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The information provided here is for informational and educational purposes and current as
of the date of publication. The information is not a substitute for legal advice and does not
necessarily reflect the opinion or policy position of the Municipal Association of South
Carolina. Consult your attorney for advice concerning specific situations.

RECORDS
RETENTION: CAN
YOU SEE WHAT'S
IN MY DRAWERS?/
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WHAT ARE RETENTION SCHEDULES?

Policies that specify the duration for which
various records should be kept, based on their
legal, historical, fiscal or inf lional value.

They are lial for
and for eff
Management

They help Courts manage their Records Lifecycle,
from ion to di: ) ing that d
are retained only as long as necessary.

» Criminal Docket/Dispositions - FOREVER
» Traffic Docket/Dispositions - FOREVER

DISPOSED > Information included:
Co U RT » Defendant’s Name
DOC K ETS A KA » Case Number (Warrant/Ticket Number)

» Charge
DISPOSITIONS Officer
Receipt Number
Money Collected/Refunded
Disposition/Sentence of the Case




DOCKET EXAMPLE

UNLAWFUL RETENTION OR RELEASE OF
INFORMATION REGARDING PARTICIPATION
IN AN INTERVENTION PROGRAM
§17-22-170

[ Criminal Cases:15 Years

DUICases: 10 Years | CASEFILES Yy

TICKETS

]’Trqffic Cases: 05 Years
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BUT PAM, WHAT DOES THAT
MEAN?
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» Orders for Bail from General
Sessions or Bond
Amendments in Muni Court
for GS Cases

» Criminal - 15 years, then
destroy

» DUI - 10 years, then destroy

» Traffic - § years, then destroy

ORDERS FOR BAIL

» Copies of Tickets/Arrest Warrants for Municipal Court Level
Offenses transferred to General Sessions

» Copies of Bonds
» Keep for 3 years after Disposition of Case, then Destroy

GENERAL SESSIONS

CERTIFICATE OF TRANSMITTAL




COURT RECORDINGS
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Information includes Notice
of Intention to Appeal,
Case Name, Statement of
Intent to Appeal, Date on
which to Appeal,
Defendant’s Signature,
Address and the Date

Keep 5 years after Final
Judgement, the destroy

APPEALS

Daniel Jones email dated July 3, 2024 -
Retention of Search Warrant Records
Pursuant fo §17-13-141 (2014)

SEARCH

officer keep a ‘a copy of the returned WARRANTS

“That statute directs that the issving judicial
search warrant” (emphasis added).

Keep for 3 years from the Date of Issuance
of each Warrant, then destroy.




Log includes Date, Name,
Address, Type of Search
Warrant. The Date of Return. SEARCH

WARRANT
LOG

Keep 5 years from Date of
Return, then destroy

» Documents mailed for Jury Term including
Name of County, Court Type, Court Term and
Name of Juror.

» Keep 3 years, then destroy.

JUROR SUMMONS
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List of Persons called for
Jury in Municipal Court

JURY VENIRE
LIST

Keep 3 years, then destroy

i
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>

SC TRAFFIC TICKET & DL TRANSMITTAL
FORM

Receipts - 7 years, then destroy
Month’s End Disbursement - 7
years, then desiroy

Daily Deposit Packet - 7 years,

then destroy FINANCIALS

Bonds to Fines Information - 3
years, then destroy
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Expungement Orders

(Municipal Court/General

Sessions Court) and

correlating Charging EXPUNGEMENTS

Documents are to be kept

FOREVER. /

TANGIBLE RECORDS DIGITAL RECORDS

STORING RECORDS




