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HISTORY
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RECORDS RETENTION SCHEDULE (RC.2f parr 1
Su itl'rlfrrtcttons beforc amflaingfifsfotttt. t&tstbe $Mttdtttth ?ART2

SosHon l,: Locd Gowmnent Unft

CTTY OF BOWLING GREEN POLICE DIVISION

(Local Govertrmlrt Entig)

ofResponuible

Serdon B: Recordr Counirrton

BOWLING GREEN RECORDS COMMISSTON

(Unit)

JUSTIN D. WHITE

(h'ame)

DEPUTY CHIEF OF POLICE

(Titlc)

(419)3s+6202

(DEte)

304 NORTH CHURCH STREET BOWLING GREEN 43p,O2
Felephone Numberl

WOOD

(Addr€ss) (City) (Zip CodE) (Conuty)

Tohawthis funn fftna€d to flre Reords Cmriraion elseto'rlicllly, iocludc an crnail oddrcss:

mct in an opcn meeting as ftqufu€d by Scctiom 12I.22 ORC, ud rpprroved the eche&iles lircd m this
ccfiiryihat owconrmisim *,ill makccvery€ffut to pftrveat ttegerw& series firom beiugdcsroyd

violthr of,these schedulcs md fiat no rccod will bc knowingly dispoced of wilich p€rtains to any Fndinglegal casq claim, actionarcqu€st. This actimisref,ectedin theminucskcptbythis @@ssrqr.

I hcr6y Grtit, that ourrccords
frrm and my continu*ion shects, I ftr,ther
tmsfenEd, or oth€rwiee disposod of in

Recmds Corrmission Caair Siga&re Dats

SGcdon C: Ohio Ht*ory Cmnectlon - StrteArchivcs

Sigtrsturc
^*A
fiflc

5 l lzoza
Date

Aodltor of Strtc

2 { Car /' {-t * zozo
Sigraturc Titlc I}ae

Pl*N*: ll|asElltdttYcsrvtgJt&tR(-Zlor/fi,cpatt,anad/jfrbs!v,tglytwo'[r,,d,dfi,,thc&a9'*C,;'[tn&r'(,nr6,,, tpaneaant
cryyofdterfu

SAO-/LGRP- RC-2 (Part I & z),Rovirod lanrary 2017
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Sec'tion E: RECORDS RETENTIOI{ SCHEDULE (RC-2) - Part 2
fu inct Ldilt B $ore cunplalng tltu ft ,n-

C]TY OF BOWLING GREEN POLTCE DTVTSTON

(L@al GovernmcdEdy) (r.hir)

(l)
Bchodule
Number

t2,
Record fidc rnd Ihrcrlptlon

(3)
RstcnflonPsiod

(4)
ilIedlr Tlpc

(s)
For ure

by
Audltor
of Statc

or
LGRP

(o
RG3

ncqufosd
by

I.GNP

010
AccidentReports

@xeept Fatel Creshec) 2 Yeerc
Peper,

Hlectronie

020 Annual Reprts Permanent
Peper,

Eleckonic d
030 Btcycle License Rcglsf ations 10 Yean

Paper,
Electronic tr

040 Bhnk Forms (Mrster Book)
Untll

Superseded
Peper,

Electronic

050 BMV ReExam Forms (BMV230E) 2 Yearr Paper

060 Breathalyzer Records (BI[V225O 3 yearc Peper

0?0 CALEA Fitec 5 Years
Peper,

Electronfu

0t0 CftrlI Cttrfionc (Yellow Copy)
l Month After
Compledou

ofBook
Paper tr

090 Correspondence
UnfiI No

Longer of
Admin. Vdue

Paper,
Electronic tr

100
Crimirsl Case Filec

-Mlsdemeenor
-X'elony (Except Rrpe & Homicide)

10 Yeam
Pa1rcr,

Electronlc

110 Crlnrind Citadon* (Yellow Copy)
L MonthAfter

Complefion
of Book

Popcr

r20
Employee Annurl Eveluedon

(Paper Copy to Penonnel) 3 Yearl Electronlc tr
130 I

I
I

Employee (Swom)
Quarterty Evstuafiong I Yesr

Pnper,
Electronic tr

SAG/LGRP- RC-2 (Pqt I & zr,Rcviscd Iuury 2017
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Section E: RECORDS RETENTION SCHEDULE (RC-21-Part?
*e irrsfircriaaE Wrc a npldtts dd$ottrn.

CITY OF BOWLIilG GREEN POLTCE DtVtStON

(Loel{ioumcABdy) (Uoit)

(1)
Schedule
Numbcr

(21

Rccord TlOe rad Ilcrcripdon
(3)

Rrtcndon Fcrlod
(4'

Mcdlr Tlpc
(o

For uce
by

Auditor
of Stete

or
IGRP

(o
RC-3

nlqed
by

IfNP

140 Employec Schcduleo
Unfll No

Longer of
Adnln. Valuc

Paper,
Elec'trontc

150
Equlpmeut Inventoricy
(Wifr SerirlNumbers) 4 Years Elechonic tr

160 Frtrl Crerh Reportr Permruent
Paper,

Electronlc c
fia Fhgerprint Cards Permenent Paper c
1E0

Ilirlng Records
(Includes Backgroundr & Pre
Employment Querdonnalre)

6 Yeerr
Paper,

Electronic

190 Homicide/lUurder Crse F'tle+ Permrnent
Peper,

Electronic c
200 Internel Affairs tr'iles 3 Yerrs After

Termlnafion

Paper,
Elecfodc,
Audio/DI/D
Recordingr

tr

210 Itens Returned to BIV[V (BtUV360t) l Year Paper

220 Key Peg Arrlgnment Log
UntilNo

Longer of
AdEh. Ydue

Electrontc E]

230 Key Peg Sign-Out Sheet
UndI No

Longer of
Admin- Value

Paper tr
%a Llquor Permtt!

