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RECORDS RETENTION SCHEDULE (RC-2)- Part 1

See instructions before completing this form. Must be submitted with PART 2
Section A and Section B must be filled out and signed by local government before submission to the State Archives

Section A: Local Government Unit

Erie Co% i Sheriff’s Office
oven);aé“fic Entity) / (Unit) _ ;
i PR F7 " Paul Sigsworth Sheriff i A 214
,i? é&ﬁ%’ &{/ Y o g
ft%ial) (Name) (Title) (Date)
i ;
Section B: Records Commission See ORC 149.38 — ORC 149.412 for Records Commission information
Erie County Records Commission 419-627-7682
(Telephone Number)
2900 Columbus Avenue Sandusky 44870 Erie
(Address) (City) (Zip Code) (County)

To have this form returned to the Records Commission electronically, include an email address:

I hereby certify that our records commission met in an open meeting, as required by Section 121.22 ORC, and approved the schedules listed on this
form and any continuation sheets. I further certify that our commission will make every effort to prevent these records series from being destroyed,
transferred, or otherwise disposed of in violation of these schedules and that no record will be knowingly disposed of which pertains to any pending
legal case, claim, action or request. This action is reflected in the minutes kept by this commission.

70 5o [tr17

Records Commission Chair Signature Date

Section C: Ohio History Connection - State Archives

Mﬂx\aﬂu\ Kom&» GOJQ(M Qo_@ro\a Pvc\,v\u\‘f% “IZ\}\QI

Signature \/ ! Title ]l)ate(
ectiap D: Auditor of State 7

j ;jQ/LK~ £ Wa// /EC’W/@ Méw’_ [2-$/2
Signat'ure I ! Title —y

Please Note: The State Archives retains RC-2 forms permanently. It is strongly recommended that the Records Commission retain a permanent
copy of this form

SAO-/LGRP- RC-2 (Part 1 & 2), Revised August 2018
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Section E: RECORDS RETENTION SCHEDULE (RC-2) — Part 2

See instructions before completing this form.

Erie County Sheriff’s Office
(Local Government Entity) (Unit)

1 (2) (3) ) 5 (6)
Schedule Record Title and Description Retention Media Type For use by RC-3
Number Period Auditor of Required

State or by
LGRP LGRP
Non-Administratively Essential Notes May be Paper/
*19-1 | and/or Text Messages destroyed | Electronic ]
Handwritten notes or text messages immediately
(contained on an employee’s personal cell if not
phone or agency cell phone) that are not needed for
necessary to be retained for agency
A any further
administrative purposes. . .
administra-
tive
purposes

*This is an amendment to the current
schedule dated 5-21-15.

oo o oo ooooooood

SAO-/LGRP- RC-2 (Part 1 & 2), Revised January 2017



Ohio History Connection
State Archives of Ohio TR O Page1of _2
Local Government Records Program o .

800 E. 17" Avenue

Columbus, Ohio 43211-2474 T D e

614.297.2553 e
HISTORY localrecs@ohiohistory.org
CONNECTION www.ohiohistory.org/lgr

RECORDS RETENTION SCHEDULE (RC-2)- Part 1

See instructions before completing this form. Must be submitted with PART 2
Section A and Section B must be filled out and signed by local government before submission to the State Archives

Section A: Local Government Unit

Erie County Sheriff’s Office
(Local .G,cwe’r/n_,ment Entity)/ (Unit)
./ h ». j
e /L4 1 == PaulSigsworth Sheriff ' L1
S f F e L ‘)i.i;,’ve;’i» & o {/ - | 224 / paay |
Signature of Respongible O_ff}cial) (Name) (Title) I (Date)
:i‘
Section B: Records Commission . See ORC 149.38 — ORC 149.412 for Records Commission information
Erie County Records Commission ' 419-627-7682
(Telephone Number)
2900 Columbus Avenue Sandusky 44870 Erie
(Address) (City) (Zip Code) (County)

To have this form returned to the Records Commission electronically, include an email address:

I hereby certify that our records commission met in an open meeting, as required by Section 121.22 ORC, and approved the schedules listed on this
form and any continuation sheets. - I-further certify that our commission will make every effort to prevent these records series from being destroyed,
transferred, or otherwise disposed of in violation of these schedules and that no record will be knowingly disposed of which pertains to any pending
legal case, claim, action or request. This action is reflected in the minutes kept by this commission.

