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ILLINOIS STATE ARCHIVES
LOCAL RECORDS UNIT
SPRINGFIELD, ILLINOIS 62756

03/09/2010

Notification of your intent to dispose of records from APPLICATION FOR AUTHORITY TO
DISPOSE OF LOCAL RECORDS 89:345 has heen received and processed by this office. An
approved copy of your RECORDS DISPOSAL CERTIFICATE is enclosed and must be retained
by your office permanently.

* The Disposal Certificate was approved as submitted.
* Please note that the Local Records Disposal form is available as a word document. If you

feel this would be helpful, please e-mail me at scowles@ilsos.net with your request and the
form will be sent to you electronically.

Unless otherwise indicated, you now have authority to dispose of the records on or after the
disposal date listed on the certificate. Should you need additional assistance, please contact our

staff at (217) 782-1080.

Thank you.

Sheila Cowles
Adminstrative Assistant
Illinois State Archives
Local Records Unit




RECORDS DISPOSAL CERTIFICATE APPLICATION #: _ 89:345
TO: Local Records Commission ) Cer AT COUNTY: Coles
Illinois State Archives Building T AL {9 “‘“’Wﬁ‘ TN FS s FROM: Coles County Shemff‘s Office

Agency, Division

Springfield, IL 62756

ADDRESS: 701 7" STREET

(217 782-7075 34N 28 2010
Directions: o | Street, P.O. Box
1. Fill in all blanks and columns.. sl 2wk ﬁgi}ﬁ " Charleston, 1L 61920
2. Sign and send certificate to above address Lu%m &’;k & Bu o gﬁ City, Zip Code

sixty (60) days prior to disposal date.

TELEPHONE: _(217) 348-7330

3.  Retain records until approved copy is returned.

CONTACT:
APPLICATION RECORD SERIES INCLUSIVE CUBIC FEET TO H
ITEM NO. DATES BE DISPOSED
15 Jail Logs 2002-2003 Il 6 CF
11 il Commissary Sheets ,ﬁkﬁﬁ 2004 v Il 6 CF
6 ill Bank Records g0 50 1997-2001+ Il 6 CF
4 Il Bail Bond Agreements PP e 2004-2005+"||| 4 CF
3 Applications p? 2005-2006 | 14 CF
29 Served Warrants 1996-2002+ |||l 39 CF
29 Orders of Protection /Expired 2002-2004 “Y 7 CF
31. Offense Repo¥fs 1997+~ |l v CF
48 Abandoned Vehicles/Tow Records 11/04/12/05 ’. 1 CF
29 Records Checks 2000-2001 ;j Yo CF
13 Population Reports 2005 Y2 CF

If any of the above records are filmed, I hereby certify that the film
on which the records were reproduced complm with the standards
given in sections 4000.50 and 4000.60 of the Regulations of the

Local Records Commission. If records are digitized, I Certify thatthe "~ ~ April 1*,2010

original is reproduced accurately and legibly in all details ina __. s Zéi qm.»

I hereby certify that, in compliance with authorization received from the Local
Records Commission.-the records above will be disposed of on or after

medium that does not permit additions, deletions, or chang,u o the | images. S, &;
/ ¥, -
ature

/\% |

THE JZ / e #e3 »4’2/@4 (D} 7L

(ﬂéigxiétlxré Aréﬁuii’é—d‘ bng«:kif records have been microtilined or digit{.éd ) /]) £
. C A

Please prmt name and g{}z/on in

sﬁ/

Prepared by:

Printed by authority of the Sxate Of Iltinois, December 2006—2.5M-LR 4.12




ILLINOIS STATE ARCHIVES
LOCAL RECORDS UNIT
SPRINGFIELD, ILLINOIS 62756

03/19/2008

Notification of your intent to dispose of records from APPLICATION FOR AUTHORITY TO

DISPOSE OF LOCAL RECORDS # 89:345 has been received and processed by this office. An
approved copy of your RECORDS DISPOSAL CERTIFICATE is enclosed and must be retained

by your office permanently.
o The Disposal Certificate was approved as amended.
¢ The Local Records Commission requires that disposal certificates be submitted to our office

sixty days prior to the disposition of records, therefore the disposal date on your disposal
certificate is now listed as April 29, 2008; sixty days from the date of signature.

s Please note that the Local Records Disposal form is available as a word document. If you
feel this would be helpfill, please e-mail me at scowles@ilsos.net with your request and the

form will be sent to you electronically.

Unless otherwise indicated, you now have authority to dispose of the records on or after the
disposal date listed on the certificate. Should you need additional assistance, please contact our

staff at (217) 782-1080.

Thank you.

Sheila Cowles
Administrative Assistant
Illinois State Archives

Local Records Unit




RECORDS DISPOSAL CERTIFICATE APPLICATION #: _ 89:345
TO: Local Records Commission COUNTY: Coles

Illinois State Archives Building o FROM: Coles County Sheriff's Office

Springfield, IL 62756 Agency, Division
(217 782-7075 ADDRESS: 701 7" STREET

Directions: Street, P.O. Box

L. Fill in all blanks and col.umnsl.; e o gha;legtgn, 1L 61920

* Sgiltyél?éi;nja;:rgggiztc?i:pg:ai Zate. 3.,0{& REG- A ” TELEPHONE: lczyi'/];) 33,; 7330

3.  Retain records until approved copy is returned.

CONTACT:
APPLICATION RECORD SERIES INCLUSIVE CUBIC FEET TO “
ITEM NO. DATES BE DISPOSED
2 Administrative Correspondence . goR 2001+ it 2
4 Bail Bond Agreements DisP*™ 4 1999-2003*||i}-3
6 Cancelled Checks, Bank Statements Myﬁ”w 1999-2000+"{||.2
8 Cash Receipts 2002-2005+ |||l 1
11 Commissary Sheets 2002-2003 [|f 5
13 Daily Jail Population Reports 2000-20017 i 1
I 24 Inmate Prn Logs 1985-1990 “flf 4.5
it 25 Jail Daily Activity Logs 2002+ |IIL.3

