears, then destroy
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CRIMINAL. . INVESTIGATIONS. BRANCH

Cc—~-01 MASTER NAME (COLON) FILE: Name card file to cyoss—

raference complainants, subjects, offenses, and
locations of selected cases.

Retain in Dept.? Until entered in computer, then destroy

C~02 CASE ASSIGNMENT LOG BROOK: Contains records of offenses

and detectives assigned to the case.

Retain in lept.! 1% years after Lazt entry, then destvoy

C-03 SJUVENILE ASSIGNMENT LOG ROOK: Contains records
enses and detectives assigned to the case.

Fetain in Dept.! 15 vears after last entry, then destroy

C~-04 SJUVENILE NAME FILE!S Mames of Jjuvenile defendants.

Fetain in Dept.! Until the juvenile reaches 18th bivth-

day, then destroy. If the case

adjudicated with the squivalent to
not guilty, destroy inmediately,
under appeal ov tried as an adult.

C-05 NATURAL DEATH CASE JACKETS: Contains investigative

reporvta.
Retain in lepts! Five vears.

Retain in FiRCe? Ten vears, then destroy

C—-0Q6 CLOSED HOMICIDE CASE JACKETS: Contains investigative

repovta.

Retain in Tept.d Three vyears.

Retain in F.R.GCod Seventy two vyears, then destvoy

of off-
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C—-07 OFEN HOMICIDE CASE JACKETS: Containg investigative

repovta.
Retain in DNept.t Five vears.

Retain in F.R.Cs? Seventy vears, then destroy

G~08 ROEBEBERY CASE JACKETS: Contains investigative reports.
Ratain in Deptel Five years.
Fatain in F.K.Cs?! Seventy wveavrs, then destroy

Cc—09 SEX OFFENSES CASE JACKETS: Contains investigative
reporta.
Fetain in Depts? Five vearvs.

Retain in F.R.Ce?! Seventy vears, then destyroy

C-10 BURGLARY CASE JACKETS: Containg investigative repovis.
Retain in DNept.t Five vears.

Retain in FiR.Co?d Ten yeavs, then destroy

Cc-11 JUVENILE CASE JACKETS: Contains investigative reports.

Retain in Depts! Until the juvenile reaches 18th birth-
day, then destroy. If the case is
ad judicated with the equivalent to
not guilty, destroy immediately, uniess
undey appeal or tried as an adult.

C-12 AGGRAVATED ASSAULT CASE JACKETS: Contains investigative
vepovts.
Hetain in Tllepts! Five vears.

Retain in F.R.Co? Ten vears; then destroy
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c-13 CASE JACKET FILES — GENERAL: Contains investigative
reports on other types of offencses not specifically
mentioned

Reetain in Nept.? Five vears.

Retain in FJoR.Ced Ten vyearss then destroy
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JUENTIEICATION. UNIT

I1—-01 FINGERFRINT FILES: Contains fingerprint cards, five
finger files, and other rvrelated documents.

Fetain in Dept.? Five vears
Retain in F.R.Co 8 Thirty years, then destroy

0—-02 MASTER ARREST CARDS: Containe information on persons
arvested by the Forae and processed by LI Unit.
Retain in Dept. Thirty yveavrs
Retain in F.R.C43 Foartly vearsg, then destroy

D03 LATENT FINGERFRINT FILE: Contains fingerprints removed
at erime scenes.

Retain in Dept.! Ten yeavse, then destroy



Requeat for Records Disp osa. on Authority--Continuati (. Fage 10 of ,~3$’l/

Item No. TNescyription of Item

€200 9904 4004 9500 Gues 00s €100 SEs CIIE CHOE G404 4000 Snes Bave 400 F0ns S64s SIYA SAL0 FOLS 1UBT SOUS S0 PESS Sere Snve Seem S0ve 4000 G0N0 G404 S4si $000 SBNE Seus PHOE Sues arad Saes Sese ebat S445 Sesh Gs0 4440 1004 000 T00E H0UF SPPS SORG SReY 4450 S04 $004 4004 6440 Lhes TERS SSRY F90 $008 PRES FORS 1043 FOSE SECE S48 Be0s AEEN RaeN $0ve Teed S40t Sees 44sa At Bere Same

CLINIC. LIAISON. QEFEICE

E-01 CLINIC LOG BOOK: Containz records of swovn members
reporting to clinic.

