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1. PURPOSE: To ensure all department members are familiar with and follow State and Federal 

requirements on documents and records retention.  

 

2. POLICY: All Fire Department records will be retained per Federal and State statutes.  

 

3. PROCEDURES: Records will be kept in two forms; paper, which will be properly 

documented, cataloged, and stored in a fashion that will protect the documents for the required 

time frame while allowing assess as needed. The second method will be electronically, on a 

city controlled location that has proper firewalls and redundant backup systems. Ron Doucette 

is assigned as the department’s designated records manager for achieved records. Each division 

head is ultimately responsible for each division’s required records that need to be retained 

whether they are paper or electronic (i.e. training chief maintains training records, EMS 

chief/coordinator maintains medical clearance records, etc.).  

 

4. REFERENCES: 

 SCHEDULE 4 - PERSONNEL 

 SCHEDULE 21 – FIRE DEPARTMENTS 

 

By Order Of:       

 

 
 

James P. Wilson        

Fire Chief  
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