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ITEM          DESCRIPTION                                           RETENTION       
 

00000.  CASE FILES

File containing all materials related to an
investigation.  Includes interview summaries,
charges, affidavits, minutes, evidence,
transcripts and recommendation. 

To be determined at a later
date, pending appraisal of
Personnel Records.

00000. CASE SUMMARIES

Record providing access to case files and
summary of file contents.  Includes name,
case number, title, location, complainant(s)
name, complainant(s) address, allegation, date
opened, date closed, recommendation and
name of investigator.

To be determined at a later
date, pending appraisal of
Personnel Records.

00000.      COMPLAINTS:  NO INVESTIGATION

Record of complaints deemed to be without
merit and which do not result in an
investigation.

Retain for five years, then
destroy.

00000.    DOCKET BOOK

Log of investigation cases.  Includes name,
case number, title, date received, date closed
and recommendation.

Retain for five years or
until no longer needed,
then destroy.  
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00000.   FIREARMS RETENTION REQUEST

Record of requests from peace officers
requesting permission to keep firearm upon
retirement.

Retain for one year or until
no longer needed,
whichever is shorter, then
destroy.

00000.  INCIDENT REPORTS

Copies of aided or unusual occurrences either
involving Unified Court System personnel
and/or taking place on court premises.

If report does not result in
an investigation, retain for
one year or until no longer
needed, then destroy. 
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