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Ohio HiSr()l'y Connection OHIO HISTORY CONNECTION
State Archives of Ohio
p= g Local Government Records Program OCTOBER 03 2025

800 E. 17" Avenue Columbus,

@ H ! @ Ohio 43211-2474 STATE ?PTSTLEE?EERDS

: 614.297.2553 GOVERNM

7

HISTORY localregsaohiohistory.ore

CONNECTION www.ohiphistorv.ore/ler

RECORDS RETENTION SCHEDULE (RC-2) - Part 1

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

Section A: Local Government Unit

Mercer County Sheriff's Office

(Local Government Entity) (Unit/Department)
- Doug Timmerman Sheriff 9 O
[glgﬁawrc of [{cspunsiyom;ﬂ) {(Name) (Title) . {Date)
Section B: Records Commission
Mercer County Records Commission (419) 586-3178
{Telephone Number)
22() W. Livingston St Celina 45822 Mercer
(Address) (City) (Zip Code) (County)

To have this form returned to the Records Commission clectronically, include an email address:, . c.opmi ssi nnm‘qrdwmm gov

I hereby certify that our records commission met in an open meeting, as required by the Ohio Revised Code. §121.22. and approved the schedules
listed on this form and any continuation shegts. 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.

sl sl ¥.50-25”

Records Commission Chair Signature Date

Section C: Ohio History Connection - State Archives

Faed Previa State Archivist 10-13-2025

Signature Title Date

Section [J: Auditor of State
Diggitally signed by Martin k.

Martin E. Meeks e - wone  Records Manager

Signature Title Date

Please Note: The State Avchives retainy RC-2 forms permanently. It is strongly recommended that the Kecords Commission retains a
permanent copy of this form,

SAO-/LGRP- RC-2 (Part | & 2), Revised May 2024



This form supersedes all previous forms

Ohio Historical Society
State Archives of Ohio
Local Government Records Program

800 E. 17" Avenue
Columbus, OH 43211.2497

Section E; Recards Retentlon Schedule

Mereer County Sheriffg Office

Page L of &

({lecal govertiment entity)

{untt)

