Yourtown Police Department

Records Expungement Control Form  (Not State Specific)
 

 ____________________________________



____________________


Name to be Expunged





       Date Received

 

Case File No.  ________________________

 

Upon receipt of Order of Expungement

        Date  sent

Date completed 

Initials

  • Retrieve information on Order of Expungement

    (Name, dob, date of arrest)

 

Retrieve case file from file drawer





____________

_____

  • Insert File Out card in place of case file


 

Retrieve Arrest Report, FP Card, Photo




____________

_____


Redact arrestee's name from case report




____________

_____


  • Stamp "Expunged" on report

 

Copy of Order of Expungement to Investigations
          ________

____________

_____

 

  • Receive expungable documents from Investigations


____________

_____


 

Copy of Order of Expungement to Evidence Tech.
          ________

____________

_____



   • Receive expungable documents from Evidence Tech.


____________

_____


 

Delete name and identifiers from computer data base

  • Arrest file







____________

_____

 

  • Incident file







____________

_____

  • Other file  ___________________________



____________

_____
 

 

Delete name and identifiers from Arrest Log, Daily Bulletin, 

____________

_____

arrest transmittal form, etc

 

Initiate removal of electronic fingerprints
                                ________
____________

_____

 

Request  return of arrest-related records from 

 ________
____________

_____

other law enforcement agencies provided copies

 

Send notification letter and copy of Order of Expungement 

____________

_____

to Sheriff's Office as applicable

 

Send arrestee/arrestee's attorney 

    • Affidavit of compliance and

    • Return expunged records to arrestee / arrestee's attorney 


____________

_____

    • Certified Mail Receipt Number  ___________________

 

Return  case file to file drawer





____________

_____

  • Remove File Out card in place of case file


 

Place original of Order of Expungement, Certified Mail 


____________

_____

Receipt 
and other applicable documents in  manila 

envelope and seal. Envelope maintained by Records 

Supervisor

 

Order To Seal Record
  • Above steps are completed, however, records are sealed,  not destroyed
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