
 

OFFICE OF THE SHERIFF 
 

 
SF-1  Administrative And Subject Files
 

See Administrative and Legal Records found in Section 2 for retention guidance. 
 
SF-2  Applications For Purchase Of Firearms
 

Records name, residence, date, years at present and previous addresses, business and 
occupation, date of birth, physical description of applicant, and description of gun.  Sometimes 
includes photograph of applicant. 

 
 Retain 6 years. 
 
SF-3  Arrest Records
 

May include both traffic and non-traffic citations.  May also include records relating to 
summary offenses such as drunk driving, disorderly conduct and public intoxication as well as 
initial crime reports and FBI fingerprint cards. 

 
 Retain 5 years after final disposition of case. 
 
SF-4  Complaint And Investigation Files 
 

May include warrants and attachments, crime reports, documentary evidence, laboratory case 
files, test reports, extradition papers, and criminal histories.  Files often contain records of 
Juvenile, Protection from Abuse, and Domestic Relations Cases. 

 
Retain 5 years after final disposition of case. 

 
SF-5  Fee/Surcharge Books
 

Records the surcharge placed on all civil processes which is paid into the deputy education and 
training fund.   

 
 Retain 7 years after last entry. 
 
SF-6  Fiscal Records
 
 Includes standard accounting and financial records relating to the funds of the Sheriff's Office. 
 

See Financial Records, Payroll Records, and Purchasing Records found in Section 2 for 
retention guidance.  Where applicable, comply with retention requirements promulgated by the 
appropriate administering/funding/licensing agency. 
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SF-7  Juror Records
 

See Office of Jury Commissioners found in Section 2 for retention guidance if Sheriff is 
custodian of juror selection records. 

 
SF-8  Licenses To Carry Firearms
 

Record is numbered and gives name, address, race, age, date of birth, physical description, 
description of weapon, signatures of issuing authority and licensee, and reason for carrying 
firearm.  Application may also include fingerprint card, criminal check and photograph. 

 
 Retain 6 years. 
 
SF-9  Licenses To Sell Firearms
 

Form is numbered and records name of licensee; name and address of his/her business; political 
subdivision, city or county; name of issuing authority; date and copy identification.  First copy 
is sent to State Police. 

 
 Retain 6 years. 
 
SF-10  Log Books
 

Includes daily work rosters; night, prisoner transfer, vehicle and other logs relating to the daily 
operation of the Sheriff's Office. 

 
 Retain 2 years after last entry. 
 
SF-11  Miscellaneous Dockets And Papers
 

Docket relates to papers not assigned a case number by the recording offices.  Papers may 
contain both civil and criminal records including letters, out-of-county materials from District 
Courts, out-of-county deputations, petitions, services of complaint, summonses, and warrants. 

 
Retain dockets permanently for administrative, legal and historical purposes.  Retain papers as 
long as of administrative and legal value. 

 
SF-12  National Criminal Information Center Records
 

Form submitted to county control (or radio room) to verify information sent to NCIC.  Records 
date and operator's initials, offense, extradition number, name, sex, social security number and 
physical description of criminal.  Also records time served for previous convictions. 

 
 Retain until case is terminated or records are no longer of administrative value. 
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SF-13  Obsolete Dockets And Papers
 

Consists of records used to document Sheriff's functions or part of functions which are now 
obsolete.  May include Election Records, Eviction Dockets, Horse and Wagon Accounts, Jury 
Books, Maps, Sundry Dockets, Testatum Fi Fa Dockets, and Vagrant Dockets. 

 
Contact the State Archives in order to determine which records should be retained permanently 
for historical purposes.  Records with permanent value should be retained by the county or 
may be transferred to the State Archives.  Records not selected for permanent retention may be 
destroyed. 

 
SF-14  Personal Property Sale Records
 

Record may include advertisements, cost sheets, distribution sheets, fees, finalized sale records, 
levies, returns of service, satisfactions, settlements, and related writs.  Materials indicate court 
term and case number, date and type of writ, location and description of property, amount of 
debt, interest, execution costs and commissions, date and amount of sale, name of Sheriff 
conducting sale and proof of publication. 

 
 Retain 2 years after expiration of appeal period. 
 
SF-15  Precious Metals Dealer License Applications
 

Includes applicant's name, age, sex, alias, address, phone number, employer, business address 
and signature. 

 
 Retain 5 years. 
 
SF-16  Prison Records
 

See Prison Records found in Section 2 for retention guidance. 
 
SF-17  Real Estate Sale Records
 

May include advertisements, bills of costs, cost sheets, distribution records, eviction papers, 
Execution Dockets, fees and finalized sale records, judgments, lien records, mortgage 
foreclosures, returns of service, real estate journals or ledgers, Sheriff's Deed Books, 
satisfactions, settlements, Sheriff's Sales Dockets, writs and other related papers. 

 
Retain permanently for administrative, legal and historical purposes any original papers and 
dockets retained only by the Sheriff.  Retain non-permanent records 2 years after expiration of 
appeal period. 

 
SF-18  Records Of Sale Of Firearms
 

Form identifies date and time of sale, city and county, name and address of purchaser as well as 
his/her occupation and employer.  Record also includes description of firearm as well as 
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physical description of purchaser.  First copy is sent to State Police.  Second copy is retained by 
seller. 

 
 Retain 6 years. 
 
SF-19 Sheriff's Dockets
 

Includes service records of writs, summonses, complaints, judicial orders, petitions, and 
warrants.  Usually indicates names of the parties, court term and case number, title of action, 
date and time papers were served, attorney's name, amount involved, costs and fees, and 
Sheriff's signature. Some counties may record the transfer or release of prisoners, and out-of-
county deputations. 

 
 Retain permanently for administrative, legal and historical purposes. 
 
 
SF-20  Property Record Cards - Firearms 
  

Information on firearms (weapons) confiscated by the Sheriff as part of PFA actions.  May 
include a copy of the PFA, NICS receipts (for firearm), description of firearm, photographs, 
notices (for return of firearm), copies of certified mail, copies of petition for court order for 
destruction of firearm and orders for destruction. 
 
Retain 5 years after disposition  
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