/A cuh (527/ V2125

Records Commission Chair Signature Date

Section C: Ohio History Connection - State Archives

U\lbr\&‘a/\ ‘(::rwf/h G?O'd@xﬂmﬁ./\_k Qn.(»ml/)}rrc,\,\_,\u\'& \\|2\I 4

Signature (/ Title Date

‘Section uditor §f State 4 '
] diz;\” ? mufv/ £C 0//3]‘ / 77672./ 129

Signature Title Date

Please Note: "The State Archives retains RC-2 forms permanently. It is strongly recommended that the Records Commission retain a permanent
copy of this form

SAO-/LGRP- RC-2 (Part 1 & 2), Revised August 2018



Page2of _2
Section E: RECORDS RETENTION SCHEDULE (RC-2) — Part 2

See instructions before completing this form.

Erie County Sheriff’s Office
(Local Government Entity) (Unit)

1) (2) 3) ) ® (6)
Schedule Record Title and Description Retention Media Type For use by RC-3
Number Period Auditor of Required

State or by
LGRP LGRP
Concealed Handgun License : 5 years Paper/
*15-6 | Applications Electronic ]
Records of issuance of concealed

handgun license and renewals.

*This is an amendment to the current
schedule dated 5-21-15.
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SAO-/LGRP- RC-2 (Part 1 & 2), Revised January 2017
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Ohio History Connection

State Archives of Ohio

Local Government Records Program SEAN 9 ) OIS
800 E. 17" Avenue MAY 30 2017

Columbus, OH 43211-2474

;T % DY ‘ STATE AND LOCAL
?@g P;S Mj;g?ﬁ‘g GOVERNMENT RECORDS

RECORDS RETENTION SCHEDULE (RC-2)- Part 1

See instructions before completing this form. Must be submiited with PART 2

Section ;A: Local Government Unit

Erip’éguLW / SherifP’s Office
(o { gov 4t entity) (unit)
"l x/g/ N1 Py
,ﬂAf A\ ey Paul Sigsworth Sheriff 5309 .11
C
(signature of 1'esponsib£0ﬁ'1rgl) (name) (title) (date)
Section B: Records Commission
Erie County Records Commission ) 419-627-7682
(telephone number)
2900 Columbus Avenue Sandusky 44870 Erie
(address) (city) (zip code) {county)

To have this form returned to the Records Commission electronically, include an email address:

I hereby certify that our records commission met in an open meeting, as required by Section 121.22 ORC, and approved the
schedules listed on this form and any continuation sheets. I further certify that our commission will make every effort to prevent
these records series from being destroyed, transferred, or ptherwise disposed of in violation of these schedules and that no record
will be knowingly dispesed of which. pertains to an;//m ding legal case, claim, action or request, This action is reflected in the

minutes kept by 1his,commission, é}»
: S s o P —
X %@%’7{; e ST A/

Records Commission Chair Signature Date

rd

E-14-17
Signature ! Title Date
Please Note: The State Archives retains RC-2 forms permanently. It is strongly recommended that the Records Commission

relain a persnanent copy of this form

o A A € ey -.‘.\_(idh'-\‘il’v'ff{"""d‘f
k& 5

o
]

PO i Sy

SAO-/LGRP- RC-2 (Part 1 & 2), Revised August 2014
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Section E: RECORDS RETENTION SCHEDULE (RC-2) - Part 2

See instructions before completing this form.

Erie County Sheriff’'s Department
(local government entity) (unit)

) @) &) @ (3 ©
Schedule Record Title and Description Retention Media For use by RC-3
Number ' Period Type Auditor of | Required

State or by
LGRP LGRP
*15-36 Dispatch and Communications Logging Tapes 1 year uniess | Electronic
preserved D
for
investigation
and, If so
preserved,
until
Conclusion
of
Investigation
*17-1 Request for Background Check via Electronic 1 year Paper/
Fingerprinting FElectronic

*This is an amendment to the current
schedule dated 5-21-15.
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Ohio History Connection

State Archives of Ohio N el e X

Local Government Records Pighafn /11" COMHISSIORE R

800 E. 17% Avenue Conhis P Pl e

Columbus, OH 432112474 15 )11 29 PH VAR RY

'HESTOY

COWMECTION !