Retain in Dept.? Tan years after lLast entvry; then destvroy
E~Q02 FRESCRIFTION LOG BOOKS Contains records of prescriptions

processed by the US.F Liaison Officer.

Retain in Dept.! Two yvears after Llast entry; then destroy
E-03 MASTER SICK LEAVE STATUS RECORD: Contains recovds of

sick leave used by sach swovn member.

Retain in lDept.d Until membey zepavrates, then retive to

Matvopolitan Folice Repartment; Folice
and Firve Clinic Medical Recovrds Foldery.

E~-04 SICK LEAVE CERTIFICATE ( USFP FORM # 4 )¢ Records of
members veporting sick. Green copy vetained at clinic.

Retain in DNept,! Until information is recovrded on the
Mastey Sick Leave Status Record (E-03),
then destroy

E—-05 METROFOLITAN FOLICE DEFT.(M.F.D.) FRESCRIFTION FORM
(PI-3146) THIRD COFY: Form uszed by doctore to prescribe
medication to sworn membera.

Retain in Dept.? Six months, then destvoy

E~O7 CLINIC DATA RECORD — M.FP.O.FORM (PD-320)3 Containg a
vaecovd of swovn membevs visits te the clinic, time in and
out, and dispasitions.
FRetain in Dept.? Six months, then destvoy

E-08 CLINIC REFERRAL FORM - M.F.D.FORM (BOS % 3) FINK COFY?:
Form used to rvefer members to outside medical facilities
or doctove for treatment.

Retain in Deptsd Two vyears: then destvoy
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Item No. IHescription of Item .

IRAINING. BEANCH

F-01 FIREARM TRAINING MASTER FILE! Contains recorde of an
individual?s firvearm training.

Retain in llept.? Five vears after member it separated,
then destroy

F-02 RECRUIT OFFICERS INDIVINUAL ACADEMIC TRAINING FILES
Contains dates, grades,; and subject matter studied by
each recruit,.

Retain in Dept.! Five vears after member is separated,
then destvoy
F—-03 EMFLOYEE TRAINING FILE: Contains information concerning

all training received by sworn and civilian enployees.

FRetain in Dept.d Five vears after member is separated,
then destvoy
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Item No. Tescription of Ttem
FERSONNEL. . SECTION
G~01 FROMOTION EXAMINATION FILES: Contains records and

documents generated during the promotional examination
process by the Fromotion Roard.

Retain in liept.! Two vyears, destroy upomn approval of
the Chaivman of the then current
Fyomotion Board.

G—-02 AFFLICANT FOLDERS? Contains documents, forms, and velated
matevial generated during the police recruit hiring cycle.
A. SELECTED AFFLICANTSS
Retain in Iept.? One yvear after the successful completion
of theiv probationary peviod, then
destvoy

E. NON-SELECTEDl AFFLICANTS!

Fetain in Neptsd Until applicants 3lst birthday, then
destroy

6—-03 ACTIVE EMPLOYEE FOLDERS: Containg copies of documents,
forms, ard related material necessary for the routine
administration of position and personnel management
functions.

Retain in Dept.! Until membevs separates; then treat
as in G-04,

G~04 FORMER EMFLOYEE FOLDERS? Containg copies of forms,
documents, and rvelated material concerning individual
foarmer officers of the lept.

A. DISARILITY RETIREMENT?
Retain in Dept.?d Until SOth birthday, then destroy

E. OFTIONAL RETIREMENT:

Retain in llept.t Until one vear after retivement,
then destvoy

C. SEFARATION OTHER THAN RETIREMENT?S

Retain inv Dept.?: Until 3lst birthday, then destvroy
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COMMUNICATIONS SECTION
H-01 RADNIO MAGNETIC TAPES!

Retain in DNept.! Two ¥eavrs, then erase and reuse

H-02 TELEFHONE MAGNETIC TAFES!

Fetain in Dept.? Six months, then erase and reuse

H~-03 IMFOUND AUTO LOG BOOK?:

Ketain in DNept.d Two years, then destyoy

H-04 OUTGOING TELETYFE MESSAGES!