28 Juvenile Record Files 1979-1982 Il 2
29% <5 (G I Served Warrants 2000-2001¢7)1jf 33
29 Expired Order of Protections it 1999-2000 cf|f 3
29 L.E.A.D.S Validations 2003-2004+ 1.2
32 Paid Bills And Invoices - 1998-2000<1l 5
38 Radio Transmission Logs 1997 ¥ il 2
46 Traffic Accidents Reports 1996-1998 *l|i 3
If any of the above records are filmed, I hereby certify that the film I hereby certify that, in compliance with authorization received from the Local
on which the records were reproduced complies with the standards Records Commission.-the records above will be dxsposed of o /fz or aftgr

given in sections 4000.50 and 4000.60 of the Regulanons of the

Local Records Commission. If records are digitized, TCe rtlfy that t the“****w MAR@H“@ 1D~ H 2008 . é;/ R4 5 J/
original is reproduced accurately and legibly in all details lggg/ﬁ \ : } _ |

medium that does not permit additions, deletions, or cha;g to the images

/ % M’ A

e ) P]ease rint name and title on ;Wbow
repared by; ‘m

Printed by ‘uigorm of the State Of Illmom’ December 2006—2.5M-LR 4.12

Slgnaturc

(Stgnatme requlred only if records have been microfilmed pr dlgtmed) ]L
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ILLINOIS STATE ARCHIVES
LOCAL RECORDS UNIT
SPRINGFIELD, ILLINOIS 62756

2/15/2007

Notification of your intent to dispose of records from APPLICATION FOR AUTHORITY TO
DISPOSE OF LOCAL RECORDS # 89:345 has been received and processed by this office. An
approved copy of your RECORDS DISPOSAL CERTIFICATE is enclosed and must be retained

by your office permanently.
(X)  The Disposal Certificate was approved as submitted.

(X)  Please note that the Local Records Disposal form is available as a word document. If you
feel this would be helpful, please e-mail me at scowles@ilsos.net with your request and the

form will be sent to you electronically.

Unless otherwise indicated, you now have authority to dispose of the records on or after the
disposal date listed on the certificate. Should you need additional assistance, please contact our

staff at (217) 782-1080.

Thank you.
Sq

A e .
\ A b A ey A
Sheila Cowles
Administrative Assistant
Illinois State Archives
Local Records Unit




RECORDS DISPOSAL CERTIFICATE
TO: Local Records Commission e Ty
Illinois State Archives Building T
Springfield . IL 62756
(217 782-7075
Directions:
1. Fill in all blanks and columns..
2. Sign and send certificate to above address
sixty (60) days prior to disposal date.
3.  Retain records until approved copy is returned.

FEB O L 2007
LU, Flzl, GORIR,

| APPLICATION
. ITEM NO.

RECORD SERIES

“&;& *t‘?m»&:rfwwm HESRPRIDG, LI
ST ST TR

APPLICATION #:  89:345
COUNTY: Coles
FROM: Coles County Sheriff's Ofﬁce
Agency, Division
ADDRESS: 701 7™ STREET
Street, P.O. Box
Charleston, IL, 61920
City, Zip Code
_(217)_348- 7330

TELEPHONE:

. INCLUSIVE |
DATES

CUBIC FEET TO
BE DISPOSED

R AT 8

7 U CASEFILES

31 - OFFENSE REPORTS pispestiics

. 38 - RADIO TRASMISSION LOGS
2 . ADMINISTRATIVE CORRESPONDENCE
4 ~ BAIL BOND AGGREEMENTS
.9 ' CELL CHECK REPORTS
8 - CASH RECEIPTS

29  L.E.A.D.S PRINTOUTS (EXPIRED OP’S)

6 . CHECKS FROM OLD BANK

- JUVENILE RECORD FILES

11 ' COMMISSARY RECEIPTS

Ifany of the above recards are filmed, I fioreby certify that the film
On which the recoids were reproduced w*ﬁphes with the standards
Given fa Sections 4001 56 and 4000 6% of the Regulations of the
Loeal Records Commission  1frecords are digitized, 1 certity that the
Origunal is reproduced aceurately and fezibly in all details ina
Medzunt that does rot permit additions, deletions, or changes to the

Tiages

{smmwm reqmm! o *E\f i records lave been microfilmed or dxg,nhfi

&
7
g P
1 P
\%‘q . £y é,,’/
o
S0 g i

- 1991-1993+7.17
0 1992-1993v7 4
1995199673
' 1988- 19998
1999-2002v 4
1998-2001+"" 6
1997-1998 ¥ 2
1998- 19991// 3
NONE' 7 . Y

1971- 1979/ 3
1997/ 3

1 hereby certify that - in compliance with authorization received from the Local
Records Commission- the records ligted ‘:ﬁy_e will be daf;posed of on or after