RECORDS RETENTION SCHEDULE (RC-2)-Part1

See instructions before completing this form. Must be submitted with PART 2.
i

"

Section A: Local Government Unit lj e e g s s
f I8 ! g ey
Erie Coun’gy Y. Sheriff’s Office f';'q Zaié.f..;._(’”“ :
I i i Y ) en S
bt /ﬂ s - ; A IR
(localig / rmealentity) /. ey (unit) At AR R SR
: [[ﬁ }fi s é{;"’:"/gl,p)i“ Paul Sigsworth Sheriff {f‘? / ! P o)
[ F s
(signa%urc of responsible oﬁih‘; ) (name) (title) { /(datc)
Section B: Records Commission
Erie County Records Commission 419-627-7682
(telephone number)
2900 Columbus Avenue Sandusky 44870 Frie
(address) (city) (zip code) (county)

To have this form returned to the Records Commission electronically, include an email address:

1 hereby certify that our records commission met in an open mecting, as required by Section 121.22 ORC, and approved the
schedules listed on this form and any continuation sheets. I further certify that our comrnission will make every effort to prevent
these records series from being destroyed, transferred, or otherwise disposed of in violation of these schedules and that no record
will be knowingly disposed of which pertains to any pending legal case, claim, action or request. This action is reflected in the

7

Records Commisgion Chair Signatur

| minutes kept by this commission.
YA >}%/A L JI8 115

Date

Section C: Ohio History Connection - State Archives

Title

Signature

[%7)-(’%“ xaxj%ﬂw/;é/ A’,/MA'% 6;_6 / f« "{/I 5

/Se tion D: Auditor of State > -
MJ{' EWM f(clr/s‘ /)Oﬁ‘lf/ 7»?'/&"“

%m\u‘é Title Date
Please Note: The State Archives retains RC-2 forms permanently. It is strongly recommended that the Records Comymission
retain a permanent copy of this form

SAO-/LGRP- RC-2 (Part 1 & 2), Revised August 2014



Page _2 of 2

Section E: RECORDS RETENTION SCHEDULE (RC-2) - Part 2

See instructions before completing this form.

Erie County Sheriff's Department
(local government entity) (unit)
® @ @ @) ®) ©)
Schedule Reeord Title and Desceription Retention Media For use by RC-3
Number ' Period Type Auditor of | Required
State or by
: LGRP LGR?
*15-5 Body Cameras 30 days if no | Electronic
Video cameras worn by Sheriff and Deputies. action D
pending

*This is an amendment to the current
schedule dated 5-21-15.
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Ohio History Comnection  £1411¢s Mg oy oo FgF—— Of —6—
State Archives of Ohio
B o Local Government Records Program
| 800 E. 175 Avenue WAY 25 2085
, H E Columbus, OH 43211-2474 -
HISTORY _ A
CONNECTION GOVERNMENT BESORDS
RECORDS RETENTION SCHEDULE (RC-2)- Part 1
See instructions before completing this form. Must be submitted with PART 2
% i . { ' "‘ -
Section Aj.Jyocal Governm’mt Unit i nne \#iﬂ J‘I s
Erie (ou A / Sheriff’s Office e
- A B/ - 13
ncd (unit) 4P ; 4
4l Paul Sigsworth Sheriff 505 [ 22 LS
: L1 5’
(name) (title) (date)
Section B: Records Commission
Erie County Records Commission 419-627-7682
(telephone number)
2900 Columbus Avenue Sandusky 44870 Erie
(address) (city) (zip code) (county)

To have this form returned to the Records Commission electronically, include an email address:

I hereby certify that our records commission met in an open meeting, as required by Section 121.22 ORC, and approved the
schedules listed on this form and any continuation sheets. I further certify that our commission will make every effort to prevent
these records series from being destroyed, transferred, or otherwise disposed of in violation of these schedules and that no record
will be knowingly disposed of which pertains to any pending legal case, claim, action or request. This action is reflected in the

N iy N

Records Comnéén Chair Signatifre Date

Section C: Ohio Histery Connection - State Archives

, m@?’é ‘s“iarnl W

Dale

Sighature

ection D: Auditor of State

i~

Sigpaﬁlre- Title Date
Please Note: The Staie Archives retains RC-2 forms permanently. It is sirongly recommended that the Records Commission
retain a permanent copy of this form

SAO-/LGRP- RC-2 (Part | & 2), Revised August 2014



Section E: RECORDS RETENTION SCHEDULE (RC-2)

See instructions before completing this form.

P 5'% ﬂ f 6
Y Meansrthe years

&4 ssed by the record:
hggﬁgn ava&n.e@‘l by ﬁdhe

Avstitar of State and the
Erie County Sheriff's Office  auidit report 53% bﬁ@
(local government entity) (unit) refeased pursuantto
Sec. 117.26 O.R.C.

