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(3). Certification: No record shall be retained, destroyed, transferrsd, or o

this schedule. No record shall be destroyed if it

racords listed on this form are to be microtiimed and the

Authorized department official; o

' therwisse disposed of in violation of
pertains to any pending case, claj

m, or action. When

Is destroyed, pleass stipulate.
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Name Date
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Scheduls . i etention For use by approvin
Record title and description X Y app g
number A ptio period agencies
Civil Service Commission
97-01 Aonual Report Permanent
97-02 Civil Service Examination Forms Until Supersedefl
97-03 Classified Fmployees List Ontil Supersedefl
-0 C d Until 1o
37-04 errespondence P IS 1R
value,
97-05 Eligibility List Until eligibiligy
expires or list
is reviged.
97-06 Hearing Case Files Permanent
9707 Job Classification List Until Superseded
97-08 Minutes of the Civil Service Commission| Permanent
9709 Monthly Reports HﬂtiﬁnﬁﬂiofgﬁgﬁEEd
Counedil
97-10 Agreements Permanent
97-11 Annual Reports (from officials) 10 years Audited means: the yoars
: 1 el TR AOHETY nase ha peonrd
97-12 Receipt Books JHIl HIBTURICAL SUCKETY | 5 oo o 4 encampzesed by the ratords
: audited have been audited by the
o Auditar of Stata and the
MAR 21 s audit report has been
released pursuant to
i Sec. 117.26 O.R.C.
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Page _ 2 o 35
SCHEDULE OF RECORDS RETENTION AND DISPOSITION
CONTINUATION SHEET
S,;ﬂ:nﬁ:e r Record title and description ”;;E;g?ﬂ For usaegt;/1 éiiggrovjnr

97-13 Record of Ordinancesg Permanent

97-14 | Record of Resolutions Permanent

97-15 Council Minutes - Permanent

97-16 Ordinanceg {looze instruments) Permanent

97-17 Resolutions (Loose instTiments) Permanent

97~-18 Record of Delivery of Legislation 3 years

97-18 Preliminary estimate of Cost 10 years

97-20 Public Hearing Filesg g}g%lf£$£m§gg%§
97-21 Codified Ordinances Permanent

97-22 Council Ageunda 5 years

97-23 Budget Commission Rate Record 10 years

97-24 Council Committee Report 7 years

97-25 Ohio Dept. of Liquor Control Applicationsg Permanent

97-26 Notice of Special Committee Meerings 5 years

97-27 Clerks Summary of Meetings Permanent

97-28 ggg %é g%sgggnts, annexationg, vacations, Permanent

97-29 Petitions Permanent

97-30 Proof of Publication & Affidavit 20 yvears

97-31 Legal Notices (of public hearings) 20 years

97-32 Voucher Books (not for money) 7 years

97-33 Correspondence 5 years

- Community Development

97-34 Demolition Records Permanent

97—35 Performance Bonds égp§§g£gogfter
07736 51’53%5_—’255F%%Sﬁrég°3§r§§§fai§§e§§§§égﬁﬁms’ éggljgggﬁogflf%r
97-37 Maps Permanent

97-38 Plat Mapsg Permanent

97-39 Record of Iot Salesﬁﬁﬂ)?ﬂE?QFﬂﬂﬁifﬂﬁsz? Permanent

97-40 derial Pﬁotographs . Until supersed d:

| iRzt ey | plpre e
ATATE ANy o,

3/1989 e3435é§i‘\ﬁ&f;§§ﬁ RECORDS




' Schedule
number

97-41
97-42

97-43
97-44
97-45

97-46
37-47

97-48
97-49
97-50

97-51
97-52

97-53
97-54

97-55

B7-56
37-57

7-58
7-59
'~60

~61

189

-2

SCHEDULE OF RECORDs RETENT
CONTINUATEON S

Record tilg and description

Bids (succeesful)
Bids (unsuccessful)

Budget
City Properties File

Contracrg and Agreements

Contractorg® Payrol1) Recorg

Federay Project Filag

Maps ang Blueprints
Ordinanceg (copies)

Projecr Fileg

Requisitions

Researcy Fileg

Statistical Reports

Employee Time Records

Administrative Memoranda - Executive Orderf

Generaj Correspondence
Grievance Hearing Tileg

Labor Union Agreements

R

Personnel Recordsg.