WMabves, 1% 207

M Sng,mtum j { AN o TRV SR SRR

SRPRRES: & At

Please BT it name aaai titfe on the hne above

(WS
R




RECORDS DISPOSAL CERTIFICATE

APPLICATION #: __89:345

TO: Local Records Commission R TR COUNTY: Coles
1% Floor East- State Archives Building :j{ffff“f’“ PRSI R = FROM: Coles County Sheriff's Office
Springfield s IL 62756 Agency, Division
(217 782-7075 WAR O 8 2005 ADDRESS: 701 7™ STREET
Directions: o Street, P.O. Box
1. Fill in all blanks and columns.. O Lok b duadls Charleston, IL, 61920
2. Sign and send certificate to above address Liraga et B { City, Zip Code
sixty (60) days prior to disposal date, s & 4 zgwr/%/ TELEPHONE: _(217) 348- 7330
3. Retain records until approved copy is returned. \i\‘d\ P, L |
- APPLICATION R e | RECORD SERIES INCLUSIVE | CUBIC FEET TO
ITEM NO. | S e | I)Al ES | BE DISPOSED
"2 | Administrative Correspondence 0T [ 6
3 Application for employment 1998-2002 “"’j,, 2.5
4 Bail Bond 2000-2001 & | 2
6 Cancelled Checks 19968 | 2
8 Cash Receipts 2001 ¢ 2
11 Commissary Receipts 1985-2002 wf”fsM i
i3 Jail Population Reports 1096866+, J‘?’ A
29 [..E.A.D.S Printouts 1598-2001% /w 24
38 Radio Transmission Logs 1993 v 2
48 Towed Vehicle Reports 1998-2002 | 2

‘:»47.,‘ N

Dispositio
Lpproved

If any of the sbove records are filmed, T hereby certify that the film
On which the records were reproduced complies with the standards
Given in Sections 4700.50 and 4000.60 of the Regulations of the
Local Records Commission  If records ate digitized, I cettify that the
Original is reproduged awur«tely and legibly in alf details ina
Medium that does sot permit additions, deletions, or changes to the

Images

{Signature requised only if records have been microfilmed or digitized)

I hereby certify that - in compliance with authorization received from the Logal
Records ('ei/umi_s jon- the recodeslmtEd above will be disposed of on or after

Signature _

Please print name and fitle on the lmu above




RECORDS DISPOSAL CERTIF@@NEJD
TO: Local Records Commission 19 70 ﬂg

1* Floor East- State Archives Building mg}R
Springfield , IL 62756
(217 782-7075
Directions:
1. Fill in all blanks and columns.,
2. Sign and send certificate to above address
sixty (60) days prior to disposal date.
3. Retain records until approved copy is returned.

APPLICATION #:  89:345
COUNTY: Coles
FROM: Coles County Sheriff's Ofﬁce

Agency, Division
ADDRESS: 701 7" STREET
‘}.\\ﬁ Street, P.O. Box
)i Charleston, IL 61920
I City, Zip Code

TELEPHONE: _(217)_348-7330

| INCLUSIVE | CUBICFEETTO |

,@%ﬁég{m | SN R ‘RECORD 31 DATES | BEDISPOSED |
2 Administrative Correspondence 1996 7 |2
4 Bail Bond 1997-1999 | 4
6 Cancelled Checks 1992-19951 | 4
7 Case Files 1965-1977 / | 25
7 Case Files 1991 3 6
& Cash Receipts 1997-1998/ | 1
1 Commissary Receipts 1996-2000 f 14
15 Daily Shift Worksheets 1995-1998 | 1
24 Inmate PRN Medication logs 1996-1998 [V
25 Daily Activity Logs 1995-1998 /| 3
27 Jail Visitor Register 1990-1993 /|2
29 L.E.A.D.S Printouts 1993-1999 * | 10
31 Offense Reports 1990-1991 // 3
32 Paid Bills and Invoices 1993-1994 " |2
35 Prisoner Jail Record Cards 1977- 1987{ 10
38 Radio Transmission Logs 1990-1992 .| 2.5
42 Sheriff’s Process Dockets 1989-1995 / 8
46 Traffic Accident Reports 1994-1995 /| 2
49 Violation Warning Notices 1998-—200/ 2

AP0

IF any of the above records are filmed, I hereby certify that the film
On which the recards were reproduced complies with the standards
Given in Sections 4000 50 and 4000 60 of the Regulations of the
Local Records Commission  If records are digitized, 1 certify that the
Original is reproduced accurately and legibly in all details in a
Medium that does 5ot permit additions, deletions, or changes to the
Images

(Signature required only if records have been microfilmed or digitized)

1 hereby certify that ~ in compliance with authorization received from the Local
Records Commission- the records listed above will be disposed of on or after

2 ff" SR Dot

jf_’i’é” | E;v/;ﬁﬁ A ‘32//7}’;& 3

Slgnamre }“ ' Pate

J
”ﬁ //‘” Jdu&m e f’m«i\(/é"am.

Please prmt nam¢ and title on the line above

LR-4.11




RECORDS DiISPOSAL CERTIFICATE

>
D T
TO: COLES 2 c
T(O: Local Records Commission — county: _ € Z =
1st Floor East — State Archives Building p?ﬁ‘%‘?ﬁfﬁv‘ - | | 2 g_
Springfield, lllinois 62756 rrom: COLES COUNTY SHERIFF'S 5]
(23 7) 782-7075 ‘ Aﬁ b R 3 ¢ ﬁ%}p Agency, Division =
Directions: apDRESS: /01 7TH STREET 2
1. Prepare two (2) copies. , COMM, Street, P.O. Box
2. Send original to Local Records Cemm:sw Sm%ﬁ@ C Charlesfgn ' IL 6}_920 Eﬁ
{60} days prior to disposal date. 1
3. Retain second copy for your file. City, Zip Code &%
| TELEPHONE: A.C. 217 / 347 / 7330 Ef::
[cuBic FEETTO|  ITEM | | | INCLUSIVE METHOD OF
' BE DISPOSED NO. RECORD SERIES | DATES ~ DISPOSAL
3 1/2 31 OFFENSE REPORTS 1989-1993 b1
20 7 CASE FILES 1978-1990 %"
1/2 38 RADIO LOGS 1990 7
6 50 SERVED WARRANTS {1993 - . .
1/2 24 ITNMATE PRN MEDICATION LOGS 1978-1995
1 1/2 37 | PRESONER SICK CALL LISTS 1976-1990 &—
Dispositio dF
Approve
1 hereSy certify that tl1éfi!n1 onwhich the records We?e reproduced I hereby cemfy that=i m.compilance with authonzétmn received from the
complies with the standards given in Sections V and VI of the Local Records Qommissiop—~the reizulshsted bove wm be d:s;msed of
Regulations of the Local Records Commission.” on or after ___&C,;?Qé@ f..

o) u,? *‘%f 034 f? (wa”

- d @&Y&{E (ZﬁﬁfK

le se print nanm and title on the line above

" (Signature required only if records have been mierofiimed.)

