


EFFECTIVE SCHEDULE DATE: 1/9/2020

RECORD SERIES AND DESCRIPTION SERIES NUMBER SCHEDULED RETENTION PERIOD DISPOSITION METHOD

Incarceration History 100936 Permanent, Archives

This series documents the history of an offender while in Dept. 
of Corrections custody, to include pre-sentencing, sentencing, 
screening, classification, adjustments, legal status, chain of 
custody, incidents, offender discipline, programs, and parole. 
This series may include, but is not limited to: reports, 
correspondence, orders, logs, photographs, receipts, forms, 
summonses, warrants, and audio/visual recordings.

Incarceration History: Amendments 100941 3 Years after end of calendar year Confidential Destruction

This series documents the request, justification, and 
authorization for amendments made to an offender’s 
incarceration record concerning charges or offenses of which 
the offender was eventually found not guilty. This series may 
include, but is not limited to: forms, memos, and 
correspondence.

Incarceration History: Executed Offender 100934 Permanent, Archives

This series documents the history of an executed offender while 
in Dept. of Corrections (DOC) custody, including the execution 
by the DOC and the death-row activities of the offender, guards, 
and visitors. This series may include, but is not limited to: 
reports, correspondence, orders, logs, photographs, receipts, 
forms, summonses, warrants, and audio/visual recordings.

Incarceration History: Microfilm 005041 50 Years after end of calendar year Guidance

This series documents offenders’ incarceration history and other 
series on microfilm being stored as a non-permanent record at 
the State Records Center until DOC personnel can review the 
film for content and appropriately classify the potential multiple 
series contained therein. This series may include, but is not 
limited to: incarceration and medical records.
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Medical History 101213 10 Years after event Confidential Destruction

This series documents the healthcare services provided to and 
received by individual offenders while physically incarcerated by 
the DOC. This series includes, but is not limited to: reports, 
forms, tests, x-rays, images, correspondence, notes, and 
orders.
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