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PURPOSE: To establish the records retention procedure for the police department. 

 

SCOPE: This policy and procedure applies to the Records Unit. 

  

REVIEW RESPONSIBILITY: Records Unit Manager 

  

POLICY: This department shall establish its records information system in accordance with State of Florida 

records management program. 

  

1. PROCEDURE  

a. All records will be retained and destroyed in accordance with FSS Chapter 119, the Florida General 

Records Schedule for Law Enforcement Agencies.  

b. The Records Unit Manager is designated as the primary custodian of records for the Department.  

c. The Records Unit Manager is designated as the department records management liaison officer (RMLO).  

d. The RMLO will coordinate destruction of records through the City Clerk’s Office. This will include: 

i. Assuring that the required retention period has been met and will prepare or assist in preparing the 

appropriate Florida Records Destruction Request.  

ii. Forwarding the record destruction request to the Florida Department of State Bureau of Archives and 

Records Management.  

e. Physical destruction of records shall be carried out as prescribed by the Administrative Support Bureau 

Major.  

f. All records will be retained for the minimum retention period required by the Florida General Records 

Schedule for Law Enforcement Agencies. 

i. The RMLO will be the department authority for determining which records may be destroyed once the 

minimum retention requirements have been met.  

g. The RMLO will retain a copy of all Florida records retention publications including the records retention 

schedule.  

 

2. UCR PROCESS  

a. Records Specialist will review all submitted reports from patrol, traffic, detectives, etc. for verification of 

case number against report, coding and computerized entry. From this activity statistical information for 

UCR is recorded.  

b. The Records Unit Manager or designee compiles and submits UCR data and hate crimes reports semi-

annually and annually to the UCR Program at FDLE. This is done in accordance with FDLE requirements. 
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The Records Unit Manager or designee compiles statistics and completes the report semiannually and 

annually.  
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