Retain in Dept.? Two years, then destroy

H—-05 INCOMING TELETYFE MESSAGES: Messages that can be matched
with the original outgoing message, are filed with the
original teletype message (See H-4). ALl Otherat

Retain in Dept.s! Ninety dars,; then destroy

H-06 REQUEST FOR REVIEW OF MAGNETIC TAFES?:

Retain in Dept.d One yveavr, then destyvoy

H-07 REQUEST FOR TRANSCRIFTS OR CASSETTES OF MAGNETIC TAFES!

Ketain in Dept.s! One year,; then destrovy

H-08 REQUEST FOR SECURITY AND FOLICE VEHICLE KEYSt

Retain in UDept.? One vear; then destroy

H~092 REQUEST FOR REFLACEMENT OF WEAFONSS

Retain in Dept.d One yeay, then destroy

H-10 REQUEST FOR TEMFORARY LOAN OF COMMUNICATIONS EQUIPMENTS
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Retain in Dept.s! One veavr, then destroy

H-11 RADIO/FAGER EQUIFMENT CARD FILE! Contains information
on equipmant maintenance, assignment, and the individual
who picked up equipment at the radio shop.
Retain in Dept.s! One vear after squipment is surveved,
then destroy
H~-12 FAGER UTILIZATION LOG ROOK?
Retain in lept.? Six monthe after lLast entyy,then destvoy
H-13 FROFERTY LOG ROOK: Contains information on propevty that
temporarily maintained in the communications safe, when

received, transfevrved, and who received the propevty.

Fetain in lept.d Six months after tast entyv,then destyoy
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EROEERTY.. ANDR_ EQUIEMENT _SECTION

I-01 TYFEWRITER SERVICE HISTORY FILE?! Contains vecords of each

typewriters service higstory.

Retain in llept.! Six months after equipment is

then destyoy

I-02 GUN RECORD CARD FILE?: Containsg history listings

idual weapon assignments.

surveyed,

indiv—

FRetain in Dept.sd Until membery is separated, then destroy

I-03 CLOTHING AND EQUIPMENT RECORD FILE? Contains

individualtl
clothing and equipment records, property receipts,

etc.

FRetain in Dept.! One year after member is sepavated,

then destroy

I-04 CLOTHING AND EQUIPMENT INVENTORY CONTROL FILE!

Contains

recovds concerning the running inventory of clothing

and equipment.

Tetain in Depts! Four wvears,; then destroy

I-05 FROFERTY RECORD FILE: Contains recovds Listing property

owned by Force by acquisition.

Retain in lept.?! Three years after equipment
then destvoy

is surveyed,

I-06 BRANGE RECORD FILE: Containg numerical listing of police

and gquard breast badoes issued.

Ketain in Tept.! Until computer Listing generated, then

destroy

I-07 REQUEST FOR SUFFLIES AND SERVICES FILE: Containg doc—
uments concerning all requests for issue or turn—in of

eroperty, submitted to the Froperty Office.

Ketain in Dept.t Until no longer needed, then destvoy

.
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I-08 REQUISITION FILE: Contains records concerning requisitions
procassed thyouah the Fropevty Office.

Retain in Dept.! Two vyears, then destvroy

I-09 FURCHASE ORDER FILES: Contains recovds concerning pur-—
chase ovders processed thryough the Froperty Office.
Retain in Dept.d Two yeays, then destroy

I-10 UNIFORM AND EQUIFMENT BOARD FILES: Containzs recorvds
concevyning all matters velated to uniform and equipment
improvemnant.
Fetain in llept.? Three years, then destroy

I-11 UTILITY UNIFORM AUTHORIZATION FILE:! Contains author-
ization for units to wear the utility uniforme.
Retain in lept.? Three years, then destvoy

I-12 CLOTHING AND EQUIFPMENT RECEIFPT FILE:! Contains copies
of receipts for lost or damawved clothing and equipment.

Retain in DNept.? Three years, then destyvoy

I-13 HISTORY OF ALl FIREARMS: Containg information concerning
repairs, blueing, general maintenance; etc. for each
WEAP O

Ketain in Dept.s.?! One year after equipment is surveved,
then destyoy
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INEORMATION. MANACEMENT. SECTION
BECORDIS. UNIT

CRIMINAL HOMICIDES/DEATHS: Reports of a ¢viminal nature.

Retain

Retain

RAFE ~ FORCEARBLE/ATTEMPTEID!

Ketain

Retain

in Dept.d Three yvears

in F.RCoe? Seventy two vyeavs, then destroy

in Dept.t Three years

in FsRLCod Seventy two yvears, then

ROBEBERY! Repovrts of a criminal nature.

