
•
REQUEST FOR RECORDS DISPOSITION AUTHORITY 

(See Instructions on reverse) 

LEAVE BLANK 
JOB NO. 

NCl-79-135-1 
TO: GENERAL SERVICES ADMINISTRATION 

NATIONAL ARCHIVES AND RECORDS SERVICE, WASHINGTON, DC 20408 
1. FROM (Agency or establishment) 

Department Of The Interior 

DATE RECEIVED 

3/24/56 
NOTIFICATION TO AGENCY 

::--:--:-::-=-==-==-==--c-=c--=--:c------------------------1 In accordance with the provisions of 44 U.S.C. 3303a 
2. MAJOR SUBDIVISION the disposal request, including amendments, is approved

National Parkm Service except for items that may be marked "disposition not 
:::--::-a--==-==-==-=~=:-=-=-=-------------------------1 approved" or "withdrawn" in column 10. If no records 
3. MINOR SUBDIVISION are proposed for disposal, the signature of the Archivist is 

United States Park Police not required. 

4. NAME OF PERSON WITH WHOM TO CONFER 5. TELEPHONE EXT. 

Lt. Donald M. Burg 
Commander, Information Mgt. Section 42b-b620 

6. CERTIFICATE OF AGENCY REPRESENTATIVE 

DATE 

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 ____ 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: D is attached; or D is unnecessary. 

B. DATE D. TITLE 

3/20/86 Records Mana2ement Offic~~ 
7. 

ITEM 
NO. 

8. DESCRIPTION OF ITEM 
(With Inclusive Dates or Retention Periods) 

SEE ATTACHED SCHEDULE 

All cha.n~es to this proposed schedule have been 
approved by: 

rt.. t.+- s k.~-
NARA appr~ 

-'!f/!4 

9. GAS OR 
SUPERSEDED 

JOB 
CITATION 

10. ACTION 
TAKEN 

(NARSUSE 
ONLY) 

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



I t~.un Mo. Description of Item 

OEElCE....OE.... Il::tE._CHIEE._.OE__e.OL.ICE 

CORRESF'ONDENCE LOG BOOKt. Conti.-t ins Index entrees 
concerning Congressional inquiries and correspondence 
routed for action. 

Reta i ·n in Dept•: Three years after last en"h-y t then 
des-t)··oy 

https://Il::tE._CHIEE._.OE


Re•:i.uest for Records Di~;posi.on Authority-•M••Continuatio. Page 2 of __3l.---

Item No. Description of Item 

01sIBICIS.t._.suasrar10Ns.__aND..MEIELD__oEEICEs 

B-01 COLLATERAL RECEIPTS: (Pink Copy) 

Retain in Dept.: Current year plus onet then destroy 

B-02 COLLATERAL OUT LOG: Records of the t1Mansfer 
from the unit to the clerk of the court. 

of moni E::s 

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

B-03 CASH 
desk 

COLLATERAL LOG: Log signed each chanc-.,Je of re Lief 
personnel denoting status of cash collaterals. 

by 

Retain in Dept.: Three yearst 
thet1 de·r:d1M oy 

or unti L audited, 

B-04 RECEIPTS FROM THE CLERK OF THE COURT: Receipts and 
computer printouts acknowledging monies turned over 
to the clerk of the court. 

Retain in Dept.: Three years, 
then destroy 

or unti L audited, 

B-05 CASE INCIDENT REPORTS 
for Loe.a L use. 

(Pink Copy): Substation copy 

Retain in Dept.: Unti L No Longer Neededt then destroy 

B-06· IJIOLATJ:ON NOTICE TRANSMITTALSt. Bernd i nc-.,J off ice copy 
of Log sheet transmitting violation notices issued 
by officers. Sen~ to central violations bureau. 

Retain in Dept.: Six monthst then destroy 

B-07 RA[tIO/VEHICLE ISSUE LOG: Reco1Md of e•:i.uipment issued 
to officers and patrol units on a dai Ly basis. 

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

B-08 DETENTION LOG: Indicates the Length of 
subjects w.ere he l.d in a part i cu Lar ce LL 
checks made during that period. 

time that 
b Loe~, and 

detained 
safet·y 

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

http:Di~;posi.on


Req_uest ·for Records Dif.;pos.on Authority-·-Continuati4 Page 3 of _3~ 

Item No. 

B-09 

B-10 

B-1.1 

B-12 

B-13 

B-14 

B-15 

B-16 

Description of Item 

VIOLATION NOTICE CHECK-OUT LOGS Record of violation 
pads issued to individual officers. 

RADAR ISSUE LOG: Record of ,-ad,:n- units issued to a 
particular officer or unit on a given day. 

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

RADIO INVENTORY LOG: Lis·ting of r·adios assigned to uni-t+ 

Retain in Dept.: Until new Listing issuedt then destroy 

EQUIPMENT LOG: List.s f Lin-est fin:~ ext i n9uishEffSt and 
similar expendable property issued to patrol units. 

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

LOG BOOKS - BEAT CRUISERS: Contains beat i nformcd i ont 
Lookoutst prisoner transports. activitiest notest etc. 

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

LOG BOOK - VEHICLE MAINTENANCE: Ind icah~s the ma i nt-enancc~ 
performed on the vehicle. Remains with the vehicle when 
reassigned. 