ATATE s
QIA;L;uub L

D MR P
IUsﬂb;uﬁﬁwﬂ"CLbhu?

HOVERMMENT 2 ELuils

s,

ION AND DISPGSJTFON
HEET

Retention
period
15 yearg after

Completion of
Project

For use by approvin,
8gencies

2 yearg after
awarding of
Contracr

5 years
Permanens

15 Fe€aArs after
termlnatlon

Life of equippe

5 yearg aftar
Completiog of

PIoject provige) fiave basy ayiiiad by the
e o8 25y, H &

audited Auditer of Stana end the

Permanent UG rapnet 1125 becn

. borelsasad Parsuant to
uniil] Supersedef 8. 117.95 ORL, |

15 yearg after
Completion of
Project

3 years

7 vears O untif]
00 longer of
administrative
value

5 yearsg; aAppraige
historiga] valug

3 yearg Providel
audited

Untig terminatea
and/or Supersedpd
dppraise for
hlstorical valne

2 yearg

4s long 3¢ of
adTinistrativ
Value; gapssy Iy
1-5 years

1 -5 years
untij resolved

3 years after
terminatioy

Permanent, if
not maintained
by'Personnel



<hedule
number

97-62

97-63
97-64
97-65
97-66

97-67

97-68

97-69
97-70
97-71

97-72
837-73
97-74

97-75
97-76
97-77
97-78

97-79
97-80
37-81

37-82

7-83

7-84
/-85

989

SCHEDULE oF RECORDS

of 35

Page _ 4 35

RETENTION AND DISPOSITION

CONTINUATION SHEET

Record title ang description
Property Inventorieg

Purchases
Referepce Materiaig

Reports

Sexapbookg

Accounig Ledger

Accountg Payable Recorg

Annual, Appropriation Ordinances_(COPies)
Audir Reports
Bouds of Officials or Employees

Budger Working Paperg

Cash Roolk

Check Registar

Amnexatign Fileg
Deeds
Easement

Leageg

Maps ang Plans of Park Property
Community Development

Complaintg

Housinp s Land Use, Population and other
Special studieg

Loan angqg Grant Applicationg

Planning Briefsg
Plar Books and Fileg

PR

Ay w3 a2 I
flar 21 ey

STATE AN Lios o

g":‘u“‘F{?“::‘-

GOVERNMENT RECORD:

DA HISTORIDAL 3001

Retention
period

E%E%%dsapsaﬁfgs

Unti] audited

For use by approving
agencies

Until Superseded

1 -5 years

appraise for
Is5torical valyd

3 years after
last date of
entry

3 years ﬁrovidei
aundited

3 years
Permanent

10 vears after
terminatign

5 years

3 vears after
last ent
brovided auditelf

3 years Providef
audited

Uneid, Supersedel

. Permaneqt

Permanent

2 years after
expirat;on

Permaneny

Until ne longe
of administrat'-e
value

5 years Provides
g action Pendimg

Until 0 longeq .
gglggmmistrat vefudited means: thy vears

Eltomaassad by the reonrds
3 years providdg have bogn atiditad by tha

sudited Auditor of Stata andl
Permanent audit report has been
Permanent released pursyant t

Sec. 117,28 0.R.C.
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N Forin RC-2 Fage of
SCHEDULE OF RECORDS RETENTION AND DISPOSITION
CONTINUATION SHEET
Schedule . Lo Retention Foruse b i
- Record fitle and description e S€ Dy approvin
number P pariod agencies
9786 Transportation Research Files Unitil no longer
of adwmindistrative
value; appraise
for historical
value
9787 OUrban Renewal Files Obsolete; appraise
for historical
value
Data Processing
97-88 Contracts and Agreements 15 yearg after
expiration
97--89 Personnel Records Permanent, if
not maintained
by persomnel
dept.
0790 Inventoxy of Equipment URhik.gredged
97-91 Requisitions " 3 years providef
audited
97-92 Anoual Budget Permanent
97-93 Budget Working papers 5 years Austired means: the vy
37-94 Vouchers gu gars provided Cpm;"?:jstcd ;J. the
have pogn sudid
Engineering, Planning & Building Euditar of Sinta
Jb emmnrd oo heing
97-95 BuiMing, Applications Life of structure eudit repmit fEs o
e rotaasadl pursuant o
97-96 Building Cards Permanent See. 117.75 D.R.L.
97-97 Building Folders Permanent
9798 Buiding Tonspecition Reports 5 vyears
97-99 Building Plans 3 years/residedtial
5 vears/commerdial
life of structure
hRBEGFIEal alye
97-100 Case Files-Board of Zoning Appeals Permanent
97-101 Case Files-Board of Building Standards | Permanent
1 DI HISTORICAL SUCHY™
97-102 Certificates of Insurante 2 years after
expiration
. provided no_
gac 20 1997 claims pending
97~-103 City Building Code Intil supersedqd
TATE AN LLUA retain one copy
S e e o permanent ]
. Gl‘j)\fitﬁi\’\“\ﬂgl\\%,f [N \_Jl'(\ J'u.ip Y
97-104 Condemnation and Demolition Records Permanent