Retain

Ketain

in Iept.t: Three years

in FiRsCe? Seventy two vears, then

ASSAUL TS Reports of a cviminal nature.

Retain

Retain

in Deptl.? Three yoars

in F.R.Cs? Seventy two vears, then

BRURGLARY: Reports of a criminal nature.

Retain

Retain

in ept.$ Three years

in FR.Ce? Seventy two vyears, then

LARCENY?! Reports of a cviminal nature.

Retain

Retain

in Dept.t Three years

in FeR.Co 8 Sevanty two vyears; then

AUTO THEFT & UNAUTHORIZED USE: Reports of

nature.

Retain

Retain

in lept.? Thres years

in F.RLC! Seventy two yvyears, then

Reports of & criminal nature.

destroy

destroy

destroy

destyroy

destroy

a ¢riminal

destvoy
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Description of Item

ARSON: Reports of a c<riminal nature.
Retain in liept.! Three years

FHetain in F.R.Ce? Seventy two veavs, then destroy

HDISASTERS: FReports of natuval oy man—-made disasters.
Retain in Dept.? Three years

Retain in F.R.Ce! Beventy two vyears, then destroy

SUICIDES: Reports of a criminal nature.
Retain in llept.s! Three years

Ketain in F.R.CW Seventy two yeavrs: then destroy

FORGERY & COUNTERFEITING: Reporte of a criminal nature.
Retain in [Nlept.?: Three years

Retain in FJR.Co! Sevenleen vears, then destvyoy

FRAUD! Repovis of a ¢riminal nature.
Retain in lept.? Three rears

Retain in F.R.Cs? Seventeen years, then destvoy

EMBEZZLEMENT: Reports of a criminal nature.
Retain in [ept.? Three years

Retain in FoR.Ce?! Seventeen vears, then destroy

STOLEN FROFERTY?! Reports of a criminal nature.
Fetain in Dept.t Three years

FRetain in F.R.Cet Seventeen vyears, then destroy
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Description of Item

VANDAL.ISM: Reports of a3 minor criminal nature.
Hetain in Dept.! Thyee years

Retain in F.R.C.8 Ten vears, then destyvoy

WEAFONS: Reports of a criminal nature.
Retain in TDept.t Three years

Retain in F.R.C.3 Thirty seven years, then destvoy

SEX OFFENSES: Reports of a criminal natures
Retain in Dept.d Three years

Retain in F.R.C. 8 Thirty seven vears, then destroy

NARCOTIC & DRUG LAWS: Reports of a criminal nature.
Retain in llept.i Three veavs

Fatain in FR.C.3 Thirty seven years, then destroy

GAMBLING: Rewports of a minor criminal nalure,
Retain in Dept.? Thyee vyears

Retain in F.R.Co! Ten vears, then destroy
OFFENSES AGAINST FAMILY AND CHILDREN?! Reports of a
criminal nature.

Retain in Dept.d Thyvee years

Fetain in F.R.Co!  Seventeen yearas, then destroy

DRIVING UNDER THE INFLUENCE! FReports of a criminal nature.
Retain in liept.$ Thyee years

Retain in F.R.CL 2 Seventeen years; then destroy
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S22 LIAUOR LAW VIOLATIONS: Repovts of & minor criminal nature
Retain in Dept.d Thyee vears

Retain in F.R.C. ¢ Saven vears, then destyvoy

S=-23 THREATS: Reports of a cviminal nature.
Fetain in Dept.d Three yvears

Ketain in FeR.Co 8 Seventeen yvyears, then destyoy

S-24 TRESFASSINGS: FReports of a minor cviminal nature.
Retain in Tiept.d Three wveavrs

FRetain in FoR.C. ! Seven vears, then destroy

S=25 DISORDERLY CONIUICT?: Reports of a criminal nature.
Fetain in Iept.d Three years

Retain in F.R:Ce3 Seven vyears, then destryoy

=26 MOTOR VEHICLE ACCIDENTS:
A NON-FATAL ACCIDENT REFORTS.
Retain in Dept.! Three yveavs
Fetain in F.R.Ce! Seven years, Tthen destroy
E. FATAL ACCIDENT REPORTS.
Retain in Dept.! Five years