Retain in Dept.: Destroy when vehicle is surveyed 

DAMAGE TO POLICE VEHICLE LOGl A substation Log of damage 
noted on police vehicles. 

Retain in De~pt. ! One yea,.. after Last entry t then destroy 

CITATION RELEASE FILE: Contains cop iE~s of ,--epo,-ts con-­
cerni ng arrestees released in accordance with the Force 
citation release program. 

Retain in Dept.: Two ye~rs t then destroy 

http:Dii<.>pos.on


Req,uest f O\.. Rc~cords II i sp os-••on Author i ty-····-Co nt i nui:\ ti o-

Item No. Description of Item 

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

Retain in Dept.: One year after last 

contro L of po Lice 

entry, then destroy 

B-18 CODE OF FEDERAL REGULATIONS (Pink Copy) 

Retain in Dept.: One year If no indication of 
then return to officer. 

forfeit, 

8-19 SHOTGUN LOG: Checkout lo<.;i 

Retain in Dept.: One year 

for shotgun~=-• 

after Last entry, then destroy 

B-20 PERl+lT 

Retain 

FILE: Copies of Perm i ·h;:, i ~;;sued by Pad< Servi c:e. 

in Dept.: Unti L pel--mit has expire•dt then destroy 

B-21 Indicates property turned in 
substation and transferred to the Property Section. 

Retain in Dept.: S~x months, then destroy 

at the 

B-22 SUBSTATION-FIELD OFFICE POLICY MANUAL: Cont,~ ins subs·t.,st ion 
and unit policy and p\--ocedures. 

Retain in Dept.: Retain content documents unti L super­
ceeded or rescinded, then destroy 

B-23 BREATHALYZER 
results. 

LOG: Contains s i mu I.at ol·· and defendant test 

Retain 

Retain 

in 

in 

Dept.: 

FRC: 

One year after last entry. 

Five years, then destroy 

B-24 BREATHALYZER MAINTENANCE LOGS Contains information 
cern i ng the maintenance of each breathalyzer unit. 

Ret.1 in in Dept.: One yea\- af·ter last entry• 

Retain in FRC: Five yearst then destroy 

con-­



Page ~:i of ___33 

Item No. Description of Item 

B-25 VENDOR WARNING FILE: Contains copit~s 
to violators of vending regulations+ 

of warnings issued 

Retain in Dept.: Current year plus onet then destroy 

B-2.6 COURT CASE JACKET FILES: Contains 
CFR and traffic casest for officer 

copies of 
testimony 

repo)-·t~, 
use. 

for 

Retain in Dept.: Unti L case disposedt then destroy 

B-27 COE'.lES OF THE COMPLAINT 
in CommunicatioTIS+ 

LOG: Cop i ~~s of the: L0<3 p·repan,,:,d 

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

B-28 COE:l.ES OF THE 
office Master 

MASTER DETAIL: 
Detai L. 

Copy l>f the Force o)- Fie Ld 

Retain in Dept.: Until no Longer needed, then destroy 

B-29 CANINE <K-9) FILE: CoT)tains ac•:i.ui~;ition and rf.~tirement 
information, medic@L treatment, performance evaluations 
and other pertinent documents relating to police dogs. 

Retain in Dept.: One 
the 

year after dog is released 
Dept., then destroy 

from 

B-30 HORSE FILE: Contains ac:•:i.uisi-tion and rf.~-tire~mt:~nt 
infnrmationt medical treatmentt performance evaluations 
and other pertinen~ documents relating to police horses. 

Retain in Dept.: One year 
destroy 

after death of animal, then 

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

SFFO: Contains 
of special 

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

B-32 COURT CALENDAR FILE - <NYFO): 
defendantst and dispositions 

Co1,ta in~, c:ourt d,:itest 

Retain in Dept.: Three yearst then destroy 



Item No+ Description of Item 

C8IM1NAL_..IN~ESIIGAI10NS.._B8ANCl:t 

C-01 MASTER NAME (COLON) FILE: N,ame c-.:1 rd f i le ·t o c: r o !5-:,··­

r efere nc e complainants, subjects. offenses. and 
Locations of selected cases. 

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

c-02 CASE ASSIGNMENT LOG BOOK: 
and detectives assigned to 

Contain", r·e•cords 
the case+ 

of offen!ses 

Retain in Dept.: 15 years after last entry, then destroy 

C-03 JUVENILE ASSIGNMENT LOG BOOK: 
enses and detectives assigned 

Contains rec:or·ds 
to the case. 

of off··­

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

C-04 JUVENILE NAME FILE: Mame·,;; of Juvt':!n i L1,:: defenclan·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 guilty, destroy immediately, unless 
under appeal or tried as an adult. 

C-05 NATURAL DEATH 
r (~p or ts; • 

CASE JACKETS: Con·ta ins i nve-:,t i gat i ve-~ 

Retain 

Ret~in 

in Dept.: 

in F.R.c.: 

Five years+ 

Ten years, then destroy 

C-06 CLOSED HOMICIDE 
rGip or ts;. 

CASE JACKETS: Con·ta in!;; invest i g,:1t i Vt"'! 