LR4.8



%} RECORDS DISPOSAL CER'@F!CATE » B
| o o T
) o 3
2
TO: Local Records Commission e, UNTY; Coles g &
1st Floor East — State Archives Buuldmg Eﬁ%@ m ;t;'ﬁy < ?‘i,
Springfield, lllinois 62756 - FROM: _.Cﬂlas_ﬂmlmt‘éz_.‘illemff_s_.DEPt g
217) 782-7075 {9 £ . Agency, Division :
ak Vot mma wg s -
Directions: ADDRESS: 701 "HS:th zig - ¢
1. Prepare two {2} copies. “ ; Street, P.O. Box
2. Send original to Local Records Commission&w@ ”‘ {‘“ﬁi} fg,,igigﬁm Charleston, IL 61920 Eé;
(60} days prior to disposal date. | e e - E
3. Retain second copy for your file. g City, Zip Code Séi
i TELEPHONE: AC. 217 / 348 / 0585 b}
CUBIC FEET TO ITEM v v INCLUSIVE ~ METHOD OF
BE DISPOSED NO.  RECORD SERIES DATES DISPOSAL
5 Fr. | 2 ADMINSTRATIVE CORRESPONDENCE AND REF | 1988-19934
4 FT. 3 APPLICATICN FOR EMPLOYMENT 1992-1997% i
3 FT, 4 BAIIL: BOND AGREEMENTS i 1989-1994 /
3 FT. 8 CASH RECEIPTS 1 1981-1997
1/2 FT. 9 CELL CHECK REPORTS ‘ 1988-1994 #
10 FT. | 11 COMMISSERY RECEIPTS | 1983-1996+"
3 FT. 12 DAILY ACTIVITY REPORTS (FOR OFFICERS) 1986~1988 |
2 FT. 13 DARILY JAIL POPULATION REPORTS 1986-1994 *
3 FT. 14 DAILY REPORTS TO THE STATE'S ATTY | 1986-1997+
9 FT. 15 DAILY SHIFT WORKSHEETS 1988-1997
2 PFT. 22 INMATE MAIL LOGS 1986-1997 ¢
1/2 FT. 24 INMATE PRN MEDICATION LOGS 1988-1993 «
9 FT. 25 JAIL DAILY ACTIVITY LOGS 1986-1994
1/2 FP. | 26 JAIL REGISTER BOOKS i 1971 1989 ¥
1/2 FT. 27 JAIL VISTOR REGISTER 1971-1989 +
18 FT. 29 L.E.A.D.5. PRINTOUTS 1982-—1997
8 PT. | 31 OFFENSE REPORTS 1979-1985
7 FT. 32 PAID BILLS AND INVOICES 1983416 939"/’
3 FT. 33 PAYROLL SHEETS 1989~ 1995
5 FT. 38 RADIO XLOGS I 1982-1989-
2 Fr. | 39 SECURITY CHECKS 1934-1994*"‘”
2 FT. 46 TRAFFIC ACCIDEKRT REPORTS | 1985 1992
| 6 FT. 48 TCWED VERICLE REPORTS 1983-19¢8 /
} 2 FT. 49 VIOLATION WARNING NOTICES - 1985-1998
|
Vg ;.’ai‘ifr@i"ﬁﬁh
“1 hereby carﬁfy that the film on which the records were reproduced I hereby certify that-in comphance with authorization received from the
complies with the standards given in Sections V and VI of the Local Records Commissio «tlgiecm s listed above willbe dlsposed of
Regulations of the Local Records Commission.” on or after____jiklsg «im
{Signature required only if records have been microfilmed.) S:gnature ‘ L\ Date

