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S®ctlon E:  RECORDS RETENTION SCIJEDuLE (RC-2) - Part 2
See trlsiructtties brfutBconplatng O.Lsfan.*
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(I) a) (3) (4) ® I

ScheduleNqBber Record "tl® and DendptioD Ftokendon pcrlod Mrdl.Tur, Forue try"AudrfurorStateorIJGRP nC-3rtyuiredkyLou

20||-01 Amq&l Rqurt P¬manent Paper

fi'
201|OZ AplillcationlnteryiewRecords Duration or Paper Iqrfued) Emphayment

201iun3 APpllcatl®n htorviev`rReeordr S years Paper

H(not hlled)

201lro4 Badg¬8IT*gr Duratin arEmployment NIefalPketlc I
20llJ)S BudgetPrep.Docunentr 4 y¬ar8 Paper I(worhigprpers}
201|,.06 Budget, AnnualDapardrchtal 5 ycang Paper I
201I-07 Checkplck-up .heet8 5 year Paper I
201I-08 Contracts and *greementr 15 you afterexpirrfunQroerbinatioo Paper I
20|I-09 Copies ofcommunic8tlom and 5 y®ou Paper Icorrospondeuee to the mrsChirfu

20ll-10 Corrqundenco:
1 year Paper IRoutine Form Letters

G¬nunl 2 years Pal)eI'
wthegiSIativeBranch 3 ycam Paper

ExesuGve 5 yearn ` , -
2011.ll Delivery Slips/Packing8IlpB Z y®am Paper I
2011-|2 Disaster Plan untn Sulierseded PapeI. I
2011-13 EquipmentMahtrnance Rccordg Life ofEquipment Paper I
2®\1-\4 EedeTal GratLt forstation Per"Dent Paper _-_         _

froro~®nts I,

SAOutRP-RC-2 a>ar( I & 2), Rwl8ed Jaeunry 2Ql7
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S®ctlon E:  F{ECORDS RETENTION SCHEDULE (RC-2) - Part 2
See lnslrilcIIope brfurecompfultlg thlsfom

frolctye~ EoLfty) twwh\

(1) (2) (3) (#L (5) (6)
scheduleNumt'er Record Title .nd De9crlpt[®n RetoaoAPun MedhTry Forusetryfuditorof.shedrI.on REReyulredbyI-

LJ
20|l-lS Fire Codes Until Supers¢ded Paper I
SolI_16 Firehou9® RcoI'de Pormnont Elerfunlc

E,,,
20||_17 Grfevanco HcairiIIg Recarda 5 yearsyrferresond I`.poe I
20|I.18 IncidentReports, Aunved nermmen` P.pet I
Z01|-19 In¬ldentReporty RIchouse n-eat Elerfuonlc I
201I-20 I,leeq8es, p®rmlts, ceruncatiom 1 ymr &fror I,.per Iunless listed acparatdyr heroin expiation

20|1-21 List ofinyehicle accidents and Syears Paper Iacddont mpord

201I_22 IJogBooke: Chlof, Battalion Chief, Par-ent Papc,

E/rme Strtotrty

20|1-23 Mcetlng Minuteq Hard Copy Permment I,.per

Fl
2011-24 Monthly,Quderty.or Untfl Paper

L|S®ndaunul Reports unlesg Hsted incarpemted
Bepantelyhereln into annudreport

20|1-ZS Mutual Aid AgreelneDts 10 years afterap®rseded Paper I
20|1-26 Orlgival hius and receipts not sent Permanent Paper It® Treasurer

an|1_27 Porsormel attendance I.eeordg bermanent Paper I
SACL/IflRT- RC-2 Out I & 2), frovieicd Jmuary2017
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(1) (2} (3), (tl ..  (9 " (6)
Schedule`Nqmha Record Tltle andJI)eechptfon`

-    Re(entioI] I.¬rird
`MrfuType For`qpebyAudJtor6fshte®rI-I RCr3RcqulJ.ed.,t',.LGRP `

2011_28 Pers¢rmelDafly I.a)frSUReperfu Permanent "Paper |
2011-Z9 PeHonnel I)&y sheds, Chiefs Clerk I,e"nent Paper I
2011-30 P?-rmnpelJ}ay sbee_ts P¬in-ncht E[cotrbinlc I
20u-31 PetsonlielFfles, indudiBgretirces',(ChiefaClerk) Permanent Paper I
2011?32 Personnel njury repdftCopies PermanentI Paper I
2011-33 Persomiel ov,eTtime Copha 10 years Piper I
2011-34 Personnel.Pay Adjust gopieg 10.yeaLrs Paper

l|
2011-35 mesINewg Releases Syear, Pap'e,I I
20|1-36 mrcha8e oTdors tyellow) 3year!; Paper I
2011-37 R8did Tests 2yeou. Paper

"E
2011T38 Records Retention Papervork 25 years-, Paper I
2011-39 R`ecord8 Reque8t8, u`ulesg'a_ttachedtoffle 2 years Paper I
201140 Requlsitious 3 years Paper I
2,011J1 StateAuditor',§ R\eperi Permarient             Paper

E,
sAo-4GRp-RQ-2'Out I & 2), Revisedratry20l?
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Sectlon E:  RECORDS RETSeeENtrTgivlc°toNrtyfoC�HcoE&uceLE;ORJF-2} -Part 2

d-                 h--
(Lceil Go`/mmmt Entity}                                                                                                    rtyulti

