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Bcction A: Locnl Governmeni Unit

Butler County Shenff's Office
{Local Goverpment Entity) (Unir)
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(Sig'nnm're of Responsible Official) (Nome) (Title) (Date)

Scction B: Records Commission

Records Commission 513-887-5607
123 North Third Street Homilon 45011 Thes Numﬂbfll)cr
(Address) {City) {Zip Cadc) (Caunty)
To have this form retumed to the Records Commission electronieally, include an email nddress: freezer@butlereountyohio.ors,

1 hereby centify that our records commission met in on open meeting, os required by Section 121,22 ORC, and approved the schedules listed on this
form nnd nny continuation sheets, I further cerify thot our commission will make every effort to prevent these records serics from being destroyed,
transferred, or otherwise disposed of in violation of these schedules and that no record will be knowingly disposed of which periains 1o.ony pending
legnficasé, cloim, oction,errequest. This nction is reflected in the Zums kept by this commission.
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Section E: Records Retention Schedule for Butler County Sherif's Office

The retention pariods specified herein are elther required by statute or have been determined by best practice.

Unless otherwise noted or prohibited by siatute, Industry standards, or other regulatory mandates afier a record Is

transferred from paper 1o electronic format, paper media type will be destroyed immediately after it's saved to digial
storage.

Records will not be disposed of until all audits and audit discrepancies have been sellled and released or if a lawsuit or
agency proceeding is pending.

Records malntained in digital format will be created, reproduced, or otherwise managed In accordance with systems and
procedures designed to ensure the rellability, accuracy, and security of both the records and the procass or system used

to produce %c;rdﬁ
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SIGNATURE OF RESPONSIBLE OFFICIAL

DATE
PP e
Forusehy | RC:3!
Schotu Record Title and @) () idl sguired
chedule eco ean h T
Numier Description Retention Period Media Type
BCSO-01 Accident Reports: arranged | 5 years Paper/Electronic |
Chronologieally { original
reports of traffic accidents)
BCS0-01A Fatal Accident Reports and Permanent Paper/Electronic :
Photographs i
BCSO-02 Annual Budget: agency copy | 3 years Paper
of annual budget
BCSD-D3 Annuzl Budget: agency copy | Migrate or Electronic or all
of annual budget — working maintain as other media
copy necessary until no
longer of
administrative,
fiseal or legal value
in electronic form
BCSO-04- Not on previous Retention
obsolete Schedule
BCSO-05 Annual Report: Report filed Permanent Paper/Electronic |
by the Sheriff to county ne
Commissioner’s
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Schedule
Number

. (2)
Record Title and,
Description

@
Retentlon Perlod

- {4)
Media Type

{BCs0:06

‘Audit Repork: State
Examiner's report toagency

Permanent:

Paper/Electronic |77

BCSQ-07-

Barik Deposlt, Pay-in Recelpts

of the trapsattions

and Statements: Agency copy:

4years

"Papet] Electronic |

. Bids: UnSEl',fcessful.

|1 yearafter
Cofitract awarded
1-or'bid closed

Paper/Electronlc

{BSCO-08.A

Bids/Contracts; Successful
Records documienting
admlilstakion, piimint par
terms of agreements, leases, or.
contfacts withindividisals,
 organizations, or other entities
to procure goods, services; or
egulpment. i

7-years.after
“expiration

Paper/Electronic: [Fimar

[Bcso-08

: Céggefedﬂsﬂckﬁ:lssﬂéﬂ
canceled

S'years

Paper/Electronic

BCSO-10

Cash:Boolk; Cas[]qg_mal:
Openitéms carried forward,

5 years

Paer/Electronic ;

BCSO-11

CGivil Exéctition Orders/Case!
Ricofds:

Records of actions taken
Telating to a civil case: May
include attempts:at service;
actual service information,
tax sales, fareclosures, and
documentation of
enforcement action'taken.
_under provisions of a Order..