u 7 ;ﬁ.u (AL T ‘ Y (1, ik
Please print name and titie on the hne above

LR-4.8




RECORDS DISPOSAL CERTIFICATE

i

|

' 5 %
. m T
TO: Local Records Commission " Ty COUNTY: COLES _y Z 5
1st Floor East — State Archiyes Building N " LS UL R ~ g
Springfield, llinois 62768" | (0 " rrom: COLES COUNTY SHERIFF o
(217) 782-7075 Q‘/ 5 \/7}; ¢ &g THYETI ’h‘ Agency, Division g
Directions: 4 appress: 201 7th ST. P.O. BOX 347 O
:12 grep;re two ﬁ) iome;sﬁ c {] l{ ;a LA.:“‘V“{?(L o Street, P.O. Box o
Send original to Local Records Commission sixty SL5il CHARTESTON, TL 61920 K
3. Retain second copy for your file. City. Zip Code G
TELEPHONE: A.C. 217 /. 348 /7 0551 . EE“\
CUBIC FEETTO ITEM INCLUSIVE METHOD OF
BE DISPOSED | NO. RECORD SERIES DATES ,ﬁ DISPOSAL
5% FT. 2 ADMINISTRATIVE CORRESPONDENCE AND REF. FILE 1971-1989 % fﬁ”
3 FT. | 4 RATL BOND AGREEMENTS 1970-1984 ¥ -
2 FI. 6 CANCELLFD CHECKS,BANK STATEMENTS,DEP.SLPS |1961-1984 ¥ |, ;
2.6FT. 9 CELL CHECK REPORTS 1977-1985 | 1
2% FT. 11 COMMISSARY RECEIPTS 1980-1984 W |
4 FT. 12 DATILY ACTIVITY REPORTS 1967-1987 v, |
3% FT. 13 DAILY JAIL POPULATION REPORTS 1974-1985
2.6FT, 14 DAILY REPORTS TO THE STATE'S ATTORNEY 1977-1985 " }
1 FT. 18 GAS TICKETS 1970-1984
10 FT. 19 IL.UNIFORM CRIME REPORT MGT.INF.SYSTEM RPT}1979-1984 "
2.6FT. 22 INMATE MATL 1.0GS 1975-1985 « |,
2.6FT. 23 INMATE PHONE LOGS 1977-1985
|2.6FT. 24 INMATE PRN MEDICATION LOGS 1977-1985 o
1 FT. 27 JATL VISITOR REGISTER 1958-1971 "
9 FT. 29 L.E.A.D.S. PRINTOUTS 1978-1984 .7
11 FT. 31 OFFENSE REPORTS 1971-1984 )
4 FT. 32 PAID BILLS AND INVOICES 1968-1984 &
3% FT. 33 PAYROLL SHEETS 1958~-1985
2.6FT. 37 PRISONER SICK CALL LISTS 1977-1985
10 FT. 38 RADIO TRANSMISSION LOGS 1974-1983-
21 FT. 42 SHERIFF'S PROCESS DOCKETS 1886-1984
5 FT. 43 SHERIFF'S SALE FILES 1964-1984 .~
2 FT. 4t ‘TIME CARDS 1980-1987
4 FT. 46 TRAFFIC ACCIDENT REPORTS 1955-1984
s BT 49 VIOLATION WARNING NOTICES 1984-1984 .-
)gspggm’i@ﬁ
Amg,ﬁ.c:vmf
“{ hereby certify that the film on which the records were reproduced I hereby certify that— in compliance with authorization received from the
complies with the standards given in Sectlons V and VI of the Loeal Records Commission - the records listed above will be dnsposed of
Regulations of the Local Records Commission.” on or after ... !Lgu ws B}, . l'iﬁ& Sy
(Signature required only if records have been microfilmed.) - ’ngrnh te ate
E(\.mwwx PARL?‘& SE‘& Qﬁﬂl
LA4.8 Please print name and tme an the line bcwp




State of Ilithqis Application No. ____89:345
- Local Records™S8gmmission
Archives Bmldmg '

Springfield, lllinois 62756 “APPLIGATION FOR AUTHORITYTO .

217/782-7075 DISPOSE OF LOCAL RECORDS ~ Page — 1 _of 14 _
T A —— v i

__Coles ’ | ~ Charleston, IL 61920 |

AGENCY | - ]

__Coles County Sheriffs Department

ADDRESS

701 7th Street, P.O. Box 337
pHONE__ 217,348 , 0585

| hereby request authority to dispose of local government records
according to the schedule below. | certify that any microfilm copies
will be made in accordance with standards of the Local Records Com-~ |
| mission and will be adequate substitutes for the original records. | DEC 05 1989

RECTOR, STATE ARCHIVES

, DATE
5 Q) _ Nov 15, 1989

B Signatare b " o Date
{ | James A. Klmball; County Sherlff
ITEM NO. e | , DESCRIPTION OF RECORD SERIES

Records listed on this application may be disposed of:

- after their individual retention period is complete,

- providing any local, state, and federal audit require-
ments have been met,

- as long as they are not needed for any litigation either
pending or anticipated,

- iftheyare correctly listed on a Records Disposal Certifi-
cate submitted to and approved by the appropriate
Local Records Commission. \1

Any record on this applicationn may be microfilmed and the
record disposed of if the record is microfilmed in accord-
ance with the standards of the Local Records Commission
Rules and if the film is retained for the prescribed retention
period. Disposal of records after microfilming must be noted
on the Records Disposal Certificate.

A Tag g
S /}mgmﬁ 172013




i ‘ APPLICATION FOR AUTHORITY TO
e DISPOSE OF LOCAL RECORDS APPLICATION NO..

89:345

Page _.

(CONTINUATION SHEET)

2 of 14 Pages.

ITEM | DESCRIPTION OF ITEMS OR RECORD SERIES
NO.

1. | APPLICATION FOR AUTHORITY TO DISPOSE OF LOCAL RECORDS AND LOCAL RECORDS
DISPOSAL CERTIFICATES | |

Dates: 1989 -

Volume: Negligible

Annual Accumulation: Negligible
Arrangement: Chronological

. Recommendation: Retain permanently.

2. ADMINISTRATIVE CORRESPONDENCE AND REFERENCE FILES

Dates: 1978 -

Volume: 5 Cu. Ft.

 Annual Accumulation: % Cu. Ft.
Arrangement: Alphabetical by subject

Recommendation: Retain for one year, then dispose of records no longer
 possessing any further fiscal, administrative, historical or legal value.

3. | APPLICATION FOR EMPLOYMENT

Dates: 1989 -

Volume: Negligible

Annual Accumulation: Negligible
Arrangement: By job title

Recommendation: Retain solicited application and supporting documents for
two years from the date of application, then dispose of. Retain unsolicited
applications and supporting documents for one year from the date of appli-
cation, then dispose of.

4. | BAIL BOND AGREEMENTS (duplicates)

Dates: 1970 -

Volume: 3 Cu. Ft.