Retain 

Retain 

in Dept.: Three years+ 

in F.R.c.: Seventy two years. then destroy 



Page 7 of ___3y 

I:tem No. Description of Item 

C-07 OF'EN HOMICIDE CASE JACKETSt Cont.a ins i nve~,t i g,;'lt i ve 
rc-:'!port1,;. 

Retain in Dept.: Five years. 

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

C-08 ROBBERY CASE JACKETS: Contains investigative reports. 

Retain in Dept.: Five years. 

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

C-09 SEX OFFENSES CASE JACKETS: Contains investigative 
rep or t1;;.. 

Retain in Dept.: Five years. 

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

C-10 BURGLARY CASE JACKETS: Contains investigative reports. 

Retain in F.R.c.: Ten years, then destroy 

C-11 JUVENILE CASE JACKETS:. Co nta i ·n~s i nvt~st i ga ti ve rep o,- tis. 

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

C-12 AGGRAVATED ASSAULT CASE JACKETS: 
r (~P or t <;;; • 

Retain in Dept.: Five years. 

Con-ta in~;; investigative 

http:Dispos.on
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Description of Item 

C-13 CASE JACKET FILES - GENERAL: Contains investigative 
reports on other types of offenses not specifically 
m"~nt i oned 

Retain in Dept.: Five years+ 

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



I tE•Hll No. Description of Item 

D-01 

lI!EMilEICAIIOtLUlilI 

FINGERPRINT FILES: Co nt,'11 i Tls fingerprint <:ards t 
finger fi Les, and other related documents. 

Retain in Dept.: Five years 

Retain in F.R.c.: Thirty yearst then destroy 

five 

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

Retain in Dept.: Thirty yean;; 

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

D-03 LATENT FINGERPRINT 
at c: r i me sc:€~nc~s. 

FILE: Contains fingerprints removed 

Retain in Dept.: Ten years~ then destroy 



l.tem No. Description of Item 

CLI~IC_.Ll&lSC~L.OEEICE 

E-01 CLINIC LOG BOOK: Conta i 11s 
rep or t i ng t o c: I. i n i c: • 

rec:ordf,; of ~.worn memb~fff,; 

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

E-02 PRESCRIPTION 
processed by 

LOG BOOK: Contains records of 
the u.s.P.P. Liaison Officer. 

prescriptions 

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

E-03 MASTER SICK LEAVE STATUS RECORD: Contains recor·ds 
sick leave used by each sworn member. 

of 

Retain in Dept.: Unti L member separates, then retire to 
Metropolitan Police Department, Police 
and Fire Clinic Medic.al Records Folder. 

E-04 SICK LEAVE CERTIF.ICATE C USF•P 
members reporting sick. Green 

FORM 
copy 

t= -4 >: Records of 
retained at clinic. 

Retain in Dept.: Unti L information is recorded on the 
Master Sick Leave Status Record <E-03), 
th.e11 de·::.-tr oy 

E-05 METROPOLITAN POLICE DEPT. <M.P.• D. > F•RESCRIPTION FORM 
(Ptl-3.16) THIRD COPY: Fo1·m used by doctors ·to prescribe 
medication to sworn members. 

Retain in Dept.: Six months, then destroy 

E-07 CLINIC DATA RECORD - M.P.D.FORM (PD-320): Contains a 
n-~c: or d of swor n m~~mber s v i s i t ~. -t o the c: L i n i c , t i me i Tl 

o u t , a. nd d i sp o.s i ·t i o ns • 
i:\ nd 

Retain in Dept.: Six months, then destroy 

E-08 CLINIC REFERRAL FORM - M.P.D.FORM <BOS t= 3) PINK COF•Yt 
Form used to refer members to outside medical fac:i lities 
or doc-tors for treatment. 

Retain in Dept.: Two years, then destroy 



Item No. Description of Item 

IBAlt.UMt3....BRA~Cl::I 

F-01 FIREARM TRAINING MASTER FILEi 
individual's firearm training. 

Contains records of an 

Retain in Dept.: Five years after 
then de~;;t," oy 

member is separated, 

F-02 RECRUIT OFFICERS INDIVIDUAL 
Contains dates, grades1 and 
ea c: h n,ic r u i t . 

ACADEMIC TRAINING FILEi 
subject matter studied by 

Retain in Dept.: Five years after 
then destroy 

member is separated, 

F-03 EMPLOYEE TRAINING FILE: 
all training received by 

Contains information concerning 
sworn and civi Lian employees+ 

Retain in Dept.: Five years after 
then de~stT oy 

member is separatedt 



Page 12 of __3j2/ 

Item No. Description of Item 

G-01 PROMOTION EXAMINATION FILES: Contains ,-eco,-ds and 
documents generated during the promotional examination 
process by the Promotion Board. 

Retain in Dept.: Two years, destroy upon approval 
the Chairman of the then current 
F').. omotion Board. 

of 

G-02 APPLICANT FOLDERS: Contains documentst formst and related 
material generated during the police recruit hiring cycle. 