| 3yé‘ér‘s< T

-Paper/Electronic |FETSe0n,

BCSO-T1.A

Warratits/Fofeign Writs:
Record of Criminal execution
orders recejved frém all
Courts outside the
county/State and processed,
by Sheriff ‘
ORC.311.10

‘3.years

Paper/Electronic’
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(1) {2) SOrusehy | © I TRCS;
(3) 4) Auditorof || 'Required
S;:;‘;";': Reg:;i?i‘l:tlgind Retention Periad Media Type 3 :_'S_t_é_t_‘o ! Fsgﬁ
BCs0-12- Vehicle Lock Out Forms No lengera
DObsolete function of the
office
BCS0-13 General Correspondence- 3 months oruntil | Paper/Electronic |-
incoming and outgoing no longer of B
{Includes e-mail) administrative
value to recipient
BCSD-14 Cost Bills: Contalns coples of | 3 years Paper/Electronic |
Sheriff's reports of fees and '
costs to the Clerk of Courts
BCS0-15 Inmate Files: Record of 3 years after release Paper/Electronic |
information received during | and pending no legal
intake process for arrested | 3ction
individual, booking forms,
property inventary; if
Incarcerated history of
Incident reports for
inmate/staff interaction and
jail arralgnments during
incarceration, and ralease
date, ]
BCSO-15A Inmate File Index: May Permanent Electranic/Paper |7
include fingerprints, booking g
date, name of inmate,
aliases, social security
number, date of birth,
address, mug shots, inmate
number, disposition of
charges, release date, etc.
ORC.341.02 gah
BCSO-158 Expungements- Sealed Permanent Paper/Electronic |08
Records i %%ﬁj
BCSO-16 Jail Daily Reports: Documents | 3 years Paper/Electronic iy
occurrence of certaln events,
floor log sheets, key contral
log, security log, etc. i
BCSO-17 Employment Applications: 1 year aiter Paper/Electronic |l
Materlal pertaining to received or hired ;

candidates seeking or
ohtaining employment




@) {2) . ‘
Schedule Record Titleand Ret "‘ﬁ{'3) Period d.{d)
Number Description. Sielvan Feno Media Type

BCSD-18 Equipment Loss Reports: Lass | 3 years Paper/Electronic .
of or damage to agency- R
owned equipment

BC50-19 'Execution Docket

Obsolete

See BCSD.11

BCSO-20 Extradition Files, See.BCSO.11.A

obsolete '

BCS0-21 Fingerprint Identification See BSCO.15.A

obsolete Cards

BCSQ-22 Forfelture Fund: Sheriffs 5 years. Paper
vecords of all Forfeifure Fund '
accounts and paparwdrk

B8C50-23. Forelgn Execution Dockets See BCSO.11.A

obsolete.

BCSO-24. Foreign Executfon Warrainits | See BSCO.11.A

obsilete

BESO-25, Grant Records: arranged S years-after _ PapeflEléttronic i
chranolog|cally. Contairis all | audited ]
documents associated with -
the individual grant !

BCSO-25.A VOCA/SVAA GrantRecords | 6 years fromdate. | Paper/Electronic

award was made

BCS0-26 Incidént Reports See BCSO.58

obsolete '

BC50-27  tnsurance Palicies: Sheriff's Upan e_xpimﬂo_n i Papé;’lElecttnnic
copy of insurance policles,
Originals maintalned bythe
county Commissioner's;

