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This guide accompanies the General Schedule for Local Law Enforcement (GS #11) that was 
approved on December 3, 2024. 
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Public Records 
The Michigan Freedom of Information Act (FOIA) (MCL 15.231-15.246) defines public records 
as recorded information “prepared, owned, used, in the possession of, or retained by a public 
body in the performance of an official function, from the time it is created.” 

Retention and Disposal Schedules 
Michigan law (MCL 399.811 and 750.491) requires that all public records be listed on an 
approved Retention and Disposal Schedule that identifies the amount of time that records 
must be kept to satisfy administrative, legal, fiscal, and historical needs. Schedules identify 
when records may be destroyed, and when certain records should be sent to the Archives of 
Michigan for permanent preservation. Records cannot be destroyed unless their disposition is 
authorized by an approved Retention and Disposal Schedule. All schedules are approved by 
the Records Management Services, the Archives of Michigan, and the State Administrative 
Board. There are two types of schedules that government agencies may use: 

• General Schedules: cover records that are common to a particular type of government
agency such as a police or sheriff’s department. General schedules may not address
every single record that a particular agency may have in its possession. General
schedules do not mandate that any of the records listed on the schedule be created.
However, if they are created in the normal course of business, the general schedule
establishes a minimum retention period for them.

• Agency-Specific Schedules: cover records that are that are unique to a particular
government agency, and that are not listed on a general schedule. Agency-specific
schedules always override general schedules if a record is covered on both types of
schedules. Agency-specific schedules only address the records of the agency named on
the schedule and may not be used by another agency.

http://www.legislature.mi.gov/documents/mcl/pdf/mcl-act-442-of-1976.pdf
http://legislature.mi.gov/doc.aspx?mcl-399-811
http://www.legislature.mi.gov/documents/mcl/pdf/mcl-750-491.pdf
https://www.michigan.gov/mhc/archives
https://www.michigan.gov/mhc/archives
https://www.michigan.gov/dtmb/services/recordsmanagement/schedules/gslocal
https://www.michigan.gov/dtmb/services/recordsmanagement/schedules/agency-specific-schedules


 
Record Maintenance 
Records can exist in a wide variety of formats, including paper, maps, photographs, microfilm, 
digital images, email messages, databases, etc. The record series listed on this general 
schedule do not specify the format that the record may exist in, because each law 
enforcement agency that follows this schedule may choose to retain its records using different 
recording media. Law enforcement agencies are responsible for ensuring that all of their 
records (regardless of format) are properly retained and remain accessible during this entire 
retention period. All records need to be stored in a secure and stable environment that will 
protect them from tampering, damage, and degradation. Records containing Criminal Justice 
Information, (CJI) must also be maintained and destroyed in compliance with federal and state 
Criminal Justice Information Systems (CJIS) standards and requirements. Electronic records 
are dependent upon specific hardware and software to be accessed and used. It is important 
to understand that the original technology that is used to create electronic records will 
eventually become obsolete. As a result, law enforcement agencies should work with their 
information technology staff to develop preservation plans for retaining electronic records 
with long-term (more than 10 years) retention requirements. Various laws (including the 
Records Reproduction Act, MCL 24.401-24.406) identify acceptable formats for retaining 
public records; agencies are responsible for understanding and complying with these laws. 

 
Suspending Destruction 
Law enforcement agencies must immediately cease the destruction of all relevant records 
(even if destruction is authorized by an approved Retention and Disposal Schedule) if they 
receive a FOIA request, if they believe that an investigation or litigation is imminent, or if 
they are notified that an audit, investigation, or litigation has commenced. If relevant records 
exist in electronic formats (such as email, digital images, word-processed documents, 
databases, backup tapes, etc.), the law enforcement agency may need to notify its 
information technology staff. Failure to cease the destruction of relevant records could result 
in penalties. 