A+ SELECTED APPLICANTS: 

Retain in Dept.: One year 
of their 
des tr O),. 

after the successful 
pr obat i on-ary period, 

completion 
then 

B+ NON-SELECTED APPLICANTS: 

Retain in Dept.: Until applicants 31st 
dc~str oy 

birthday, then 

G-03 ACTIVE EMPLOYEE FOLDERS: Contains cop ie,;:; of documents, 
form!:,t ,1nd rel.ated m,~tm··i,,\L necessary for the routine 
administration of position and personnel management 
f U nc: t i O T\!:l • 

Retain in Dept.: 
as in G-·04. 

Until members separates, then treat 

G-04 FORMER EMPLOYEE FOLDERS: Contains copies of forms, 
doc:umenti=.;t a:lncl n,~1.ated m.at((,n-ial r.:on(";erning individual. 
former officers of the Dept. 

A+ .IIISABILITY RETIREMENT: 

Retain in Dept.: Until 50th birthdayt then destroy 

B+ OPTIONAL RETIREMENT: 

Retain in Dept.: Until one year 
the-~n de'!:,t r oy 

after retirement, 

C+ SEPARATION OTHER THAN RETIREMENT: 

Retain in Dept.: Unti L 31st birthday, then destroy 
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Item No.• Description of Item 

H-01 

COMMU~ICAIIOt:fS...SECilOM 

RAitIO MAGNETIC TAPES: 

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

H-02 TELEPHONE MAGNETIC TAPES: 

Retain in Dept.: Six monthst then erase and reuse 

H-03 IMPOUND AUTO LOG 

Retain in Dept.: 

BOOK: 

Two yearst then destroy 

H-04 OUTGOING TELETYPE 

Retain in Dept.: 

MESSAGES: 

Two years~ then destroy 

H-05 INCOMING TELETYPE MESSAGES: M~~~;;s.;.~ges that can be matc:hed 
with the original outgoing message, are fi Led with the 
original teletype message (See H-4). ALL Others: 

Retain in Dept.: Ninety days, then destroy 

H-06 REQUEST FOR REVIEW OF 

Retain in Dept.: One 

MAGNETIC TAPES: 

year~ then destroy 

H-07 REQUEST FOR TRANSCRIPTS OR CASSETTES OF MAGNETIC 

Retain in Dept.: One year~ then destroy 

TAPES: 

H-08 REQUEST FOR SECURITY AND POLICE VEHICLE KEYS: 

Retain in Dept.: One year~ then destroy 

H-09 REQUEST FOR REPLACEMENT OF WEAPONS.: 

H-10 REQUEST FOR TEMPORARY LOAN OF COMMUNICATIONS EQUIPMENT: 



Re(LUf.~st for Rec:: ords [Ii !:,pose on Au th or i ty-··-Co nt i nua ti. 

Item No. Description of Item 

Retain in Dept.: One yeart then destroy 

H-11 RADIO/PAGER EQUIPMENT CARD FILEt Contains i nfo·,·m.:d ion 
on ~~•=tuipment mainten.;n,cet assignmentt and the individual 
who pi c:kf~d up e•:i.u i pment at the radio shop• 

Retain in Dept.: One ye,,ff after EN.ll i pment is surveyed t 
then dest,-oy 

H-12 PAGER UTILIZATION LOG BOOKt 

Retain in Dept.: Six months after last entrytthen destroy 

H-13 PROPERTY LOG BOOKt Contains information on property that 
temporari Ly maintained in the communications safet when 
receivedt transferred, and who received the property. 

Retain in Dept.: Six months after last entrytthen destroy 



Description of Item 

f~E:CE:ERIY._Al!!fD_.EflUle.MEl!!fI_.SECilOl!!I 

I-01 TYPEWRITER SERVICE HISTORY FILES Contains records of each 
typewriters service history. 

Retain in Dept.: Six months after equipment is surveyed, 
then det.=.t,.. oy 

I-02 GUN RECORD CARD FILE: Con·ta ins history Listings on ind iv­
idua L weapon assignments. 

Retain in Dept.: Unti L member is separatedt then destroy 

I-03 CLOTHING AND EQUIPMENT RECORD FILES Contains individual 
clothing aTid e~uipment records, property receipts, etc. 

Retain in Dept.! Ona year after member is separated, 
then de•.;t,- oy 

I-04 CLOTHING AND EQUIPMENT INVENTORY CONTROL FILE: Co1,tains 
records concerning the running inventory of clothing 
and <~•:i.u i pmf~nt. 

Retain in Dept.: Four years~ then destroy 

I-05 PROPERTY RECORD FILE: Cont a i ni;; rec: o,-ds list in<,~ p\" opE~r ty 
owned by Force by acquisition. 

Retain in Dept.: Three years after equipment is surveyed, 
then destroy 

I-06 BADGE RECORD FILE: Con·\·a in~;; numerical Li st i n<3 of po I. i c.e 
and guard breast badges issued. 

Retain in Dept.: Unti L computer listing generated, then 
dt=,,str oy 

I-07 REQUEST FOR SUPPLIES AND SERVICES FILES C<>nta ins doc:­
u.mentr,; c:onc:£ffning al.l re•:i.uef.;ts for issue or turn-i1, of 
property, submitted to the Property Office. 

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



R(,?•:Lllfi'St for R~~cords Dispose on Au·thor i ty·-···Cont i nuat i - Page 16 of __3iv 

I.tem No. Description of Item 

I.-08 REQUISITION FILE: 
processed through 

Contains records concerning requisitions 
the Property Office. 