BCSO-2B. Internal Affairs Investigations. | See BGO.BE

chsolete of allégéd employee
misconduct

A. Unfounded
BCS0O-28.8 B. Founded See B5CO.36

Obsolete




4 tocar T and 3 (@
Sonndllle et e Reténtion Pefiod |  Media Type.
BC50-29 Invéntory of County Property | 2 years after Paper/Electronic
Inventory report
sent to Butler
County
Commissloners:
and Butler County
Auditor
BCSO-30 Invoices Seg BCSO.407
ochiolete
BCSO-31, Not on previous Record
obsolete Schedule
BCSO-32- Key Control Book: Master See BCSO.34
obisolets Offense Report riumbering
book
BCS0-33 Leases: Sherlff's copi of 3 yeais after lease. | Paper/Electronlc |57
eqlipment leases axpires - Ei
BCSO-34 Offense Reports & Detective Paper/Electronlt [FEEITREE
Files R
- A. Misdemesnor or | 4 years
report not assigned’
for follow-up
investipatians 13260
B. Dffenses with 20 year | 20 years Paper/Electronic PR
statiste, ‘
Investigations of
felony, criminal
activity such as
manstaughter,
compelling
prostitution,
kidnapping, rape,
selual battery,
unlawful contact,
aggravated
arson/riot, robbery,
burglary, assault
against a palice office
or attempt t0 commit
any of the above, L
C. All othér Felonies 10 years Paper/Electronic
D. Detective Case Files: | Permanent Paper/Electronic
Homicide
investigations,

reports, photos, etc..
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'Fnr use I:y

destriction

(1) (2)
. s 3 4 —Aud[to s Of
s; S:::,:lf Reg::i;[l'ﬁeoind ' Rétéi‘ltléf% Period 'Medi(a)]‘ype i *'*r""ﬁ" i
BCSO-35 Payroll Records; Records of | 5 years Paper/Electronic g
employee payroll to include 2
Requiest for Leave, Overtime,
records, court show up
forms, etc.
'‘BCSO-26 Personnel Files: Permanent or in Paper/Electronic
A. Documents accordance.with '
eriiplayee SETvice, job | adrinlstrative:
ﬂescrlption/classiﬂca policy and
‘tion, evaluations, collective
discipline, continuing | bargaining;
education, { agreement for
certifications, records | discipline
malntained per terms
of labor agreement,
Sheriff's
administrative
mandates, records of
weapon and
equipment
asslgnments i
BCS0-36:A Tramtng and Certification 5 years after Paper/Electronic:
: Records employment.
B, Recordsof | terminstes.
individuals who
stténded Police
Academy Training;
rosters and
certifications of
training ‘
‘BCSD-37- Photographic Negative See.BCSO.01.A
ohsolete Fatat Accdent :
BCS0-38 Evidence/Property Room 7 years affér Paper/Electronic (!
Records: Récords of released | released ’
property, réleased tags, stc.
BCSO-29 Fublications: Departmental Superseded, Paper/Electronlc [§
Manuals; rules, regs, etc aholished copy
permanent,
Maintain paper
until quality
control checkéd
prior to

e
T R EEEE [
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S
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9’-‘*:‘!%5}537"*{ N
IEoruse by RC3
(4) o g“_R Luire

Justified

4y 2). -
5".'?(‘32’“"‘" Re“""‘('.f)".’? =nd Refontion Pariod | Médiy Tybe 'lA i%
Number Description It % o OHS-
_ ; Rellcnins,

BCS0-40 Purchase Orders: Agency 2 years Paper/Elecironic |30
copies of purchase orders )
and Invoices processed for
payineiit 6f sefvices,

) | contracts; travel,: etc. ]

BCS@-41- RecelptBooks See-BCSO,40

olisolete: '

BC50-42- Record of Writs See BCSOL11.A

obsolete

BCSD-43. Reference & Trajnipg; Until superseded | Paper/Electronic
Materisls: Ageiicy coples of | arobsolete
‘State Codes, DARE traliilngs;
ang community education

_ outreach programs. .

BCSO-44 Requiisifions See BCSO.40

obsolete: x " A

BC50-35 Roll Call Information: BOLOs, | Untilsupsrseded. | Paper/Electronic.
L.EA.D.S., Teletypes, éitra orobsolete
patrol reque_sts, etc. Not to

! bearchived

BC50-46. Furtherance of listice Fund | 3 years: Paper/Electronic [BR
Records: receipts, chechs; | :
Vouchers, similar fécords.
perfaini'ng to. accounts: ,

BSCO-46,A Drug Funds: Federal Justice, | 6 yearsfromidatg | Paper/Electronic:
Law Enforcement; Drugfinés. | funds received ' ;

BCSO-47 Sheriff Sale Records ‘| See BCS0.11 &

obsolete _ . iLA

BCSO-48. | Towed Vehicle Récords: 2¥ears Paper/Electronic |f
impoynd forms-and signed :

'| releases:

BCSO-49" Traffic Cltations: Hard copies | 1 year after' ' Paper/Eléctronic’
and dispositions. Origjial citafion
maintained by Court Offices.