Retain in FiRCed Fifteen yoavrs, then destroy

J—-27 KIDNAFFING: Reports of a criminal nature.
Retain in Dept.d Thyee vears

FHetain in F.RLCe?! Seventy two yeavs, then destvoy
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S-28 BRIBERY?! Reports of a criminal nature.
FRetain in Dept.! Three years

Retain in F,R.Co ! Seaventeen vears,; then destroy

3-29 BOND JUMFING: FReports of a criminal nature.
Retain in Dept.d Three vears
Retain in F.R.Cs: Seventeen vears,; then destroy
J-30 FPOSSESSION OF IMFLEMENTS OF A CRIME!: Repovts of a
cyiminal nature.
FRetain in Dept.d Thyee vears

Retain in F.R.Ce? Seventeen vears:; then destroy

J-31 FALSE REFPORTS: Reposrts of a criminal nature.
KRetain in Dept.? Three veavrs

Fetain in F..Ced  Seventeen veaves, then destroy

S=-32 FUGITIVE FROM JUSTICE: Reports of a criminal nature.
Featain in lept.? Three veare
Fetain in F.R.C.!  Seventeen years, then destroy
J-33 IMFERSONATING A FOLICE OFFICE! Reports of a criminal
nature.
Retain in Dept.? Three vears

Ketain in F.R.C.? Seventeen yvears, then destroy

J-34 INCITING TO RIOT? Reportz of a criminal nature.
Retain in Dept.? Thyee vyears

Retain in F.R.C. ¢ Seventeen rveoars, then destroy
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S35

J-36

J-37

J-38

J-39

J—40

J-41

J-42

J-43

TAMFPERING WITH AUTO: Reports of a cyiminal nature.

Retain in Diept.d Three years

Retain in F.ROS Seventeen yvears, then destvoy

4500 base sont cons bess saes ases eve

STOLEN AUTO RECOVERED: Reports of a criminal natuve not

involving arvrests.
Retain in DNept.d Three yvears

Retaitn in F.R.GC2 Ten vears, then destvoy

DRUNKENNESS: ! Reports Non-cyiminal in nature.

Retain in DNept.? Two wveavrs, then destroy

VAGRANCY: Reports Non-cyiminal oy minor in nature.

Retain in Dept.? Two vears, then destroy

TRUANTS! FRepovrts Non—cyiminal or minor in natuve.

Ketain in Dept.? Two vears, then destroy

SOLICITING: Reports Non-criminal or minoy in natuve.

Retain in Dept.! Two vears, then destroy

FEIERAL LANDS: Washing, polishing,or repaiving autos

the park, no fishing or hunting, short cuts and metal

detectore. Reports minor in nature.

Retain in lNept.? Two veavrs, then destroy
ODUMFINGS FReports Non-cyiminal ov minor

in nature.

Fetain in Dept.d Two vears, then destroy
UNLEASHED IOG: Reports Non-criminal oy minor
in nature.

FRetain in Dept.? Two veare, then destroy

in
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Item No. Iescription of lItem

J-44 U.F.0.3 Reports Non—-cyiminal ov minor
in nature.

Retain in Dept.! Current yvear plus two years, then
destroy

J-45 MENTAL OBRSERVATION: Reports Mon-criminal or minor
in nature.

FRetain in lept.? Current yveav plus two yeavrs, then
destroy

J—44 SUSFICIOUS FERSONS? Reports Mon-criminal ov minor
in nature.

Retain in lTept.? Curvent veavy plus two years, then
destroy

J—-47 VIOLATION OF ROAD AND DRIVING LAWS: Repovrts Non—-criminal
or minovy Iin nature.

Retain in Dept.? Curvent year plus two vears, then
destroy

J-48 FARKING VIOLATIONS: FReports Noen-criminal oy minoy
in nature.

Retain in Deptsd Curvent yvear plus two years, then
dastyoy

J~49 TRAFFIC AND MOTOR VEHICLE LAWS: Repovts Non-cryiminal ov
minor in nature.

Retain in llept.! Current veavr plus {two vears, then
dostroy

S-S50 ABANDONED AND IMPOUNDED AUTOS! Non-criminal and not in-
volved in a Fatal Motor Vehicle Accident, Criminal cases
have impound veport filed under offense classification
of the criminal report.

Retain in Dept.? Cuarrvent year plus two years, then
destvoy
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J-51 ANIMAL AND WILIDLIFE: Reports Non-criminal oy minoy
in nature.