Retain in Dept.: Two years~ then destroy 

I-09 PURCHASE ORDER FILES: Contains ,-.ecords concerning pur-· 
chase orders processed through the Property Office. 

Retain in Dept.: Two yearst then destroy 

I-10 UNIFORM AND EQUIPMENT BOARit FILES: Con·ta ins records 
concerning c\LI. matt£:.?rs r-elated to uniform and e•:i.uipment 
improvement. 

Retain in .Dept.: Three years. then destroy 

I-11 UTILITY UNIFORM AUTHORIZATION 
ization for units to wear the 

FILES Conta i M, author-·· 
utility uniform+ 

Retain in Dept.: l~ree yearst then destroy 

I-12 CLOTHING AND EQUIPMENT RECEIPT FILE: Contains cop if:.'!:, 
of recfi i p t~s for- Lo~s t or damagf::d <: I. o -th i n1,> and e•:i.u i pment. 

Retain in Dept.: Three years. then destroy 

I-13 HISTORY OF ALL FIREARMS1 
repairs. blueing, general 
W("i'<'lP On• 

Contains information concerning 
maintenance, etc. for each 

Retain in Dept.: One year after 
then df~'!.:;h·oy 

equipment is surveyedt 
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Item No. Description of Item 

J-01 

INECBMAIIC~--MAf'JAGEMEtU_.se:cIIQtj 

BECC8IlfL.Ul'4.II 

CRIMINAL HOHICIDES/DEATHSt Reports of a c:r imi na l nature:. 

Retain in Dept.: Three years 

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

J-02 RAPE - FORCEABLE/ATTEHPTEitt Repor·t:. of a r.:r imi ncl l 

Retain in Dept.: Three years 

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

nature. 

J-03 ROBBERY: Reports 

Retain in Dept.: 

Retain in F.R.c.: 

of a c r i m i na l nature. 

Three years 

Seventy two years, then destroy 

J-04 ASSAULTS: Rep or ts of a 

Retain in Dept.: Three 

c:r i mi na l 

ye.;n-s 

n,:d un~. 

J-05 BURGLARY: Reports of a c:r imi na l natul-e. 

Retain in Dept.: Three years 

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

J-06 LARCENY: Reports of a criminal nature. 

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

J-07 AUTO THEFT g. UNAUTHORIZEit USE: 
n..~ture. 

Retain in Dept.: Three years 

Retain in F.R.c.: Seventy two 

Reports of 

years, then 

a c:r i mi na l 

destroy 



Req_uest for Records Dispose on Author i ty-·-Co nt i nua·t i - Page 18 of ,_3$"v' 

Item No. De.sc r i p t i o n of I t em 

J-08 ARSON: 

Retain 

Retain 

Reports of a criminal nature. 

in Dept.: Three years 

in F.R.c.: Seventy two yearst then destroy 

.J-09 

Retain 

Retain 

in Dept.: 

in F.R.c.: 

Three years 

Seventy two yearst then destroy 

J-10 SUICIDES: Repurts of a criminal. natU\"e• 

Retain in Dept.: Three years 

Retain in F.R.c.: Seventy two yearst then destroy 

.J-11 FORGERY & 

Retain in 

Retain in 

COUNTERFEITING: Repor·h:. of a c:r imi na L 

Dept.: Three years 

F.R.c.: Seventeen yearst then destroy 

natur·~~ • 

J-1.2 FRAUD: 

Retain 

Retain 

Reports <)f a c:\.. imi na L na·ture. 

in Dept.: l~ree years 

in F.R.c.: Seventeen yearst then destroy 

J-13 EMBEZZLEMENT: Reports. of a C\" imi na L natun~. 

Retain in Dept.: Thr"~e years 

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

J-14 STOLEN 

Retain 

Retain 

PROPERTY: 

in Dept.: 

in F.R.c.: 

R~1-p or ts of a er i rn i na L na t U\"e. 

Three years 

Seventeen yearst then destroy 



Item No. Description of Item 

J-15 VANDALISM: Rt:.-ports o-t· a minor criminal na"l:ure+ 

Retain in Dept.: Three years 

Retain in F.R.c~: Ten years, then destroy 

J-16 WEAPONS: Reports 

Retain in Dept. t 

Retain in F.R.c.: 

of a criminal 

Thr·ee yi~ars 

Thirty seven 

nature. 

years, then destroy 

J-17 SEX OFFENSES: Reports of a criminal nature+ 

Retain in Dept.: Three years 

Retain in F.R.c.: Thir1y seven years1 1:hen destroy 

J-18 NARCOTIC & DRUG LAWS: Rc;~ports of a criminal. natun~+ 

Retain in Dept.: Three years 

Retain in F.R.C.: Thirty seven years, then destroy 

J-19 GAMBLING: Rc-:~ports 

Retain in Dept.: 

Retain in F.R.c.: 

of .:~ mi nor c.r i mi -ria I. n,d un::•+ 

Three years 

Ten years, then destroy 

J-20 OFFENSES AGAINST 
criminal nature. 