Disaster Preparedness and Response 
Law enforcement agencies should identify which of their records are vital and need to be 
protected in case a disaster occurs. A disaster plan is helpful to define how the agency will 
try to prevent disasters and respond to disasters. If records are destroyed during a disaster 
and are not recoverable, the agency should document which records were destroyed, and 
when/how the destruction occurred. This information should be kept until the destroyed 
records’ retention period is met. If records are damaged (but not destroyed) during a 
disaster, the agency is responsible for recovering those records that have not met their 
retention period yet. This may require the services of a vendor that specializes in disaster 
response. An online guide is available to assist with disaster preparedness and response. 

Public Disclosure 
Select records series that are listed on this schedule may be exempt from public disclosure, 
per the provisions of various state and federal laws. Please consult with your legal counsel if 
you need additional information. 

 
 
 
 

http://www.legislature.mi.gov/documents/mcl/pdf/mcl-act-116-of-1992.pdf
https://www.michigan.gov/dtmb/-/media/Project/Websites/dtmb/Services/Records-Management/rms_FAQimaging.pdf
https://www.michigan.gov/dtmb/-/media/Project/Websites/dtmb/Services/Records-Management/rms_disaster.pdf


Preservation of Historical Records 
Law enforcement agencies generate some records that document the history of the agency, 
its employees, and the community. The agency may decide to keep these records on-site. 
The Archives of Michigan may take responsibility for preserving historically significant 
records in the event the agency can no longer maintain them. Agencies can contact the 
Archives for assistance at 517- 335-2576 or https://www.michigan.gov/mhc/archives. 

 
Non-record Material 
General Schedule #1 addresses the retention of “non-record” materials. These documents are 
broadly defined as drafts, duplicates, convenience copies, publications, and other materials 
that do not document agency activities or are not the official source of truth for the agency. 
These materials can be disposed of when they no longer have reference value to the agency. 
Agencies  
need to identify the “office of record” when multiple offices possess copies of the same record. 
The “office of record” is responsible for following the retention period that is specified. 
Duplicates do not need to be retained. Employees should keep non-record duplicates for the 
shortest amount of time necessary to satisfy their needs, and not longer than the retention 
period of the official record. If the official record is destroyed (in compliance with its Retention 
and Disposal Schedule), any non-record duplicates that still exist remain subject to FOIA and 
litigation requests.  

Fingerprint Records 
Michigan State Police (MSP) is the official recordkeeper for fingerprints. The fingerprints 
retained by local law enforcement agencies should be convenience copies, and they can be 
destroyed in compliance with General Schedule #1. If an agency has fingerprints that are not 
duplicates of records maintained by MSP, please contact the Biometric and Identification 
Division for direction and guidance.  

MSP Biometric and Identification Division Contact Information 
Email: MSPBiometrics@michigan.gov 
Phone: 517-582-1993 

Jail Inmate Jackets 
These records are filed by inmate number. If an inmate is released and is re-incarcerated, they 
are re-issued their original inmate number. Some folders may contain information about 
multiple arrests for the same individual. 
 
Jail Inmate Medical Records  
These records are created and maintained by the jail doctor or other medical staff. All inmates 
are (re)evaluated when imprisoned and records retained in accordance with section 
333.16213. of the Public Health Code. 
 
Items Removed from GS #11 
To reduce duplication, items covered by other local government general schedules were 
removed from the General Schedule for Law Enforcement Records (GS #11). Included here is a 
list of the items and the corresponding schedule items to refer to.  

https://www.michigan.gov/mhc/archives
https://www.michigan.gov/dtmb/-/media/Project/Websites/dtmb/Services/Records-Management/RMS_GS1.pdf
https://www.michigan.gov/dtmb/services/recordsmanagement/schedules/gslocal


Item Number Series Title Series Description Retention Period

11.003 Animal Control These records document activity associated with 
animal control.  They may include, but may not be 
limited to, transactions, receipts, complaints, desk 
logs, euthanasia logs, research animal logs, road logs, 
stray animal logs, tranquilizer logs, warning notices, 
waivers, wildlife logs, and ledgers from money 
collected through licenses and fines.