Annual Accumulation: Negligible
Arrangement: Chronological

Recommendation: Retain for three years after date of issuance, then dispose of.




~ APPLICATION FOR AUTHORITY TO |
LRe1.14 DISPOSE OF LOCAL RECORDS APPLICATION No, 893345
Page 3 of 14 Pages.

({CONTINUATION SHEET)

ITEM | DESCRIPTION OF ITEMS OR RECORD SERIES
NO,

5. | BREATHALYZER LOG SHEETS

Dates: 1975 -

Volume: Negligible

Annual Accumulation: Negligible
Arrangement: Chronolegical

Recommendation: Retain for three years following disposition of case, then
dispose of.

6. | CANCELLED CHECKS, BANK STATEMENTS, AND DEPOSIT SLIPS

Dates: 1961 -
Volume: 1 Cu. Ft.

. Annual Accumulation: Negligible
Arrangement: Chronological

Recommendation: Retain for seven years, then dispose of.

7. | CASE FILES

- Dates: 1972 -

Volume: 66 Cu. Ft.

Annual Accumulation: 6 Cu. Ft.

Arrangement: Chronological by date and numerical by case number

recommendation: Retain case files for which no arrest has been made or is
pending for seven years, then dispose of. Retain case files which contain
arrest information until one year following the subject's death or 80th
birthday, then dispose of. Retain case files involving crimes which have no
statute of limitations permanently.

8. | CASH RECEIPTS

. Dates: 1979 -

Volume: 4 Cu. Ft.

Annual Accumulation: Negligible
Arrangement: Chronological

' Recommendation: Retain for two years, then dispose of.
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DESCRIPTION OF ITEMS OR RECORD SERIES

NO.
S. CELL CHECK REPORTS

Dates: 1977 -

Volume: Negligible

Annual Accumulation: Negligible

Arrangement: Chronological

Recommendation: Retain for five years, then dispose of.
10. CHECK STUBS

Dates: 1972 -

Volume: Negligible

Annual Accumulation: Negligible

Arrangement: Chronological

Recommendation: Retain for two years, then dispose of.
11. COMMISSARY RECEIPTS (for items purchased by Erisoners)

Dates: 1982 -

Volume: 1 Cu. Ft.

Annual Accumulation: % Cu. Ft.

Arrangement: Chronological

Recommendation: Retain for one year after release from custody, then dispose of.
12. DAILY ACTIVITY REPORTS (for officers)

Dates: 1967 -

Volume: 4 Cu. Ft.

Annual Accumulation: Negligible
Arrangement: Chronological

Recommendation: Retain for one year, then dispose of.
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ITEM
NO.

DESCRIPTION OF ITEMS OR RECORD SERIES

13.

l4i

15.

16.

~ DAILY JAIL POPULATION REPORTS

Dates: 1974 -

Volume: 3 Cu. Ft.

Annual Accumulation: Negligible
Arrangement: Chronological

Recommendation: Retain for four years, then dispose of.

~ DAILY REPORTS TO THE STATE'S ATTORNEY

Dates: 1979 -

Volume: 1% Cu. Ft.

Annual Accumulation: Negligible
Arrangement: Chronological

Recommendation: Retain for two years, then dispose of.

DAILY SHIFT WORKSHEETS

Dates: 1987 -~

Volume: Negligible

Annual Accumulation: Negligible
Arrangement: Chronological

Recommendation: Retain for one year, then dispose of.

FIELD CONTACT CARDS

Dates: 1983 ~

Volume: % Cu. Ft.

Annual Accumulation: Negligible
Arrangement: Chronological

Recommendation: Retain for two years, then dispose of.
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ITEM | DESCRIPTION OF ITEMS OR RECORD SERIES
NO.

17. FREEDOM OF INFORMATION REQUESTS AND DENIALS

Dates: 1989 -

Volume: Negligible

Annual Accumulation: Negligible
Arrangement: Chronological

Recommendation: Retain for ten years, then dispose of.

18. GAS TICKETS

Dates: 1970 -~

Volume: % Cu. Ft.

Annual Accumulation: Negligible
Arrangement: Chronological

Recommendation: Retain for three years, then dispose of.

19. ILLINOIS UNIFORM CRIME REPORT MANAGEMENT INFORMATION SYSTEM REPORTS

Dates: 1979 -

Volume: 10 Cu. Ft.

Annual Accumulation: 1 Cu. Ft.
Arrangement: Chronological

Recommendation: Retain for one year, then dispose of if the statistical
information has been verified with the audit report.

20. | ILLINOIS UNIFORM TRAFFIC TICKETS AND COMPLAINTS (caurt‘disposition GQEy)

Dates: 1981 -

Volume: 2 Cu. Ft. »
Annual Accumulation: Negligible
Arrangement: Chronological

Recommendation: Retain for two years, then dispose of.
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ITEM
NO.

DESCRIPTION OF ITEMS OR RECORD SERIES

21.

22.

23.

24.

~ INDEX TO SHERIFF'S PROCESS DOCKETS (obsolete)

Dates: pre 1950

Volume: Negligible
Annual Accumulation: None
Arrangement: Alphabetical

Recommendation: Accumulation may be

INMATE MAIL LOGS (received and sent)

Dates: 1975 -

| Volume: % Cu. Ft.

Annual Accumulation: Negligible

{ Arrangement: Chronological

Recommendation: Retain for one year

| INMATE PHONE LOGS

Dates: 1983 -
Volume: % Cu. Ft.

- Annual Accumulation: Negligible
| Arrangement: Chronological

Recommendation: Retain for one year

INMATE PRN MEDICATION LOGS

 Dates: 1985 -

Volume: Negligible
Annual Accumulation: Negligible
Arrangement: Chronological

disposed of.

after release from custody., then dispose of.

after release from custody, then dispose of.

