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IDAHO DEPARTMENT OF CORRECTION

Office of Professional Standards

Records Disposal Certificate

What Is the Purpose of This Form?

The purpose of this form is to document the destruction of investigation records. A printed copy of the completed and signed form should be retained by OPS.

When Should the Form Be Used?
The form should be used to document the destruction of investigation records.

Filling Out the Form 

Type or print clearly in ink.

Form boxes may be checked when completing the form electronically by left clicking the mouse twice with the cursor inside the box and selecting ‘checked’ under the default value section.

Top Section:

Identify the page number.


Enter the month, day and year the certificate was prepared.


Provide the name and title of the person completing the certificate.

Upon completion of the certificate, obtain the name and signature of the OPS chief investigator (or designee) who reviewed and authorized the destruction of the investigation records.

Indicate the method used to dispose of the records by marking the appropriate box.

Record Description Section:
Enter the OPS case number for the record to be destroyed.

Enter the description of the record destroyed. Use separate lines to record the description of the report, attachments, investigator notes, evidence logs, time/activity logs and other case-related documents. For each document, list the number of pages beside it in parentheses.

Give the inclusive (oldest and most recent) dates of the records destroyed.

Approvals and Certifications Section:
Records custodian signs and dates the form, certifying destruction of the records.

Retain one paper or electronic copy permanently in OPS records.
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	Approvals and Certifications

	Before destroying any investigation files, ensure that the retention and destruction criteria provided in SOP 227.01.01.001 is followed.  

	

	I hereby certify that the records described above have been destroyed.

	Records Custodian Signature:
	Date: 


(Note: After destruction of the records, this form must be retained permanently.)
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