(1) {2} (3 (s} (5 {6)
For use by
Schedule Number Record Title and Description Retention Perlod Media Type Auditor of RC-: R: :::ed
State or LGRP .
ADM-01 Admin - Auditor Forms [A8-A12), Taxable Frings (A7} Apdited Paper [=]
Admin - Backgraund Investigations
Abv-02 P,
(pre-employment - NOT hired) 2y aper e
ADM-03 Admin - Budgets 3 yrs, Audited Paper o
Admin - Checking {Accounts: FQJ, SMA (AS, AB), LETF, LETF-HIT, Paper/
ABM-04 MDFF, Cashbook, Inmate Account) S Electronic e
ADM-05 Admin - Credit Card Expenditures Form (A14, A35, A40) Audited Paper o
ADM-06 Admin - Firgarm Qualifications Syrs Paper o
ADM-07 Adimin - Grants: DARE, IAG, HVEO, IDEF, STEF, BFV, etc. |A48) 3 yrs, Audited E:; i‘t’f;n’l: a
Adein - Payroll Reports - {A31, Indlvidual office payroll .
ADM-O
4 submitted; kept permanently in Auditor's Qffice) SRS s -
Admin - Personnel Flles {Individual Office employee's flies) - (A184 .
TN 09 A25, A3, A34, A36-39, A42, AdS, CVSA Charts pre-emplayment) 2 yrs after seperation Paper o
ADM-10 Admin - Employee Discipline - Letter of Caution/Verbal 3 yrs Paper o
ADM-11 Admin - Employee Disclpling - Written Warning 4 yrs. Paper =]
ADM-12 Admin - Emaloyee Discipline - Suspension 6 yrs Paper [al
ADM-13 Admin - Emplayee Discipline - Last Chance Agreement 11lyrs Paper =]
ADM-14 Admin - Employee Medical Records 6 yrs Paper V]
Admin - Employee Training Records {(FTO Motes) 1074, JO7SAC, Paper/
ADM-
15 D21 [Dispatch DOR/FTO), Ad3la) i Electranic °
- n . e
AGM-16 Admin - Tralning Certiticates for Employees No Longer Admlnlﬂr?tlve Value/ Elactronic a
(scanned copy) No RC-3 required
ADM-17 Admin - Quality Assurance - All Dlvisions 2yrs Paper u]
ADM-18 Admin - Right Stuff software: Payroll, Scheduling, policy review 3 yrs, Audited Hlectronlc a
(Payrqll - Excel)
ADM:.19 Admin - Child Support Contract & Monthly Reports 3 yrs, Audited Paper o
ADM-20 [Admin - Auditar Funds - Qutside accounts, line items in Quickens Syrs Electranic n]
ADM-21 Shift Bids {All Divisions) 1yr Paper n
ADM-22 Emergency Paid Sick Leave Form (FFCRA) 5 yrs Paper u]
ADM-23 Corenavirus Relief Fund Payment/Refund Recards Syrs frnr.n iy p?ymenl, Paper/. n
praovided audited Electronic
Bureau of Alcoho), Tebneco, Firearms nnd Exploslves (ATF) Forms-
Copies of applications and forms submitted te the Federal Bureau of
Alcohol, Tobacco, Firearms and Explosives and sent the Mercer County
Sheriff's Office for infarmational purposes, includes, but is not limited
10, Application for Tax Paid Transfer and Registration of Firearm {ATF Paper /
ANMI-24 Form 4), Appiication for Tax Exempt Transfer and Registration of 1yr 1 ok \ n
Firearm (ATF Form 3), Application for Federal Firaarms License, (ATF Electronic
form 7/7CR}, Faderal Firearms License (FFL] Renewal Application (ATF
Form 8) andg Firearms Transaction Records Par | - Over-the-Counter
{ATF Form 8473), Applicatlon to Make and Reglster (ATF Form 1),
Responsible Person Questionaire JATF Form 5320.23)