Retain in Dept.?! Curvent vear plus two years, then
destroy
J—52 ASSIST TO CITIZEN! Reports Non—-cviminal or minor
in nature.
Retain in lept.! Curvent year plus two yvears, then
destroy
J-53 SEARCH ANDI RESCUE? Reports Non-criminal or minor
in nature.
Retain in lept.! Current year plus two years, then
destroy
S-S54 ASSIST OTHER DEFPARTMENT: Reports Non-criminal or minoy
in nature.
Retain in Jept.e! Curvent year plus two years, then
destyoy
=55 EOME THREAT CASES: Reports Non-criminal ov minor
in nature.
Retain in Deptel Curvent year plus two years, then
destroy
J—-5b6 UNSECURED INSTALLATION/FALSE ALARM: Reports Non-cyiminal

oy minov in nature.

Retain in lept.?! Current year plus two yvyears, then
destvoy

—
i

4 LAMAGE T0O GOVERNMENT FPROFERTY - NON-MALICIOUS! Repovts
Non—-criminal ov minor in nature.

Retain in lept.t Current year plus two vyears, then
destroy

ons anee vave snen
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J-58 FIRES: Reports Non-criminal ov minor in nature.
Retain in Dept.! Curvent year plus two yeavs, then
destroy
J-59 HAZARPOUS CONDITIONS: Reports Non—-criminal ov minov
in nature.
Retain in Dept.? Currant year plus two years, then
destroy
J=&60 ATHLETIC COMPLAINTS: Reporte Non—cvriminal or minor
in nature.
Ketain in ept.! Curvent vyear plus twoe yeavrs, then
deatyoy
J-61 FARK MAINTENANCE NEEDED: Reports Non-criminal ov minor
in nature.
Fetain in DNept.? Curvent year plus two vyears, then
destroy
J-62 FERSONS MISSING/FOUND?: Reports Non-criminal or minor
in nature.
Retain in Dept.! Current yeav plus two years, then
destroy
J-63 ESCORTS/0CCASIONS! FReporits Non-cryiminal or minoyv

in nature.

Ketain in Dept.d Curvent yeay plus two years, then
deztvoy
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ITtem No.

J-64 FROFERTY LOST/FOUND

A. FROFERTY FOUND? Non—-criminal in natuve.

Retain in Dept.t
destyoy

E. PROFERTY REFORTED LOSTS
Retain in lept.t

destroy

J—65 SICK/INJURED FERSONSS
A. SICK PERSONS!?

Retain in lept.?
destroy

EB. INJURED FERSONS?

Fetain in Dept.!
destroy

COMFUTER HITS?S

A. HITS WITH NO ARREST?

Retain in Dept.!
destroy

Ee HITS WITH ARRESTS
Retain in llept.?

Three years

Retain in F.R.CW 8 Seven vyears, then destroy

J-67

Current vear plus six years,

Curvent year plus two years,

Current vear plus s8ix vYyeavrs,

Current vear plus two years,

Fage 26 of M3$2//
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Current vear plus two years, then

Non—-criminal in nature.

then

then

then

then

RADIO LOG: Loy prepaved by Force vradio dispatcher

indicating the numbey of the vehicle or portable radio

and the time the unit started and ended the

Fetain in Dept.: Six monthas, then destroy

tour of duty.
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Item No.

J-69

J=70

J-71

J-73

J-74

llescription of Item

REFORT OF SIGNAL ZEROS AN PRESIDENTIAL SECURITY!
Reports pervtaining to Force participation in security
arvangaemnents and escorts involving the Fresident of the
United States.

Retain in Deapt, Current year plus two vears, then
destroy

FIELL COMMANDER SHIFT SUMMARY REFORT: Daily veports sub-

mitted by the field commander, containing changes in
details, leave aranted and criminal activity during
the relief.

Retain in liept.s? One Yeoar,; then destrovy

RANIIO STATUS CARDS: Cards prepaved by the dispatcher
indicating the traffic stops, inslallation checks, radio
calls answered by the unit, and times in and out of

Retain in lept.! Five davs or until no Llonger neeaded,
then destroy

INJURED FORCE MEMBERS (USFF FORMES5)?! FReports of injured
force members on and off duty, including all supplemental
reports.

KRetain in Dept.s! Until member is separated plus 10 yvears,

then destvoy

SFECIAL EVENT ORDERS: Containg geneval and logistical

information about a special event.