1 ® 6) @ 5) 6
Sch(egule Record Title and Description Retention Media For use by R(C)-B
Number Period Type Auditor of | Required

State or by
LGRP LGRP
ADMINISTRATIVE
[
15-1 Accident Reporis 3 years Paper/
Report of personal or property damage. Electronic D
15-2 Annual Budgets and Budget Working Papers 4 years Paper/
Fiscal year allocation and preparation documents Electronic D
used to create annual budgets.
15-3 Annual Reports *Permanent Paper/
Information of operations, policies, procedures, and Electronic @/
planning.
15-4 Bank Statements, Bank Receipts, Copies of 4 years after Paper/
Cancelled Checks and Check Register fiscal yr PA | Electronic D
15-5 Body Cameras 6 months if | Electronic
Video cameras worn by Sheriff and Deputies. no action D
pending
15-6 Concealed Handgun License Applications 7 years Paper/
Records of issuance of concealed handgun licenses Electronic D
and renewals.
15-7 Claims and Litigation Records 5 yrs after Paper/
Records related to legal claims against an office and | case is closed Electronic D
legal actions and court proceedings. and appeals
exhausted
15-8 Complaint Reports (supplements) 5 yrs after Paper/
i.e., Witness statements, vehicle inventories, etc. end of fiscal | Electronic D
year
15-9 Daily Assignment Roster 3 years Paper/
Patrol shift assignments. Electronic D
15-10 Delivery/Packing Slips 2 years Paper/
Paperwork received when accepting goods from a Electronic |___|
carrier or vendor.
L]
15-11 Federal/State/Local Grant Files, Supporting Length of Paper/
Financial Records and Documents time Electronic [:l
Documents, application, evaluation, awarding, required by
monitoring, and tracking of grants received. granting
ageney; 3 yrs
minimum, or
as grant
requires
15-12 Foreign Executions Docket *Permanent Paper/
Record of out of county court ordered processes. Electronic [E(




Page 3 __of 6

Section E: RECORDS RETENTION SCHEDULE (RC-2) — Part 2

See instructions before completing this form.

Erie County Sheriff’s Office
(local government entity) {unit)

1 @ @ @ B) ©
Sch(ec)iule Record Title and Description Retention Media For use by RCES
Number Period Type Auditor of | Required

State or by
LGRP LGRP
15-13 Furtherance of Justice Account “Permanent | Paper/

Records/Cancelled Checks Eleetronic D

Fiscal and administrative records of the Furtherance

of Justice Fund.

15-14 In~Car Video Cameras 30days Electronic
Video cameras located in patrol cars. unless l:]
investigation
pending
15-15 Inventory 3 fiscal years Paper/
Annual inventory of county property. PA Electronic [:]
15-16 Invoices (Paid) and Purchase Orders 2 years PA Papex/
Documents of the purchase of goods and setvices. Electronic D
15-17 Job Descriptions Until Paper/
Documents detailing the requiretnents and duties by superseded | Electronic D
position title. or
classification
abolished
15-18 Law Enforcement Trust Fund Bank Statements, *Permanent Paper/

Checking Account, Deposits, List of Donations Electronic D

Records of the LETF pertaining to proceeds from the

sale of forfeited property and contraband seized.

15-19 | Leave Requests: Sick/Vacation/Attendance 2 years Paper/

Accrual Electronic [:l

Record of gmployee’s request for time off and

attendance. )

15-20 Pay-Ins to Treasury Records 4 fiscal years Paper/
Monthly check paid for fees collected for CCW, PA Electronic D
Civil Fees, Immobilization, etc.

15-21 Payroll Records 3 years after Paper/
Documentation including but not limited to time end of fiscal | Electronic D
sheets, overtime records, and time cards. year PA

15-22 Pexsonnel Files *Permanent Paper/

Documentation of employee’s service and records Electronie []

pertaining to medical insurance, discipline,

commendations, etc., as related to their employment.

15-23 Receipt Books 4 years PA Paper/

Record of money received for various reasons. Electronic

15-24 Records of Writs and Summons 2 years Paper/
Electronic
15-25 Residence Checks 1 year Paper/

Record of a check on a resident’s home. Electronic D
Audiiedmeans; theyears
encgmpassed by the record ]
have beem auditsd by the

Auditor of State and the
aucdit report has been
released pursuant to
Sec. 117.26 O.R.C.