This form supersedes all previous forms Page ) _of &
Sectlon E: Records Retention Schedule
Mercer County Sheriff's Ofice
{local gavarnment entizy) {unity
() {2) (3} {4) {5) 19}
Report of Multiple Sale or Other Qlsposition of Pistols snd . . e
h
Revolvers (ATE Form 3310.4) Application fisting the types of Review and z’:::’e within 20
firearms being purchased that containing the business name and Paper /
-
ADM-25 address, purchaser name and address and the initials of the [HOCESEPED Electronic o
rewev.tmg law enfurcememi personnel. Also contalns indlcation No RC-3 required
if application has been denied
ADM-26 Accounts Payable Involces (A28) 1yr Paper 0
ADM-27 Admin - Inventory of County Property - (Office Copy of Annual 1y, Audited Paper 5
Inventory)
Admin - Purchase Orders & Requistiens (Office Copy) Origlnals
- I
Gelet) kept by County Auditqr (A13, A15) Audiad Paper °
ADM-29 Correspondence [All Divisions) - J035; E-mails, Texts, other No Longer Adminisirative Value Paper/. o
elactronic communication Electronic
Correspondence - Fire Arms Permits, Fireworks Permils, Schaol
g P:
ADM-30 Safety Drill Natice & Campletion Notice Ly Wi -
ADM-31 Admin - Soclal Media Posts (A33), Comments, images Np Longer Administrative Value Efectranic o
Admin - Miscelianeous Electronitized Files {non-finangial} - i .
ADM-32 Microsoft Office, Word Perfect, ete. No Longer Administrative Value Elgetronic u
Admin - Miscelianeous Forms (A01, AD2, A26, A27, 1066, 1071, L i Paper /
ADM- Yal
D323 Citizens Academy applications, 1440 Meetings forms) HEbssgde e Sty elaiue Electronic 9
L . Paper /
ADM-34 Press Releases - D12 No Longer Administrative Value i ~
Elactronic
ADM-35 Admin - Applications for Employment [not hired) 1yr haecy) n
Electronic
ADM-36 Auditor of State - Reporting Fraud Training (A29) 4 years
ADD3T Admin - Caunty Vehi¢le Maintenance Records e e Paper [a]
disposed of
Cb.01 CD - All Leads/NCIC Entries/Removals [D3, D5-Dg, D15) yr Paper [}
CD-02 CD - LEADS/NCIC Electronic Entry Log (D10, D20) 1yr Paper o
Co-03 CD - LEADS printouts - NOT A PUBLIC RECORDS PER LEADS No Longer Administrative Value Paper
. . . 1 yr System Cycle (no RC-3 L
. - n,
co-04 COD - Radio and phone voice recardings required by Local Record Com.) Digital o
Co-05 CD - Miscellaneous Forms (D11, D14) No Longer Administrative Valug Paper o
CH-1 Courthouse Reports - MCCHOO1 Na Longer Administrative Value Paper =]
1 system cyclc provided no
CH-2 Courthouse Camaras bigital Data gction pending [no RC-3 required Electronic ]
by Lacal Record Com.)
CIv-0L Civil - Acerued Fee Book (Record of accrued fees; nan-audit) 18 yrs Electronic o
C.DZ Pay-in Receipts {capy only - original in Auditor's Olfice) - €23, €24 3 yrs, Audited Paper 5}
CIv-pa Civil - Civil Otfice Receipts Baoks 3 yrs, Audited Paper [u]
CHV-04 Civil - Foreign Execution Dackets (C04) 7 yrs Pager u
Permanant as prescribed by the
QifenderWatch Database .
o — .
CIV.05 Civil - Sex Dffender Files Guidelines{no RC-2 required by Edectranic o
Local Record Com.)