Retain in Dept.J 

FAMILY ANit CHILI•REN: Reportr,; of a 

J-21 DRIVING UNDER THE 

Retain in Dept.: 

Retain in F.R.c.: 

INFLUENCE: Reports of "'crimin,:tl 

Three years 

Seventeen yearst then destroy 

nature. 



Item No. Description of Item 

J-22 LIQUOR 

Retain 

Retain 

LAW VIOLATIONS.: Rt-:~ports 

in Dept.: 

in F.R.c.: Seven yearst 

of c1 minor criminal 

then destroy 

n.:1tlffe 

J-23 THREATS: Reports 

Retain in Dept.: 

Retaln ln F.R.C.1 

of a criminal nature. 

Seventeen years, then destroy 

J-24 TRESPASSING: Reports of 

Reta i n i n ·nf.~P t • : Three 

Retain in F.R.c.: Seven 

a minor criminal nature. 

years 

years, then destroy 

J-25 DISORDERLY CONDUCT: Reports of 

Retain in Dept.: Three years 

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

a criminal nature+ 

then destroy 

J-26 

A. 

MOTOR VEHICLE ACCIDENTS: 

NON-FATAL ACCIDENT REPORTS. 

Retain in Dept.: Three years 

Retain in F.R.c.: Seven years, then destroy 

FATAL ACCIDENT REPORTS. 

Retain in Dept.: Five years 

Retain in F.R.C.! Fifteen yearst then destroy 

J-27 KIDNAPPING: F<eipo1-t-;;; t)f a C';r imi na I. natun~. 

Retain in Dept.: 

Retain in F.R.c.: Seventy two years, then destroy 
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Item No. Description of Item 

J-28 BRIBERY: Reports 

Retain in Dept.: 

Retain in F.R.C.: 

of a criminal nature. 

Thr0e years 

Seventeen years, then destroy 

J-29 BOND JUMPING: ~o;:eiports of a c:r imi na I. nat\i\-e• 

Retain in Dept.: 

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

J-30 POSpESSION OF IMPLEMENTS OF A CRIME: t:::ep or ts of 
criminal Tiature. 

Retain in Dept.: Three years 

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

a 

J-31 FALSE REPORTS: Reports of a criminal nature. 

Retain in Dept.: Three y-ears 

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

J-32 FUGITIVE FROM JUST.ICE: Repot-ts of a c:r imi na l natU\-eo 

Retain in Dept.: l~ree years 

Retain in F.R.c.: Seventeen yearst then destroy 

J-33 IMPERSONATING A POLICE OFFICE: Repot-tr:i. of a criminal 
nature. 

Retain in Dept.: Three years 

Retain in F.R.C.: Seventeen ye.;ffs, then desdr·oy 

J-34 INCITING TO RIOT: 

Retain in Dept.: 

Reports of a criminal nature. 



' '")".) ·f 3.,,,,, -F age .:...:.. o ··-' 111,..,,,. 

Item No. 

J-35 

J-36 

J-37 

J-38 

J-39 

J-40 

J-41 

J-42 

J-43 

Description of Item 

TAMPERING WITH AUTO: Reports of a criminal nature. 

Retain in Dept.: Three years-, 

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

STOLEN AUTO RECOVERED: Rt~porti;; of a c:r imi na L nature not 
involving arrests. 

Retain in Dept.: Three years 

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

DRUNKENNESS:: Reports Non-criminal in nature. 

Retain in Dept.: Two years, then destroy 

VAGRANCY: Reports Non·•-c)-imin,,,I. or minor in nature. 

Retain in Dept.: Two years. then destroy 

TRUANTS: F~eports Non--c,-iminal or· minor in nc:1tu,-e. 

Retain in Dept.: Two years. then destroy 

SOLICITING: Reports Non·-c:,-imindl or minor in n;;duy·e. 

Retain in Dept.: Two years. then destroy 

FEDERAL LANDS: Washing. pol.ishing,or repairing autos in 
the parkt no fimhing or hunting. short cuts and metal 
detectors. Reports minor in nature. 

Retain in Dept.: Two years, then destroy 

DUMPING: Reports Non-criminal or minor 
i n na tu.re. 

Retain in Dept.: Two years. then destroy 

UNLEASHED DOG: F:eports Non·-·c:,- imi na l or mi nor 
in na t ltre. 

R~~t a i n i n Dept • : Two years. then destroy 



Item No. Description of Item 

J-44 U.F.o.: Reports 
in n ..~ture. 

Non-criminal or minor 

Retain in Dept.: Current 
destroy 

year plus two yearst then 

J-45 MENTAL OBSERVATION: 
in n,:)ture. 

Reports No~-criminal or minor 

Retain in Dept.: Current 
destroy 

year plus two years, then 

J-46 SUSPICIOUS 
i Tl n<":l t U.l-f:) • 

PERSONS: R(~ports Non··-criminal or mi1w1-

Retain in Dept.: Current 
destroy 

year plus two years, then 

J-47 VIOLATION OF ROAD AND 
or minor in nature. 

DRIVING LAWS: Rep or· t~, No n•-cy· i mi n,:1 I. 