Retain in Dept.s! Current vyear plus three years,; then
destroy

MEMORANDUME TO THE FORCES

Retain in Tept.! Until vescinded ov obsolete,then destvroy

COMPLAINT LOG: Case numbers assigned by communications
for case incidents.

Retain in Dept.t! Current year plus ten years

Retain in FRCod Fifty veare, then destroy

Page 27 of _3¢2~
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N 6] SPECIAL ORDERS?

Retain in llept.! Current wvear plus two vears,
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then destroy

J-74 MASTER DETAILS: Names and daily assignments of officers

and civilians.

FRetain in Dept.! Curvent year plus two years,
S-77 REQUEST FOR PURLIC INFORMATION: Requests for

from police reports by the public, and other

(FOIA).

Retain in Dept.?! Current vear plus two vyears,

then destroy

information
agencies

then destyoy

J-78 MOTOR VEHICLE ACCIDENT LOG: & Sequential Listing of motor
vehicle accidents in the National Fark Service areas

patvolled by the U.S.Fark Falice.

Retain in Dept.? Current vyear plus s8ix vyears,

then destroy

then destroy

J-79 OFFICIAL RECEIFTS FOLIDER: Contains information of money
raeceived for motor vehicle accident and police reports.

- — Retain in Dept.?! Current vear plus two vyears,

J—-80 ARREST BOOKS (15X17X5) ¢

Retain in F.R.C.3

Retain in lept.? Three vyears
Savety Tovo Apans; Thine s Gory ,

J—-81 WEEKLY BULLETINS? Information to the Force on training
information,; deaths, announcements, orders of the day,

and general information.

FRetain in Dept.! Current year plus two vyears,

then destroy
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J-82 NEGATIVES? Negatives are of those picltures taken by
Fovce membeves of acocident scenes, Crime scenes, injured
pavrsons and propeviy, etc..

Retain in ODept.s!  Curvent vear plus four vyvears;then
destroy. Negatives of oviminal cases
will he offered to the Criminal Invesg-
tigations Eranch, to be placed in their
case jackets. Fatal motor vehicle
accident negatives are filled with
the accident folder (See J-26).

No Pod K
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Item No.

Description of ltem

L-01

L~02

L-03

L—-04

L—-05

QOEEICE _QF _INSFECTIONAL. SERVICES
ADMINISTRATIVE, FERSONNEL., AND INVESTIGATIVE REFORTSS
FReports of investigations conducted by oy processed by the
Office of Intevnal Affairs.

Retain in llept.! Five yvears

Retain in F.R.C.2 Thirty vears, then destroy

FHOTO FILES: Contains current photos of Folice officers.
Retain in Dept.d Three yeavae after member separates,

then destyvoy

NAME CARD FILE:! Contains index of all administrative and

pevsonnel investigations conducted oy processed bhy the

Office of Intevrnal Affairs.

Retain in Tept.t Three yveavs after membey separates,
then destroy

INTERNAL AFFAIRS UNIT (I.A.U.) NUMBER LOG EBOOK: Contains
T.a.0. number of administrative, personnel, and inves-
tigations conducted by or processad by T.A.U..

Retain in Dept.? Ten vears after last entry, then destrvoy

COFIES OF REFORTS INVOLVING USE OF DEFENSIVE WEAFONS?

Raetain in Deptsd Five vears, then destroy
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EQORCE..SAFETY. . OFEEICE

M—-0Q1 THIRD FARTY CLAIMS: Contains DI-1347%s, motov vehicle
accident reports, damage estimates,; and other supporting
documents to support the government claim.

Retain in Dept.:? One veay after claim is settled,

then destvoy

M—-02 DI-134: Report of an accident/incident. Contains
information concerning accident or injury of visitors
and anplLovees.

Retain in Dleptst Three veavs,; then destvroy
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QEEICE. QF. ELANNING AND. DEVELOBMENT ..

N-O1 GENERAL ORDER MASTER FILES
FRetain in Dept.? Pavmanenttg%/gffer 1o NARS when no

Longer needed for administrative use.
Arvanged in General Ordery % ovrder.

N-Q2 TRANSMITTAL MASTER FILE?

Retain in Dept.! Five vears, then destyoy

N-O3 CIRCULAR MASTER FILE?

Retain in DNept.?! Five years, then destroy
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