This form supersedes all previous forms

Section E: Records Refention Schedule

Mercer County Sheriff's Office

b ¢
Page / of -

{lacal gavernment entity) {unit}
1) {2) (3} 1) (5) (8}
No Langer Administrative Value -
once scanned into Offender
Watch
CIV-06 Civil - Sex Offender Files ate Paper o
{No RC-3 required by Local
Records Commission)
Civ-07 Civil - Sheriff's Sale Files - C12-13, C15-18, £20-21 5 yrs Paper o
CIvV-08 Civil - Public Records Log 5 yrs Electronic 3]
ini { P: El I
Civ-09 Civil - Public Records Request Form - C29 No Longer t\aifa?::\lnlstratwe SRR cectron [a]
Civ-10 Civil - Public Records Redacted coples Permanent Electronic o
i D No R
cv-11 Civil - Carry Concealed Weapon [CCW) - C03 Untl known Decgased {No RC3 Paper o
required)
Civ-112 Civil - Carry Concealed Weapon (CCW) Applications - (€01, €02, No Longer Administrative Value Paper o
€06, C07)
Destroy upon receipt of
Civ-12 Civil - Expungement Forms - C10, C11 Expungement Order from Courts Paper a
(no RC-3 Reguired by Local Com.)
Civ-13 Civil - Carry Concealed Weapon (CCW) Quarterly Report No Longer Administrative Value Electrenic o
CIv-14 Civil - Crime Prevention - Miscellaneous Forms - €8, House Check No Longer Administrative Value Paper &
Form ({D25)
. . Paper/
Civ-15 Civil - CIMS Scrap Metal Do Mot Buy List 3yis Elactronic
EmergiTech Software: InterBadge, InterCad, InterCivil, Interslam, !
El
€01 InterStaff (3-1-1 Dispatch Lags) 3 yrs ertronic 2
E-02 Spillman Software (Implemented in May of 2019} 5yrs Electronic x|
Celebrite Data - A tool to collect, review, analyze and manage No Longer Administrative Value/ .
E-03 o . e Electronic
digital data for investigations. No RC-3 required
. . 2 weeks {No RC-3 required by .
E InH S Elect o
-04 n House Electronic Backups - Digital Local Records Commizsion) ectronic
ENF-01 Enf - BAC Records 3 yrs Paper [»]
ENF-02 Enf - Drug Testing Records - E24E 3 yrs Paper o]
21 days
ENF-03 Enf-in Car Videos, Body Cameras (No RC-3 required Electronic o]
by Local Records Commissian)
ENF-04 Enf - Offense Reports Index Permanent Paper ]
ENF-05 Enf - Photographs - Digital 5yrs Electronic a
- . . Digitally
eNr.og  [oof- Reports - Ciminalincldent Reports- Older than S years s permanent Scanned or 0
Igiially Scann iera Microfilmed
ENF-07 Enf - Reports - Criminal Incident Reparts - E1-E16, E18-E19, E22, 5 yrs or Until Paper / a
E23, E24A-D, E25-E31, €36, £37, E28, CVSA Charts Digitally Scanned Electronic
- . 3 yrs or Until Paper /
ENF-08 Enf - Traffic Crash Reports - Statements & Diagrams - E32 Digitally Scanned Electronic a
Enf - Traffic Crash Reports - Older than 3 years is Digitally Digitally
ENF-09 P t
Scanned or Microfilm (Starting in 2006 and on) ermanen Scanned -
ENF-10 Enf - Traffic Crash Reports - FATALS Permanent Paper / Digital o
ENF-11 Enf - Abandoned Junk MV Records {E21) lyr Paper o
Subject 21 Years Old {no RC-3
- P
ENF-12 Enf - Fl Cards Required by Local Com.} aper o
; . 2 yrs from Last Activity (no RC-3
5 - P
ENF-13 Enf - Intelligence File Card Required by Local Corn.) aper o