(I) (2) (S) (4) 19( (a
ScheduleNumber Record Tlth rind Deecriptl®n R8tenth Period Mrfu trype For-by`Audtoror8trtoor|J3RP nCL3Requhib,Lrm

201142 Sfato EIarfum R®porf Permanent Paper

H
20|143 StateinddentReporfug {Ohto FbehcldentReporthgS]uteni)officecopra 2 yeaut mper I
201144 Station lnapections ®yBC) 1 year Paper I
20|145 UuroTmlngpectton 5 ye8m Paper r|
20l|46 AmbuhiceRun Reporfu(archtwedoi.angecardS} 'Pcrmanont Paper I
20||47 HMS Controued Subrfuee IJogr T y.an Paper I
201148 HMSRun R¢porto 7 years P8peI. I
20||49 EusRunR®perts P®rmuent meetronie

LI
20||iO HMS V¢hid¬ inventory Forms 7 ycun Paper I
2011-51 HMS Bfllingreports and couestioninfortd8tion 7 ycars Paper I
2011-S2 HMS bil]ingreports and collectionhformtion I,,             �                I               I Etcohoric I
20|1.S3 EZ`us Event Information:NON-HOFHvonts

5ycar8 mper II ®n.iual HOT eventfolder Permanent I  IIaper

2011-54 FTBArson Reports/ftlct Permanent Paper

E'_I
SAG-froRP-RC-2 Cart I & 2), Revised Januny 2017
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S¬ctlon E:  FtECORD§ RETENTION SCHEDULE (RC-2) -Part 2
See ln.Irvdian¢beifore conipledng lhlsfi.rn

q*-J-                      ` heII|*
(rooofctwcdm Egiv)                                                                                  rtyutt'

(I) (2) co (4) ® (a
Schedq]eNumber Reeorll Tmo and I)¢icriptlon RrfuthD Perind MQd*Tin For qce bjrrmtorof8trfu®r..roRP, nC-3    IRquJredtry.LGBP

I
Z011i5 FPB Company buildinginspection,. 6 rmtha after Paper IoeeupaDey reports tranrfu tocormuter

2011-S6 FPB Company bundinginSpestion, I'ermanent Electrchc EEceedDancy r®frorts
20|1-S7 Fire Reporfu (typed raporftaken 10 ycape Paper Ieel.batin from l®al
201I-S8 F" Ftrow®rkgivunt pendtr ®itLk I ycar8 &ifer Paper Ind3and pcechts) expfrotion
2011-S9 FTB investigation meg P®|"-t PlpeT/Eleetrond E,,``
2011_60 Frm Ma8toT Cards and Vchic]e Pckm"cat Pqur ICards
201161 FPB 0oupaney ffles, including P®Hrmeht Paper Istora£® tank rcaords
2011-6Z Fro oceupaney in3pectioRE try   . 5yam Pqur IOuqu® Ctomprtynica
20|lug RcercatlonalFbiPormife, Excel 2 ycam Eleetroric I
20|1rfu MotorVcHc]e Acddentfiles 7yqu unlessinIitha�n Taper I
2oiirfs Motor Vchlcl¢ Aeeldentmet P®-ant Elocfromfo E
2oiirfu NIMS records, erduding routh¬ pernrmeDt Paper Ic®rresoondeqce
zollrfe7 NHus Roster for am Cfty Thrmanou` Eleetroulc IEmployees
201l" Trainingr®cordB,personnel Permanent I.I,or I
2011-69 Trainingrcaon)8, PerSonn¢l Pta-en¬ Ehatronic I
Z011-70 Training rceordg, Company nQ-Out Paper I
2011-7| TrainingreeordB, Compmy dermanont Electronie III

sAourRp-RC-2 a>ut 1 & 2), RevisedJununry2017
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Section E:  RECO'RDS RETENTION SCHEDULE (RC£) -Part 2
See lnslr!J§[[ogiv bofbre \qgap!din§:lhbJ;om,
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ScheduleNumber Resg[d,Tltic:and`Deacriptlon, RctenHonPchod MediaTFT .  rEorunbyArdtorofStlteor.IXSRE RC-3Requlredtry`LGRP

2011-72 Varipu8 a'dminlrfu'a~tive,doctim_entr_: UJitn tipdated, Pdifer; I
billletinB, po8tem, empLoyeem®tices, ?upoueded, Elchnfo

blrmkforfu, I.e'fer-en'ce Qb80led6, or-ho \.``,`.

copies/materials, draft,,drawlngp, longer Electronie i
tracmg8, Mylat§, 'equlpmchtloan a`dmhlgtratively bulletin
9llp8,,Hxeoutrye drder`'Copiefty FD. neee8£ny; board

riricies, audiowhunL pR & apprafro rot
hilng ma{erids, his(oriulyalue.

1]luepthtavQl[ums,junlt mall (noRC-3
. mlling Hsto, mterfuI 8-afetysheets, requlnd)'R9fer

municipal publications, to ste6®n1 i
organhatlonal chnd, tend GenendtAdm,

mouages, and y3lCemail qu `Records lf

m9sBnges ungun ofdoctimenLto,bedestroyed

2011-73, Vehicle,Imintenance, nndeage Until yehide
'Paper Drct,ordi Bold

2011-74 \\`®r|`l\\\®| 2 years aftercriirition P.aper, I
2011-75 FPB volbemall8, textme88ages oremaife.int,areinve;tlgativeor,-evidentlaryhn`aturc Per_pm`nent EIechoriic I(
2011-76: ESO Patient Ropoffi.ng Records Permanent Electronic I
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