2 Years Put
Clore of
Burhers

Pqler

250 Manuals, Hrndbooks I

Undl
Superceded

Peper,
Elechonlc

SAO'II CiRP- RC-2 (Pafi I & 2), Rcvieed Imrary 2017
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Section E: RECORDB RETENTION SGHEDULE (RC-2) - Part 2
&e insfirctiotts $orc complctbtg tldt lorrr*

CITY OF BOWLITTIG GREEN POLICE DIVISION

(L@slOovGrMEdy)

(1)
f,chedulc
Number

(r.ffi)

(2)
Record Tltls lrd Ilaeription

(3)
Rctendon Poriod

(4)
Medirllac

(5)
Foru*

by
Audltor
of Stetc

or
I,GRP

(6)
RG3

Rrqftd
by

I,GRP

26fi MeethgNotes { Yeerr
Paper,

Elecfrodc

270
Mug Shots

-Mirdemeenor
-Felouy

10 Years
20 Yecrr

Prper,
Elecfonic

2E0
ftvertire Call rnd

Sign-Up Shee$ 3 Yeanr
Prper,

Electronlc n
290 Parking Meter Collection Recordr 2 Years

Paper,
Electronic il

300 Parking Tlctmts 2 Ycarr
Papern

Electrorle

310
Photo IIIes

(Crime Scene) 2 Yerus Paper n
320

Plenning llocunents
{AAR,IAP, etc.) 4 Yerre

Peper,
Elecilonlc

330
Postal Recordr (Certlfied MaiI

Receipts, Cerfificatcs of Mdllng etc.)
Until No

Longer of
Admin. Value

Paper

340 Prece Releuer l Year Electronlc tr
350 Private Property Tow Logs l Year Paper tr
360 Public Recordr Release Logs l Year Electronle tr
370 Radio/Telcphone Reeordlngs l Year Electronic

3t0 Rape/Sexual Anreult Caso Files Permanent
Paper,

Electronic d
SAGILGFP- RG2 (Part I & 2), Reviscd Imuary2017

tr

n

tr

n
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Section E: RECORDS RETENflON SCHEDULE (RC-z) - Part 2
See twttttc-tlow b{orc confuting thisform

C]rY OF BOWLING GREEN POLTCE DtVtStON

(Led GovanncotPttity) (Unit)

(1)
Schcdub
Number

(2)
Record flfl3 md Ilcecripfou

(3)
Retendon Pcrlod

(4)
Mcdia TlAe

(sl
For ure

by
Auditor
of Stete

or
LGRP

(o
RC-3

BGqElrd
by

LGRP

390
Records Retention Schedule and

Related llocumenfi Permsnent
Papero

Electronic il
400

Recponse to Resfutrnce/Aggression
Reportr 5 Yeare

Paper,
Electronic tr

410
Seeled Recordg

\ilith Alcohol Diverclon
2 Years After
Order Drte Paper

420
Sealsd Records

Without Alcohol Dlversion Permanent Paper d
430 Tow Seryicc Cdl Logc 2 Yearu Paper tr
&0 Tow Sheets/Itrvmtorios 4 Years Paper tr
450

Traffic Cihtions
Audit Sheet

Until No
Longer of

Admln, Y1]ue
Paper tr

460 Tmflic Cibflou Books
l MonthAfter
Completion of

Book
Peper n

470 Traffic Citation* Log
Until No

Longer of
Admin. Velue

Paper E]

4E0
Trsffic Comlnission

RecordslilIinutes Prrmanent
Paper,

Elecftonic d
490 Treining Materiek Filee

6 Years After
Termination

Paper,
Elechonlc tr

500 Uniform Allowence Records 3 Years Electronic tr
sl0 Vtdeo Recordlngs

30 Doys
(No Acdon
Pendlus)

Electronie tr
SAG/L,CIRP- RC-2 (Part L &2),Rwiscd Jaaury 2017

u
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Section E: RECORDS RETENTION SCHEDULE (RC-2) - Part 2
Sw t tsttTtctions Worc conplatns ildlforrt

CITY OF BOWLING GREEN POLTCE DIVISION

fl.cal OwcmmrilEffiy)

(t)
$ehedule
Nunber

(r)
Record fifle rnd Ilercription

(IJnir)

(3)
RetmtionPcrid

(4)
Medir Tlpe

(5)
For ure

by
Auditor
o{ Stst€

or
LGRP

(6)
RC-3

R quttd
by

I,GRP

H

SAO-/LGRP- RC-2 (PEt I & 2), RcvisodJmrary2Ol7

tl

tr


