




DEPARTMENT OF CORRECTION 
PAROLE COMMISSION 

ITEM   667.  DEATH ROW INMATE PAROLE JACKET (CAPITAL CASE) FILE.   
 Record copies of parole jackets concerning inmates sentenced to death who are executed or  
 otherwise die while on death row. File includes commitment information, death row investigation,  
 correspondence, and recommendations of the Parole Commission. 
 DISPOSITION INSTRUCTIONS: Transfer jacket to Combined Records after sentence is terminated.  
 Retain in Combined Records 4 years, then transfer to the State Records Center. Records will be held  
 for the agency in the State Records Center 5 years and then transferred to the custody of Archives.  
 Transfer death row files of those inmates whose sentence is commuted to a term of years to  
 Combined Records. Retain in Combined Records until the Parole Commission's need ends, then  
 transfer to the State Records Center. Records will be held for the agency in the State Records Center  
 5 years and then transferred to the custody of Archives. 

ITEM   3394.  CLIENT'S PARDON FILE.   
 Record copies of documents concerning client's petition for pardon. File includes applications,  
 commitments, indictments, legal correspondence, investigation requests, and the final report sent to  
 the Governor. 
 DISPOSITION INSTRUCTIONS: Transfer to the State Records Center after 5 year(s). Records will be  
 held for agency in the State Records Center 10 additional years and then destroyed. 

ITEM   10366.  PAROLE COMMISSION CHAIRMAN'S CORRESPONDENCE FILE.   
 Record copies of correspondence of the Parole Commission Chairman. 
 DISPOSITION INSTRUCTIONS: Transfer to the State Records Center after 4 year(s). Records will be  
 held for agency in the State Records Center 5 additional years and then transferred to the custody of  
 the Archives. 

ITEM   10367.  AFFIDAVIT FILE.   
 Reference copies of affidavits concerning inmates who have filed suit against the Department of  
 Correction. 
 DISPOSITION INSTRUCTIONS: Destroy in office after 4 years. 
ITEM   10369.  SUBJECT FILE.   
 Reference copies of subject files concerning the administration of the Parole Commission. 
 DISPOSITION INSTRUCTIONS: Destroy in office after 4 years. 
ITEM   10370.  COMMUTATION FILE.   
 Reference copies of commutations for clients whose sentence was commuted. Reference copies are  
 located in Inmate's Combined Records File. 
 DISPOSITION INSTRUCTIONS: Transfer to the State Records Center after 4 year(s). Records will be  
 held for agency in the State Records Center 5 additional years and then transferred to the custody of  
 the Archives. 

ITEM   10371.  CHRISTMAS CLEMENCY FILE.   
 Reference copies of commutations for clients whose sentence was commuted for the Christmas  
 season. Record copies are located in Inmate's Combined Records File. 
 DISPOSITION INSTRUCTIONS: Transfer to the State Records Center after 4 year(s). Records will be  
 held for agency in the State Records Center 5 additional years and then transferred to the custody of  
 the Archives. 

ITEM   10372.  SCHEDULE OF CASES PRESENTATION TO PAROLE COMMISSION FILE.   
 Record copies of hearing time schedules for inmates whose sentence is scheduled for parole. 
 DISPOSITION INSTRUCTIONS: Destroy in office after 2 years. 
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DEPARTMENT OF CORRECTION 
PAROLE COMMISSION 

ITEM   10375.  DEATH ROW (CAPITAL CASE) INDEX FILE.   
 Record copy of an index file listing names of inmates who have been sentenced to death row. 
 DISPOSITION INSTRUCTIONS: Transfer to the State Records Center when agency need ends. Records 
  will be held for agency in the State Records Center 5 additional years and then transferred to the  
 custody of the Archives. 

ITEM   10377.  PAROLE AND CONDITIONAL RELEASE INDEX FILE.   
 Record copy of an index file listing inmates who received a parole on a conditional release. 
 DISPOSITION INSTRUCTIONS: Destroy in office after 6 years. 
ITEM   10378.  SPEECH INFORMATION FILE.   
 Record and reference copies of speech information concerning the duties of the Parole Commission. 

 DISPOSITION INSTRUCTIONS: Transfer to the State Records Center when agency need ends. Records 
  will be held for agency in the State Records Center 5 additional years and then transferred to the  
 custody of the Archives. 

ITEM   10379.  PAROLE COMMISSION SCRAPBOOK FILE.   
 Record copies of clippings and other information concerning the Parole Commission and the  
 commissioners. 
 DISPOSITION INSTRUCTIONS: Transfer to the State Records Center when agency need ends. Records 
  will be held for agency in the State Records Center 5 additional years and then transferred to the  
 custody of the Archives. 
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