This form supersedes all previcus forms

Section E: Records Retention Schedule

Mercer County Sheriff's Office

Page 6 of (L

(loeal gavernment entity} (it
(1) (2) (3) (4) {5) (6)
f-Tall ‘ i i
ENF-14 En a y SheeLsNehiclg Maintenance statistic related/Accident 5 yrs Elersonisic &
statistic related/OVI statistic related
180 days (No RC- i
ENF-15 Enf - GPS Locations VB (NG BCAIRIILY | e -
Local Records Commission)
No Longer Administrative Value -
" once scanned Paper /
ENF- Enf - Grand Lake Task F TF) Investigatory Reports
ENE16 n e Ttk horee (LR} nvestigatony e (No RC-3 required by Local Electronic ¥
Records Commission)
ENF-17 Enf - Mental Health Contact Forms (CIT) E20 2yrs Paper a]
ENF-18 Enf- Pregnant or Postpartum Female Restraint Form - E17 2yrs Paper o
No Longer Administrative Value
ENF-19 Enf - Citations & Statements - E33 {Records are digitally kept in Paper o
Spillman)
ENF-20 Enf - Temporary & Civil Protection Orders No Longer Administrative Value Paper sl
No Longer Administrative Value
ENF-21 Enf - Traffic Warnings (Records are digitally kept in Paper o
Spillman)
ENF-22 Enf - GPS Cruiser Activity No Longer Administrative Value Electronic n
ENF.23 Enf - Officer's Daily Report - £35 No Longer Administrative Value Paper o
Enf - Tally Sheets/Vehicle Maintenance statistic related/Accident - .
- ¢
ENF-24 statistic related/OVI statistic related No Longer Administrative Value aper D
ENF-25 Enf - Quick Response Forms (E42) 2yrs Paper o
ENF-26 Enl - Junior Deputy Program Forms 2 yrs after seperation Paper 5]
ENF-27 Enf - Evidence Room Forms (E49-51) 5yrs Paper [=]
Lot Jail - Arrest Master Cards (Master Index & summary card on 25 years after final release or . &
arrests) until known deceased
|
JAIL02 151 - Booking - Intake & Release Forms {Printed from Electronic) | 2> Years after final release or Paper o
until known deceased
JAIL-03 Jail - Commissary -J030 2yrs Paper o
No Longer Administrative Value
JAIL-03a Jail - Commissary - Stellar forms signed by inmate {No RC-3 required by Local Paper o
Records Commission)
Jall - Inmate File - 1010, J013-1017, 1019, J020, J021, J025, JO28AB,
JAIL-0A 1047, J0GS, JO70, JO73, 1079, J107,J113, 1119, 1121, J123, J130- B Eloetrodic
132, 1137, 12142, 1145, Court Commitments, Inmate Movement Y 2
form
ini Value -
Jail - Inmate File - 1010, J014-1016, J019, J020, 1021, J025, J028AB, 'im:';f:;::‘:’i:’l's?ﬂl‘:a . t:li
IAIL-04a 1047, 1073, 1079, 1107, 1113, 1118, 1121, 1123, 1130-132, 1137, 139, . Pap i Paper "}
L RC-3 required by Local Records
1142, 1145, Court Commitments, Inmate Movement form
Commission)
JAIL0S Jail - Inmate File - 1013, 1017, 1069, 1070 DYEERE i) relestag of Paper o
until known deceased
JAIL-06 Jail - Inmate Medical - Forms MED01-MED30 6 yrs Paper o
1 System Cycle provided no
1AIL-07 Jail - Inmate Phone System Recordings action pending (Ne RC-3 required Digital o]
by Local Records Commission)
IAIL-08 Jail - Inmaote Trustee Progrom - 1109, J115 3 yrs Paper ]
il - b s v De o | ‘ 1 .
VAT Jail - Receipt Books Money eposited for Inmates, Copies to — Pap@,udued means: th% years
Inmate & Pay to Stay Coordinator ancdmnaccend ki tha "‘"Ode
JAIL-10 Jail - Register Permanent paper |~ ' PSSR B RHE TR
JAIL-11 Jail - Reports - J004AB, 1033, J068, 1110, 1111 3yrs rapblaVe Deen audited by th

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



7nis farm supersedes all previaus forms

Sectlon E: Records Retention Schedule

page L0 of |0

Meicer County Sherill's Office
{iocal government antity} [unit}
11} (2} {3} la} (5) {6)
lail - Surveillance Cameras Digital Da1a, Video Visitation Camerss, 1 System.Cycle provided m.’ .
JAIL-12 - actlon pending (No RC-3 required|  Electronic a
Ctel Video Visitation
by Local Records Commission}
JAIL-13 Jail - Malntenance toal check off form - J124 1yr Paper [=]
JAIL-14 Jail - Observation Restraint cheeks » 1126 2yrs Paper )
JAIL-15 Jail - Clean Door Check off list - 1129 lyr Paper a
JAIL-16 Jail - IPAD LAPTOP Regquest Form - J114 lyr Paper ]
JAIL-17 Jail - Shower Temp Log - J122 lyr Paper a
JAIL-18 Jail - Visitors Logs - J146, J151 iyr Paper (%]
JAIL-19 Joil - Food Service - Inmate Menus & Mea! Counts (K01-K05) No Longer Administrative Value Paper o
Jail - Miscellaneous Forms « J035, 1057, J0O72, J077, J082, J0BI- .. .
JAIL-20 )04, J096, 1103, JA08, 1112, 1117, 1144, 1152 No Longer Administrative Value Paper a
1AIL-21 Jail - VIDED RIGHTS FORM - J146 No Longer Administrative Value Paper a
JaI-22 Inmate Commissary Crder Form No Longer Administrative Value |  Electronic a