Page 4 _of 6

Section E: RECORDS RETENTION SCHEDULE (RC-2) - Part 2

See instructions before completing this form.

Erie County Sheriff’s Office
(local government entity) (unit)

M Rocord Tie Pl Descrint ® o ® ©
Schedule sened Thilesmd Deserption Retention Media For use by RC-3
Number Period Type Auditor of | Required

State or by
LGRP LGRP
15-26 Security Video Recordings 5 days unless Paper/

Video documenting daily actions of inmates,

part of Electronic

[l

employees, and visitors within an office and on its investigation
grounds for security purposes. or
overwritten
due to lack
of storage
15-27 Sex Offender Files 1 year after Paper/

Documentation of registered sex offenders.

registration | Electromic
expires

Audited means: the years

15-28 Sheriff’s Returns of Sales 2 years after Paper/
Home Sales date of filing | Electronie
with Clerk of
Courts
15-29 Sheriff Sale Disbursements 5 years Paper/
Court documentation for who is to be paid. Electronic D
15-30 Sheriff’s Sale Publication Record 5 years after Paper/
completion | Electromic D
of volume
15-31 Time Cards 3 fiscal years Paper/
' Record of employee’s time worked. PA Electronic ]
15-32 Transportation of Prisoners: Paper/
Bank Statements, Receipts, Registers 5 years PA Electronic D
Yearly Report *Permanent
15-33 Work Jackets (Investigative Case Files) *Permanpent Paper/
for Aduits; Electronic [—_‘I
until
Defendant
reaches 18
years for
Juveniles
DISPATCH
1 [
15-34 Citation Copies 2 years from Paper/
Citation issued by the deputies. date of issue ;| Electronic Q
15-35 Daily Dispatcher Log Sheets and 911 Call Logs 1 year Paper/
Documentation of calls received by dispatchers. Electronic D
[]

CRCOMPEsEel by the Tecor
have been audited by the
Auditor of State and the
_audit report has been
released pursuant to

e WA DR T ED

'l
(#1373



Page 5 _of 6

Section E: RECORDS RETENTION SCHEDULE (RC-2) — Part 2

See instructions before completing this form.

Erie County Sheriff’s Office
(local government entity) (unit)

M oeord Tite 2 Descriot ® 0 @) ©
Schedule Eeord 2ACeant Mesrmo Retention Media For use by RC-3
Number Period Type Auditor of | Reguired

State or by
LGRP LGRP
15-36 Dispatch and Communications Logging Tapes Uniil case | Electronic
completed D
15-37 Law Enforcement Automated Data System 1 year Paper/
Validations Electronie El
15-38 Teletypes/LEADS Records: 1 year Paper/
Logs/Printouts/Messages Electronic D
15-39 Warrant Jackets and served and recalled LEADS 1 year Paper/
Entries Electromic [:I
15-40 Warrant Judgment Entries 1 year Paper/
Electronic D
JAIL
15-41 Fingerprint Records 10 years Paper/
Tlectronic D
15-42 Inmate Count Sheets 2 years Paper/
Electronic D
15-43 Inmate Files: 2 years after Paper/
Arraignment Sheets, Booking Sheets, release Electronic D
Commissary Record, Commitments, Criminal
History, Incarceration Form, Jail Narratives,
Property Sereen, Razor Logs
15-44 Inmate Letter Record 2 years Paper/
Electronic D
15-45 Inmate Medical and Dental Records 6 years Paper/
Electronie [:I
15-46 Jail Receipt Books 2 years Papex/
Electronic D




Section E:

See instructions before, completing this form.

Page_6 of 6

RECORDS RETENTION SCHEDULE (RC-2) — Part 2

Erie County Sheriff's Office
(local government entity) (unit)

@) @) €) @ ®) (6
Schedule Record Title and Deseription Retention Media For use by RC-3
Number Period Type Auditor of | Required

State or by
LGRP LGRP
15-47 Jail Registers *Permanent Paper/
Electronic lzl/
15-48 Meal & Turnkey Fees 2 years Paper/
Electronie D
15-49 Medical Co-Pay Receipts 4 years Paper/
Electronic D
15-50 Prisoner Booking Video Recording Dise 30 days Electronic
providing
nothing D
pending
15-51 Professional Visitor’s Log (Clergy, Attorney) 2 years Paper/
Electronic
15-52 Visitation Log 1 year Papex/
Electronic

* Permanent (Documents may be
microfilmed and then destroyed.)

PA: Provided audited by the Auditer of
the State.
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