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RECORDS RETENTION AND DISPOSITION SCHEDULE

DIVISION OF TECHNOLOGY

FAMILY PROTECTION REGISTRY CENTER

R.S.# RECORD SERIES RETENTION
00000. COMPUTER APPLICATION RECORDS

Records created to run the DOMESTIC See COMPUTER APPLICATION
VIOLENCE REGISTRY Computer Application. Records Series in the Information
Includes, but is not limited to: passwords, data Technology Department Records
dictionaries, audit trails, coding, flow charts, Retention Schedule.

change/delete requests, conversion records, data
fixes and program files.

00000. COMPUTER APPLICATION TRAINING
MATERIALS/ USER MANUALS/

ADMINISTRATIVE FILES

Records created to document procedures related See COMPUTER APP LICATI_ON
to the DOMESTIC VIOLENCE REGISTRY Records Series in the Information
Computer Application. Includes, but is not Technology Department Records

limited to: documentation, background notes, Retention Schedule.

planning materials, system walk-thrus, committee
files, file structures, approvals, training
schedules, training seminar notes, course
materials, computer application instructions and
explanations for users.
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R.S.# RECORD SERIES RETENTION

00000. DOMESTIC VIOLENCE REGISTRY
(also known as UCS DOMESTIC

VIOLENCE REGISTRY)
UCS Registry of unexpunged data mandated by Retain unexpunged data for fifty
the Family Protection and Domestic Violence years, then destroy.

Intervention Act of 1994. Information may
contain court ORI (Originating Agency
Identifier) number, order number, docket/index
number, court, county, date of issuance,
expiration date, name, police ORI, action to be
taken (new order, order modified/finalized,
corrected information); service of order (police to
serve order, order served in court, notification by
mail, order previously served); personal and
demographic information about the parties.

00000. DOMESTIC VIOLENCE REGISTRY
ADDENDUM TO INFORMATION SHEET
(also known as UCS DOMESTIC
VIOLENCE REGISTRY ADDENDUM TO
INFORMATION SHEET)

Addendum filed when there are changes to the Retain for one year, then destroy.
original order. Information includes court ORI,
order number, docket/index number, court,
county, enjoined party’s name, applying party’s
name, law enforcement agency where copy of
order is filed - name and police ORI number; date
order served, vacated, case dismissed or case
sealed; order extending information; date of
extension and new expiration date, judge, service
of extended order; violation: date of filing, date
of disposition, judge, disposition type; gun
license revoked; warrant: issue date, name, date
executed, returned, or vacated.
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R.S.# RECORD SERIES

00000. DOMESTIC VIOLENCE REGISTRY
CHECKLIST (also known as UCS
DOMESTIC VIOLENCE REGISTRY
CHECKLIST)

Checklist of missing or invalid information on
the DOMESTIC VIOLENCE REGISTRY
INFORMATION SHEETS. Includes but is not
limited to: follow-up actions to complete the
forms, date and final action.

00000. DOMESTIC VIOLENCE REGISTRY
DATA TRANSMISSION FILE (also known
as UCS DOMESTIC VIOLENCE
REGISTRY DATA TRANSMISSION
FILE)

File created to track confirmation that data has
been transferred to the NYSPIN registry and that
there are no errors in the data.

00000. DOMESTIC VIOLENCE REGISTRY
INFORMATION SHEET (also known as
UCS DOMESTIC VIOLENCE REGISTRY
INFORMATION SHEET; FAMILY
PROTECTION REGISTRY
INFORMATION SHEET)

Worksheet containing case and pedigree
information for data entry into the DOMESTIC
VIOLENCE REGISTRY. Information includes
but is not limited to: court ORI number, order
number, docket/index number, court, county date
of issuance, expiration date, name, police ORI,
action to be taken (new order, order
modified/finalized, corrected information);
service of order (police to serve order, order
served in court, notification by mail, order
previously served).
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RETENTION

Retain for one year, then destroy.

Retain for five years, then destroy.

Retain for one year, then destroy.
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R.S.# RECORD SERIES RETENTION

00000. FAMILY PROTECTION REGISTRY
CENTER INQUIRY DATABASE (also
known as DOMESTIC VIOLENCE
REGISTRY DATABASE)

Database identifying requests for information Retain for three years, then destroy.
from the REGISTRY. Includes information
about court, court ORI number, name of caller,
return phone number, return fax number,
information requested (name, sex, race, date of
birth), court ORI, order number, docket number,
family unit number, social security number, oln
number (operator’s license number) and state,
NYSID (New York State ID) number, data found,
data returned by fax or phone, and operator’s
initials.

00000. LOG OF ORDER NUMBERS (also known
as DOMESTIC VIOLENCE REGISTRY
LOG OF ORDER NUMBERS; UCS
DOMESTIC VIOLENCE REGISTRY LOG
OF ORDER NUMBERS)

Log book of control numbers used for assigning Retain for one year, then destroy.
unique identifying order numbers in each court.

Log contains order number, case number,

applying party, enjoined party, issue date,

expiration date, judge name and temporary/final

indication.

00000. ORDER OF PROTECTION

Copy of the ORDER OF PROTECTION Retain for one year, then destroy.
forwarded from the courts. Information contains:

order number, ORI number, docket number, date

of issuance, expiration date, judge’s name and

temporary or final order.
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R.S.# RECORD SERIES
00000. REPORTS

a) INQUIRY REPORTS

Reports generated from the DOMESTIC
VIOLENCE REGISTRY or local systems.
Reports may include but are not limited to:
Person Summary Report and Order Recap
Report.

b) MANAGEMENT REPORTS
Internal reports, including the User
Workload Report, that document and track
data entry and other internal functions.

¢) STATISTICAL REPORTS

Statistical information reports including
system totals and demographic information.
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RETENTION

a) Retain until updated or until no
longer needed, then destroy.

b) Retain for one year, then
destroy.

c) Retain annual aggregate
reports for 50 years, then
destroy.
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