BCSO-50- ‘Travel Expense Reports See BCS0.40

‘obsileté _ -

BGSOD-51 U.C.R. Reports/ Maonthly FBI | 4 years Paper/Electronlc |
Report '

BCSQ-52 Use of Force Reéports: 3 years Paper/Electronic




4 2 - .
Sc_h(at)lu!é Record (T.%ﬂ?'a"d ‘Reten'tigilz Period Medl(:)]' i
Numbeér Description peeme At L EE : LYPe

BC50:53 Warrant Jackets ' Seg’BCSO.11.A

obsolete 2 s

BC50-54. Jail Arralgnment & 2 yeirs Paper/Efectronic |
Transportation Records- ' ¥

. Record of prisoners taken for,
| arrajgnment:
BCSD:55 Jdil ~Inmate Accoiints. 1z
: A. Recordsiofcommissary | 3 yesrsafter | Paper/Eléctronic |98
Accouits release - :
‘B. Records:offinancial PaperfEléctronic
gtcounts 3yearsafter
release:
BCSO-56 -Jé[lainma:e,Ré:_[uests
A. Grievances? 3 years after Paper/Electronic
Complaints filed by released pending
Inmates | melégal actian
B. Inmate Service' 1year after Paper/Electronic
Reduests relesged ;

BC50-57 fail- Inmate Medical Records: | 3 yedrs after Paper/Electronic
Recotd of Inmate miedical released ' '
treatment and releases while

Incarcerated

BCS0-57.A Inpiate Médical Billings'and | 3'years:after Paper/Electronic
Medication Log:: - released
Dgcuments billing fof
treatment (outpatient} and.
routinedssuancs of

| prescribed medications

.BCS0-58 Jail-i'nmate Intideht Reports.

A. Non-Critical: incident | 3-veafs sfter. Péper/Electronic
thatoccuired inthe. | released
Jail - reported by
Chitectioh Officers

B. Cyltical: . ot
incldents reported by | 3 years after Papir/Electroric |G
Corrections officers released’
documenting actions
regarding
‘Incarcerated persan




(|

S;::iilgre Ra;i;ﬂ:,;ﬁ,ﬁ"g Retention Perlod Mgdia_zl'ype "g{geStataﬂn:', SR s
o
BCSO-59 Body Scan Ifages: 30 ddys after ‘Digital image:
't Images of incoming/outgeing | received and not )
inmatesand visitors: Investigation or-
pending legal
) Action
BCSO-60 Polygraph & years: | Paper/Electronic:
BCSO-61 933, Recordings 30'days after Paper
. A. Transferred to other | transférred to '
Jurisdjctions respoiisible.
‘jurisdiction-~
| réSponting
jurisdiction
A fé._s_pq_i_isihle'-fnr
retention of
‘transferred
) ' fecordings
B, 911 Recordings: 30'days Eléctronic:
Continuous:
electronic sudio
recordings of
emérgericy calls; law
eihforcement and
emergency’
dispatches = e .
BCSO:62 Recorded Radic Traffic and 30 days'unless Electronic
Incoming/Outgoing action pepding
Telephone Calls
BCSO.63 Computer Aided Dispatch Permanent: Electronjc:
{caD)
BCS0O.64 GPS Récordings Until no.longer of | Electronic:
administrative
value:




Requests fecelved toinspect,
or review récoids

Sc:h( 121 | R rd('zl‘ tie and 3) (4)
,Nur?ibl:are EI'Z:IZs el Ltlec;n Retention Perlad Media 'i'yi!e
BCSO-65 Carry Conceal Records: 5 years.after Paper/Elect’ronin ]