Retain in Dept.: Current 
destroy 

yea~ plus two years, then 

J-48 PARKING VIOLATIONS: 
i n n,:1 t ttr ei • 

Reports Non····cr i mi na l or mi nor 

Retain in Dept.: Current 
de~,t1- oy 

year plus two years, then 

J-49 TRAFFIC AND MOTOR 
m i nor i n na t u re! • 

VEHICLE LAWS: Rep o , .. ts N c>n··-c ,- i m i TH:"i I. or 

Retain in Dept.: Current 
de-~~·,;tr oy 

year plus two years, then 

J-50 ABANDONED AND IMPOUNDED AUTOS: 
v o l ved in a Fatal Motor Vehicle 
have impound report filed under 
of the criminal report. 

No n-·c r i m i na l and not i n­
Accident. Criminal cases 
offense classification 

Retain in Dept.: Current 
destroy 

year plus two years, then 
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Item No. Description of Item 

J-51 ANIMAL AND 
i n n.:1 t u r ~? • 

WIL[tLIFE: Reports Non-c·1" i mi na l Ol" mi nol" 

Retain in Dept.: Current 
destroy 

year plus two yearst then 

J-52 ASSIST TO CITIZEN: 
in ·nature. 

RF:~ports Non-·cr· i mi na l or mi nor 

Retain in Dept.: Current 
destl" oy 

year plus two yearst then 

J-53 SEARCH AND 
in nature. 

RESCUES Repol"ts Non····criminal or minor 

Retain in Dept.: Current 
destroy 

year plus two yearst then 

J-54 ASSIST OTHER 
in naturf:). 

DEPARTMENT: Reports Non-criminal or minor 

Retain in Dept.: Current 
destroy 

year plus two yearst then 

J-55 BOMB THREAT 
in nature. 

CASES: Reports Non·-criminal. or minor 

Retain in Dept.: Current 
de'::,tr oy 

year plus two yearst then 

J-56 UNSECURED INSTALLATION/FALSE 
or minor in nature. 

ALARM: F<eports Non-er imi nd l 

Retain in Dept.: Current 
destroy 

year plus two yearst then 

J-57 [tAMAGE TO GOVERNMENT PROPERTY - NON-MALICIOUS: 
Non-criminal or minor in nature. 

Reports 

Retain in Dept.: Current 
destroy 

year plus two yearst then 
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Item No. Description of Item 

J-58 FIRES: Reports Non-criminal or minor in nature. 

Retain in Dept.: Current 
dest\-oy 

year pl us two years t ·then 

J-59 HAZARpous CONDITIONS: 
in natun~. 

R.epor ts Non··-cr i mi na l or mi nor 

Retain in Dept.: Current 
destroy 

year plus two yearst then 

J-60 ATHLETIC COMPLAINTS: 
i n nature. 

Reports Non-··c\- imi na l o\- mi no,­

Retain in Dept.: Current 
des.troy 

year plus two yearst then 

J-61 PARK MAINTENANCE 
i n nature. 

NEEDED: Reports Non·-·criminal or mino,­

Retain in Dept.: Current 
des.troy 

year plus two yearst then 

J-62 PERSONS MISSING/FOUND: 
in nature. 

Reports Non·-criminal or minor 

Retain in Dept.: Current 
dest\- oy 

year plus two yearst then 

J-63 ESCORTS/OCCASIONS: 
i l\ n.-l t lff(;~ + 

R£,'P or ts No n-c\- i mi na l o\- mi nor 

Retain in Dept.: Current 
det.;tr·oy 

year plus two yearst then 



Item No. Description of Item 

J-64 PROPERTY LOST/FOUND 

A. PROPERTY FOUND: Non-criminal in nature. 

Retain in Dept.: Current year plus two yearst then 
destroy 

B• PROPERTY REPORTED LOST: No n--r~ r i m i na I. i n na ·t u n~. 

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

J-65 SICK/INJURED PERSONS: 

A. SICK PERSONS: 

Retain in Dept.! Current year plus two yearst then 
df:~s.tr oy 

B. INJURED PERSONS: 

Retain in Dept.: Current year plus six yearst then 
destroy 

J-66 COMPUTER HITS: 

A. HITS WITH NO ARREST: 

Retain in Dept.: Current year plus two yearst then 
destroy 

B. HITS WITH ARREST: 

Retain in Dept.: 

Retain in F.R.c.: Seven years, then destroy 

J-67 RADIO LOG: Log prepared by Force radio dispatcher 
indicating the number of the vehicle or portable radio 
and the time the unit started and ended the tour of duty. 

Retain in Dept.: Six months1 then destroy 

https://df:~s.tr


Item No. 

J-68 

J-69 

J-70 

J-71 

J-72 

J-73 

J-74 
• 

t•~ · "' r ag1:: •:,••7- fo "T,"°l~.... ,=>.., 

Description of Item 

REPORT OF S.IGNAL ZEROS ANit PRESIDENTIAL SECURITY: 
Reports pertaining to Force participation in security 
arrangements and escorts involving the President of the 
Uni t~~d S·t -.:l t1::?s. 

Retain in Dept.: Current 
destroy 

year plus two yearst then 

FIELII COMMANDER SHIFT SUMMARY REPORT:. IJ,~ i 1.y reports sub···· 
mitted by the field commandert containing changes in 
detai I.st leave granted and criminal activity during 
thi;;i rl':ilief. 