Retain in compliance 
with GS 40.001

11.004 Animal Control - Citations These records document the issuance of animal 
control citations.  If the citation is not paid, these 
records are passed on to the district court so a 
warrant or fine can be issued.

Retain in compliance 
with GS 40.002

11.005 Animal Control - Dog License Data These records document licensed dogs.  Data may 
include, but may not be limited to, money paid, 
license number, dog name, dog history, owner name 
and contact information.

Retain in compliance 
with GS 40.003

11.006 Animal Control - Return to Owner 
Records

These records document the return of animals to 
owners.  They are used to validate the amount of a 
fine, based on the number of pickups.  They may 
include, but may not be limited to, the name, date, 
and address of animal owner.

Retain in compliance 
with GS 40.004

11.023 Freedom of Information Act (FOIA) 
Requests

These records document requests for information or 
public records.  They may include, but may not be 
limited to, requests for information, correspondence, 
a copy of the information released, and billing 
information.

Retain in compliance 
with GS 35.107

11.100 Accounts Receivable Records These records document money received for 
restitution payments. They may include, but may not 
be limited to, transactions, and daily balances.

Retain in compliance 
with GS 31.108



Item Number Series Title Series Description Retention Period

11.107 Budget Records These records document the development of annual 
budgets.  They may include, but may not be limited 
to, the amount that was requested and eventually 
approved, proposals, salary information, projected 
overtime reports, vehicle and equipment needs and 
assessments.

Retain in compliance 
with GS 31.105

11.109 Committee Records These records documents internal committees 
associated with the office, such as the Awards 
Committee.  They may include, but may not be 
limited to, membership lists, agendas, supporting 
documentation, minutes, and reports.

Retain in compliance 
with GS 35.113

11.112 Contracts These records document agreements between the 
agency and anyone else. They are used for various 
services including, but not limited to, jail housing, 
medical examiners, jail doctors, medical personnel, 
police services, students, union labor, training and 
vendors.  

Retain in compliance 
with GS 31.104

11.113 Correspondence These records document communication between 
staff members within the department, 
correspondence with outside groups, generally 
inquiries from the public or other government 
agencies, etc.  This correspondence does not relate 
to specific incidents or initiatives.  This 
correspondence is arranged chronologically or by 
correspondent name, and it is not filed in topical files 
or case files.

Retain in compliance 
with GS 35.102



Item Number Series Title Series Description Retention Period

11.118A Grant Records - Received These records document grants that the law 
enforcement agency received.  They may include, but 
may not be limited to, applications, financial reports, 
progress reports, final reports, and supporting 
documentation. 

Retain in compliance 
with GS 35.109

11.118B Grant Records - Denied These records document grants that the law 
enforcement agency applied for, but were denied.  
They may include, but may not be limited to, 
applications, and supporting documentation. 

Retain in compliance 
with GS 35.109

11.120 Job Applications - Not Interviewed and 
Not Hired

These records document individual job applicants 
who were not interviewed.  They may include, but 
may not be limited to, resumes, applications, and 
supporting documentation.

Retain in compliance 
with GS 26.120

11.121 Job Applications - Interviewed and Not 
Hired

These records document individual job applicants 
who were interviewed, but not hired.  They may 
include, but may not be limited to, resumes, 
applications, and supporting documentation.

Retain in compliance 
with GS 26.120

11.123 Job Descriptions These records document job classification systems 
and positions.  They may include, but may not be 
limited to, research, surveys, or reviews done to 
create job descriptions, as well as job classifications 
and selection criteria, etc.  Job descriptions may 
include a summary of responsibilities, functions, 
applicant requirements, salary and benefit 
classifications. 

Retain in compliance 
with GS 26.116



Item Number Series Title Series Description Retention Period

11.124 Litigation Files These records document litigation to which the 
department or an officer is a party.  They may 
include, but may not be limited to, depositions, 
transcripts, decisions, correspondence, data, exhibits, 
research materials, reports, press releases, and 
media clippings. 