. Recommendation: Retain for five years, then dispose of.




S APPLICATION FOR AUTHORITY TO
pile DISPOSE OF LOCAL RECORDS appLICATION NO, 893345

Page 8 of 14 Pages.

{CONTINUATION SHEET)

ITEM DESCRIPTION OF ITEMS OR RECORD SERIES
NO.

25. JAIL DAILY ACTIVITY LOGS

Dates: 1977 -

Volume: 6 Cu. PFt.

Annual Accumulation: % Cu. Ft.
Arrangement: Chronological

Recommendation: Retain for one year, then dispose of.

26. | JAIL REGISTER BOOKS

Dates: 1873 -

Volume: 3 Cu. Ft.

| Annual Accumulation: Negligible
Arrangement: Chronological

Recommendation: Retain for ten years, then dispose of.

27. | JAIL VISITOR REGISTER

Dates: 1975 -

! Volume: % Cu. Ft.

Annual Accumulation: Negligible
Arrangement: Chronolecgical

Recommendation: Retain for three years after date of last entry, then dispose of.

28. | JUVENILE RECORD FILES

Dates: 1974 -

Volume: 7 Cu. Ft.

- Annual Accumulation: % Cu. Ft.
Arrangement: Chronological

| Recommendation: Retain for one year after subject reaches legal age, then
dispose of.
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(CONTINUATION SHEET) Page 2 of 14 Pages
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29. L.E.A.D.S. PRINTOUTS (L.E.A.D.S. entries, messages, usage analysis reports, etc.)
Dates: 1978 -
Volume: 9 Cu. Ft. A
- Annual Accumulation: 1 Cu. Ft. L.
Arrangement: Chronological Chairman
. Recommendation: /Eie!v.’a{:(xﬁ / faﬁz‘ /dn{é /%e/a{n‘/ [ /didpddd/df [
E PAGE 9a RETENTION
30. MEDICATION LOG SHEETS‘(prlsoners)
' Dates: 1976 -
i Volume: Negligible
| Annual Accumulation: Negligible
- Arrangement: Chronological
i Recommendation: Retain for five years, then dispose of.
‘ s )
31. OFFENSE REPORTS - Bsev1§ed by The Local
Vi -
: S i—-” #Recofds ormnlgffion 6/14/93
{ Dates: 1972 - fLﬂV &% 4@3 ﬂymawm%_ .
Volume: 11 Cu. Ft. T
Annual Accumulation: 1 Cu. Ft. Chairman .{f .
 Arrangement: Chronological by month i
Recommendation: HRe¢{din /iy /itvdd /yddrg/ /e /qigpade/oEL/]]]
SEE PAGE 9b FOR NEW RETENTION
32. | PAID BILLS AND INVOICES

 Dates: 1971 -
{ Volume: 4 Cu. Ft.

Annual Accumulation: Negligible

~ Arrangement: Chronological

. Recommendation: Retain for seven years, then dispose of.
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DESCRIPTION OF ITEMS OR RECORD SERIES

ITEM
NO.
29 NEW RETMTION FOR. L‘EIAUDOSQ RECORDS

Recommendation:

Retain L.E.A.D.S. Administrative Directed
Messages (entered), User Analysis Monthly
reports, Routine, Non-Directed
Administrative Messages {received),
Validations and ©Purges, and Usage
Statistics Criminal Ingquiry Logs for one
vear, then dispose of.

.. .Retain printouts concerning L.E.A.D.S.
Validated Camputer'Hat Files for eighteen
(18) months, then dispose of provided no
litigation is pending or anticipated.
Retain printouts of Purge Listings of
Non-Validated L.E.A.D.S. records and
L.E.A.D.S. Purchasing Agreements (copies)
for two years, then dispose of.

...Retain L.E.A.D.S. Criminal Inquiry
Monthly Reports and L.E.A.D.S. Daily
Bulletins for two (2) years, then dispose
of.

...Retain printouts of Validated Overdue
listings for ninety (90) days, then
dispose of.

L.E.A.D.S./N.C.T.C. "HIT FILE" AGENCY

RECORD COPIES

Retain printouts on operational inquiries
on an individual or property which yields
a valid positive response (hit) for a
minimum of seven (7) years or until all
possible levels of appeal are exhausted
or the pGSSlblllty of a civil suit is no
longer anticipated, whichever is longer.
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ITEM | DESCRIPTION OF ITEMS OR RECORD SERIES

NO.
31 NEW RETENTION FOR OFFENSE REPORTS
Recommendation: Retain for seven years, then dispose of

except for those reports/cases relatlng
to the prosecutlon of the following

offenses:

a) first-degree murder

b) second-degree murder

¢) involuntary manslaughter

d) reckless homicide

e) treason

f) arson

g) forgery

h) theft involving breach of a
fiduciary obligation where the
aggrieved party has been declared
to have a legal disability

for which (a through g) there are no
Statutes of Limitations for Prosecution
(see "Illinois Criminal Code," Section 3-
5, General Limitations) and cases in
which time limits for prosecution of the
offenses described therein may be
extended under the provisions of the
“"Tllinois Criminal Code," Section 3-6
(2), ¢, 4, and e, Extended Limitations.

Retain reports/case files for which there
are no Statutes of Limitations (first-
degree murder, second-degree murder,
involuntary manslaughter, reckless
homicide, treason, and forgery) and
reports/case files on thefts involving
breach of a fiduciary obligation where
the aggrieved party has been declared to
have a legal disability for eighty (80)
years, then dispose of.

Retain repcrts/case files where the
aggrieved party is a minor for which
extended limitations for prosecution
apply under Section 3-6 (2) ¢, d, and e
of the "Illinois Criminal Code" for
twenty-two (22) years, then dispose of.
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DESCRIPTION OF ITEMS OR RECORD SERIES

33.