Retain in Dept.: One Year, then destroy 

RAIIIO STATUS CARDS: Cc:n-ds pn,:-pared by ·the di spa tctu-?r 
indicating the traffic stopst installation checks, radio 
calls answered by the unitt and times in and out of 

Retain in Dept.: Five days or 
thel\ destroy 

until no longer needed, 

I.NJURED FORCE 
forc::e members 
reports. 

MEMBERS <USPP FORMt:5 > : F:ep or ts o·f i n jured 
on and off dutyt including all supp lementa L 

Retain in Dept.: Until member 
then destroy 

is separated plus 10 years, 

SPECIAL EVENT ORDERS: Contains general 
information about a special event. 

and logistical 

Retain in Dept.: Current 
destroy 

year plus three yearst then 

MEMORANI•UMS TO THE FORCE: 

Retain in Dept.: Until rescinded or obsoletetthen destroy 

COMPLAINT LOG: Case 
for case incidents • 

numbers assigned by communications 

Retain in Dept.: Current year plus ten years 

Retain in F.R.c.: Fifty yearst then destroy 
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Item No. Description of Item 

J-75 SPECIAL ORDERS: 

Retain in Dept.: Current year plus two yeaTSt then destroy 

J-76 MASTER DETAILS: 
,11 nd c i v i I. i ans • 

Names and dai Ly assignments of offic:ers 

Retain in Dept.: Current year plus two yearst then destroy 

J-77 REQUEST FOR PUBLIC INFORMATION: Rt::~•:i.ue~.-ts for i nformcd ion 
from police reports by the publict and other agencies 
<FOIA). 

Retain in Dept.: Current year plus two yearst then destroy 

J-78 MOTOR VEHICLE ACCIDENT LOG: ~, Se•:i.uent i al listing of 
vehicle accidents in the National Park Service areas 
p.-1tr·o l le.cl by the u.s.Pad✓• Po Lice. 

motol·· 

Retain in Dept.: Current year plus six yearst then destroy 

J-79 OFFICIAL RECEIPTS FOLDER: Cont.;) ins 
received for motor vehicle accident 

i nform,~t ion of money 
and police reports. 

Retain in Dept.: Current year plus two yearst then destroy 

J-80 ARREST BOOKS (1SX17XS>: 

r.:eta in 

Retain 

in Dept.: 

in F.R.c.: 
T~~~~~J • 

Pe1·11h1t'Re'R·tly, :el tlie 1-tal,o ..al A~·eh,-..•es, 
Mi~teri~~l Seetiou 

J-81 WEEKLY BULLETINS: Information to the Force on training 
informationt deaths~ announcements, orders of the daYt 
and genera I. i nformat i Oll• 

Retain in Dept.: Current year plus two yearst then destroy 
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Item No. Description of Item 

J-82 NEGATIVES: N£~g.:1t Ives are of those pictures tal-;<~n by 
Force members of accident scenest crime scenes, injured 
persons and property, 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 Jack~ts. Fatal motor vehicle 
accident negatives are filled with 
the accident folder (See J-26). 
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Item No. Description of Item 

OEEICE_OE.... l~SE:ECilOMAL._SEBV.lCES 

L-01 ADMINISTRATIVEt PERSONNELt AND INVESTIGATIVE REPORTS: 
Reports of investigations conducted by or processed by 
Office of Internal Affairs. 

the 

Retain 

Retain 

in Dept.: 

in F.R.c.: 

Five years 

Thirty yearst then destroy 

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

Retain in Dept.: l~ree years after 
then desty·oy 

member separatest 

L-03 NAME CARD 
personnel 
Office of 

FILE: Contains index of 
investigations conducted 
Internal Affairs+ 

all administrative and 
or processed by the 

Retain in Dept.: Three years after 
then destroy 

member separatest 

L-04 INTERNAL AFFAIRS UNIT <I.A~U.) NUMBER LOG BOOK: 
I.A.U. numbe)r of ,:1dminist,-ativet Pt"!')"Sonnelt and 
tigations conducted by or processed by I.A.U++ 

Contains 
ir,ves-,·­

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

L-05 COPIES OF REPORTS INVOLVING USE OF t1EFENSIVE WEAPONS: 

Retain in Dept.: Five yearst then destroy 
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I tf~m No. Description of Item 

M-01 

M-02 

EOBCE_..SAEEI:'L.OEEICE 

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 
the.n de1s·h-oy 

DI-134: Report of an accident/incident. Contains 
information concerning accident or injury of visitors 

,:l nd (·NOP I. () yec,.-:,~;; • 
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It t:--:-m No• Description of Item 

N-01 

flEElCE._flf . __ e.Lf!tNNll"JG_.AND.-I!E~EL.CeMENI_. 

GENERAL ORDER MASTER FILE: 

F~<-:-:-tain in [l<,.--:,pt.: F'e\"mall(~nt,i,;'0-f-fen- to NARS when no 
Longer needed for administrative use+ 
Arranged in General Order• order. 

TRANSMITTAL MASTER FILE: 

Retain in Dept.: Five years, then destroy 

N-03 CIRCULAR MASTER FILE: 

Retain in Dept.: Five years, then destroy 
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