Retain in compliance 
with GS 35.111

11.130 Payroll Timesheets These records document timesheets that are 
completed and forwarded to the payroll office.

Retain in compliance 
with GS 26.205

11.132 Personnel Files These records document the personnel transactions 
for each employee.  If these records are maintained 
centrally by the local government's human resources 
department, the law enforcement agency's copy is a 
duplicate covered by General Schedule #1.

Retain in compliance 
with GS 26.100A

11.133 Position Interview Questions These records document interview questions that are 
associated with the job descriptions.  They are 
updated as the job descriptions are updated.  The 
questions are used in the interview process to assure 
the same questions are asked to all candidates.   

Retain in compliance 
with GS 26.121

11.135 Receipt Books These records document money received for 
preliminary breath tests, vehicle fines, bonds, etc.

Retain in compliance 
with GS 31.109

11.138 Training Files These records document the training that officers 
received.  They may include, but may not be limited 
to, training schedules, certificates, course 
descriptions, and receipts.  

Retain in compliance 
with GS 26.100A



Item Number Series Title Series Description Retention Period

11.142 Calendars These records document an employee's work 
schedule, activities and tasks.  They may include, but 
may not be limited to, automated or manual 
planners and calendars. 

Retain in compliance 
with GS 35.101

11.145 Transitory Records These records document the activities of an agency 
or employee, but have temporary value and do not 
need to be retained once their intended purpose has 
been fulfilled. These records are not an integral part 
of administrative or operational activities, are not 
required to sustain administrative or operational 
functions, are not regularly filed in a standard 
recordkeeping system, are not required to meet 
statutory obligations, and are recorded only for the 
time required for the completion of actions. 
Examples of transitory records include routine 
requests for information that require no: 
administrative action, policy decision, special 
compilation or research. They may include, but may 
not be limited to, requests to order supplies, and 
reminders for an upcoming meeting.

Retain in compliance 
with GS 35.125



Item Number Series Title Series Description Retention Period

11.146 Administrative Subject Files These records document various topics, issues, Retain in compliance 
projects or activities that an agency or employee is with GS 35.100
involved in. Subject files are generally organized 
alphabetically by topic. They may include, but may 
not be limited to, topical reference files about issues, 
strategic planning files for the agency or specific 
initiatives, and special project files. Document types 
may include topical correspondence, memoranda, 
reports, research, articles, meeting notes, and 
related background materials. Subject files do NOT 
include case files, human resource files, accounting 
records and other specific function-based records.

11.147 Meeting Records - Public Bodies These records document the official activities of Retain in compliance 
public bodies that are subject to the provisions of the with GS 35.116
Open Meetings Act, such as governing boards, 
community advisory bodies, etc.  They include, but 
may not be limited to, meeting minutes, agendas, 
recordings, and documentation reviewed and 
considered for decision-making during the meeting.  
Note:  recordings may be destroyed after the 
meeting minutes are approved.

11.148 Meeting Records - Staff Meetings These records document internal staff meetings.  Retain in compliance 
They may include, but may not be limited to, with GS 35.113
agendas, minutes, and handouts.



Item Number Series Title Series Description Retention Period

11.149 Visitor Logs These records document individuals who visited the Retain in compliance 
facility who are not employees.  They may include, 
but may not be limited to, sign in/out sheets or other 
records that contain the visitor's name, and 

with GS 35.126

date/time of arrival and departure.



Records Management Can Help! 
State of Michigan Records Management Services is available to assist government agencies 
with their questions. Agencies may contact the Records Management Services at 517-335-
9132 or via email at recordscenter@michigan.gov. Additional information is also available 
from the Records Management Services’ website 
https://www.michigan.gov/recordsmanagement/, including online training, guidance 
documents, and general schedules. 

mailto:recordscenter@michigan.gov
https://www.michigan.gov/dtmb/services/recordsmanagement