34.

35.

36.

 PAYROLL SHEETS (duplicates)

Dates: 1976 -~
- Volume: 3 Cu. Ft.
Annual Accumulation: Negligible

| Arrangement: Chronological

' Recommendation: Retain for two years, then dispose of.

| PERSONNEL FILES

| Dates: 1978 -

Volume: 1% Cu. Ft.
Annual Accumulation: Negligible

| Arrangement: Alphabetical

Recommendation: Retain work history records for sixty years or until 78th
birthday (whichever occurs first), then dispose of. Retain other records

for five years after termination, then dispose of.

PRISONER JAIL RECORD CARDS

| Dates: 1951 -~
| Volume: 49 Cu. Ft.

Annual Accumulation: 3 Cu. Ft.
Arrangement: By active and inactive, then alphabetical

Recommendation: Retain for five years, then dispose of.

PRISONER'S HEALTH SHEETS

Dates: 1976 ~ 2

Volume: 2 Cu. Ft.

Annual Accumulation: Negligible
Arrangement: Chronological and alphabetical

' Recommendation: Retain permanently.
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ITEM
NO,

DESCRIPTION OF ITEMS OR RECORD SERIES

37.

38.

39.

40.

- PRISONER SICK CALL LISTS P Rev1sed by The Local

- Volume: Negligible

/7 Kecordstonmishion, 6/14/93

Dates: 19 el : ‘ - ) } o ,; e Vv el
83 /i - , ﬁg,,,r't—f”‘f’ oo S i

!

Annual Accumulation: Negligible Chairman T
Arrangement: Chronological A

j Recommendation: /ReYdin /peyndre¢rti)y/ Retain for five years, then dispose of.

RADIO TRANSMISSION LOGS

| Dates: 1974 -

Volume: 12 Cu. Ft.
Annual Accumulation: 1 Cu. Ft.
Arrangement: Chronological

 Recommendation: Retain for ten years, then dispose of unless litigation is
- pending or anticipated, then retain until litigation is complete.

SECURITY CHECK REPORTS

 Dates: 1984 -
 Volume: Negligible
| Annual Accumulation: Negligible

Arrangement: Chronological

Recommendation: Retain for sixty days after completion of detail, then
dispose of.

~ SHERIFF'S EXECUTION DOCKETS

‘ Dates: 1899 - 2

Volume: 7 Cu. Ft.
Annual Accumulation: Negligible

 Arrangement: Chronological

~ Recommendation: Retain for seven years, then dispose of.
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ITEM DESCRIPTION OF ITEMS OR RECORD SERIES
NOG.
41. SHERIFF'S FEE BOOKS

Dates: 1892 -~

Volume: 6% Cu. Ft.

Annual Accumulation: Negligible

Arrangement: Chronological

Recommendation: Retain for seven years, then dispose of.
42. SHERIFF'S PROCESS DOCKETS

Dates: 1886 -

Volume: 21 Cu. Ft.

Annual Accumulation: Negligible

Arrangement: Chronological

Recommendation: Retain for seven years, then dispose of.
43. SHERIFF'S SALE FILES (includes sheriff's report of distribution, receipts, and

cancelled checks)

Dates: 1967 -

Volume: 1 Cu. Ft.

Annual Accumulation: Negligible

Arrangement: Chronological

Recommendation: Retain for seven years, then dispose of.
44, TIME CARDS

Dates: 1980 -

Volume: Negligible .
Annual Accumulation: Negligible
Arrangement: Chronological

Recommendation: Retain for one year, then dispose of.
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ITEM
NO.

DESCRIPTION OF ITEMS OR RECORD SERIES

45.

46.

47.

48.

| TIME SHEETS

| Dates: 1976 -

Volume: 3 Cu. Ft.

Recommendation:

| Annual Accumulation: Negligible
i Arrangement: Chronological

Retain for two years, then dispose of.

- TRAFFIC ACCIDENT REPORTS

- Dates: 1955 -
i Volume: 4 Cu. Ft.

Annual Accumulation: Negligible

i Recommendation:

| Arrangement: Chronological by month

Retain for seven years, then dispose of.

TRANSMITTAL SHEETS TO CIRCUIT CLERK — TRAFFIC TICKETS, BONDS, LICENSES AND

WARRANTS

Dates: 1986 -~

~ Volume: Negligible
! Annual Accumulation: Negligible

Arrangement: Chronological

| Recommendation:

Retain for three years, then dispose of.

TOWED VEHICLE REPORTS

Dates: 1878 -

Volume: % Cu. Ft. 5
Annual Accumulation: Negligible
Arrangement: Chronological

Recommendation:
then dispose of.

Retain for one year after release of vehicle from custody:
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49 -

50.

51.

52.

VIOLATION WARNING NOTICES

Dates: 1984 -

Volume: 1 Cu. Ft.

Annual Accumulation: Negligible
Arrangement: Chronological

Recommendation: Retain for sixty days, then dispose of.

WARRANTS AND SUMMONSES ISSUED

Dates: 1978 -

- Volume: 9 Cu. Ft.
Annual Accumulation: Negligible
Arrangement: Chronological

Recommendation: Retain for two years following service, then dispose of.

WORKMEN'S COMPENSATION CLAIMS

Dates: 1980 -

Volume: Negligible

Annual Accumulation: Negligible
Arrangement: Alphabetical by claimant

Recommendation: Retain for seven years following settlement, then dispose of.

' WORK RELEASE REPORTS

Dates: 1978 -

Volume: Negligible

Annual Accumulation: Negligible
Arrangement: Chronological

Recommendation: Retain for one year after release from custody, then dispose of.