‘applicatlon, record checks, tornmission
licenses and renewals for -eXpirés/application
individiials who applied and | denjed.
recelved o perimit per ORC
31101
BCSO-66 | Sex Offerider Registratloriz.~ | "2 years after nge‘rfE_!ectrPniq
‘Records'dacumenting deceased or no
reglstered sexual offenders longer reqiiired to
reglster
BCSO67 'Litigation: - 5 years ofter case | Paper/Electronic (2
Records related.to legal, closed and no.
clainis against the #ctloh pefding
dépaitment or individual,,
subsequent fegal actions and.
‘colirt pfoceedings : ;
BC50-68 Video Recordings:’ Until no longerof | Electronic
Fddtage or audlo adminlitrative
documentirig dally actions.of | valug
law enfarcement personnel
for performance and
.evidentiary purposes , .
BC50-69 Visitatlon Logs (Jail); ‘3 years ' Paper/Elettronic |}
personal and attorney visits
BCSO-70 'Record Requests:. 1 2 years,
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Scheduls Record Title and spaello s i o )

Number Description SRR RENEAELS Wedtatype

Animal ‘

Contral/Dog,
Warden
Division .
DW,BCSO-71 | Animal Bites-Reports/claims | Until no longer.of Paper/Electronic

of ‘animal bites (HaE administrative
investigated) valug

DW.BCSD-72

Anlmal Clalrii Records -

Documents Including
agierient to pay forms, 3ll
fivestock claim forms,

photos; investigation reports; ‘

and other recordsrelated to
losses fironr dog attacks

Unitil nolanger of |
- admijnistrative

value

Pager/Electronic

DW.BCSD-73

Complaints- Records
dotiimenting citizen
‘complaints about animal.
tontrol isslies;

3 years:

“DW.BCS0-74

Citations = Documentsthat’
Identify individualsissued
citations uridei ORC 955
violations. May include
dismissal agreements:
Includes warning tickets'and
datiientstion of verbal
warnings:

2years:

Paper/Electrofic

. DWIBC50-75

Dangerous/Aggressive Dog:
Records-Relatihgto
rililsanie, dangerous,and
vicious dogs and:their
owners. Includes designation
formis, Jibility liisurance
information, dog tag
requirement forms,
registration infarmation,
torrespondence, transfer of
ownership.forms, photos; etc

3 years;

Pagerlélemnlé

Paper/Electronic [&




U
Schediile
Number

(2)
Record Title and.
Dgsci‘lptioh

R )
Retentlon Period

(4)
Media Type

DW.BCSO-76

3 Dﬂtyﬁcﬂn’i‘: Rerords -
“Records of anirals
"euthanized by the county

3 years provided,
no legal actions
pending

‘DW.BC50-77

"Drug Logs - Forms,

' documentsand licenses'used
to identify and track all
cornitfolled substances or
dangerous drugs prchiased,
received, stored,

| administered, and/or
dispensed including Drug
Enforeemént AgERCY Forms B
| Certificates

2 years

| Paper/Electronic: [T

DW.BCS0-78

Emiployeée Activity Logs=
Dally worlcassignmientsof
enfortefiient personnel. May
include: radio Jogs'

3 years,

" Paper/Electronic | iree

..r_"}' Y
LR T
¥

“DW.BCSQ:79.

Intake Records - Identifiesall

" animalsinpounded. Includes
surrefider forms, law
enforcement pickiip forms

‘| and gther relevant
documents. May include cage
card, impouind shiéets, thrée-
day notice records, il
rmedical records Including
rabies shot TAG records.

3'years

“Paper/Electranic. S

DW.BCSG-80

| Investigations <Forms,.
phatographs, documents,

“ ete;, used in detérmining
whether of not a vialation as
defined iri ORCY55 has

~occurred

3 years.

Paper/Electronic

DW.BCSO-81

| Monthly Reporis - Reports
submitted to County Board
of Commissioners as required
by ORC 955,12

3 years

Paper/Electronic