3/1989
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« Formi RC-2 Page of
SCHEDULE OF RECORDS RETENTION AND DISPOSITION
CONTINUATION SHEET
Scheduie . o Retention For use b i
Record titte and description g € Dy approving
number feo P period agencies
97-105 Contractor's Registration 2 years
97-106. | Ledger File 3 years provided
| | andited
97-107 Licenses 1 year after
expiration
97-108 Minutes of Zouing Appeals Board Permanent
297-109 Monthly Statistical Report 1 year if incoxrporated
into aumnual repgrt
otherwise permanent
97110 Performance Bonds 10 years after
expiration
97-111 Project Files 15 years after
completion of
project
97-112 Aerial Photographs Until superseded
97-113 Annnal Reports Permanent
97-114 Bids (successful) 15 years after
: completion of
project
97-115 Bids (unsuccessful) 2 years after
awarding of
contract
97-114 Bridge Inspection Reco rds Life of Bridge
97-117 Bridge Inspection Reports 10 years
97-118 City Properties File Permanent
97-119 City Zone Maps Permanent
97-120 Contracts and Agreements 15 years after
termination
97-121 Day Books 3 years
97-122 Equipment Maintenance Records Life of equipmeht
$7-123 TFederal Project TFiles 5 years after
’ comyle%lonfof ak ced
project, 2 audhted hditad means: the years
97-124 Field Notes Permanent encampassed by the recors
97-125 House Number Record Permanent have been audited by the.
Auditor of Stata and the
97-126 Job Orders 3 years audit report has been
97-127 Maintenance Orders Ll HIRTORINAL SO0IETY 2 years released pursuant to
HER It Pl RWE S ERECt BN I Sec 117260RC
97-128 Maps and Blueprints Permanent T ' e
97-129 Ordinances (copies) oA 2T G Until superseded
ATAVE Al
SYERMMENT
AU
3/1989



schedulg
number

97-130

97-131
97-132
$7-133

97-134
97-135

97-136

97-137
97-138
37-139

97-140
97-141
97-142
97-143
97-144
97-145

97-146
97-147
97-148

97-149
97-150
07-151
37152
7-153
7154

7-155

1989

Resaarch fileg

Housing, Land Use;

SCHEDULE oF RECORDS

Record titlg and descriptjon

.Sanitary Sewey Recordsg
1 Sewer Testing Records

| Special Assessmentg Record

Deeds

Personnel Records

Populatioy

| Plag Books ang Files

Project Reporgs

| Agency ang Area Commisgion Filesg

Complaints OHIG HisT URICAL 500
Demolition Permirg

Index o Variance Recorgd

Loan and Graps Applicationﬁﬁﬁggﬂgﬁt_;‘i
Minutes of Architectural Review Boarg

‘ of the Boarg of Housing Appealg
of the Board of Zoning Adjustments
City Beautifyi Commission
of the Development Commisgign
Hinutea of the Planning Commission

Occupancy Permit Record

RETENTION AND DISPOSITION
CONTINUATION SHEET

LR years

Retention
period

7 years or unti
oo longer of

administrative
value

For use by approvir
agencies

Permanent

5 years

4‘-\
o
3 years after ooe
final payment iy
Provided auditeﬁ*ﬁaﬁih;”ﬂ“*

it “";

Permanent

Permanent if noy
Mmaintaineq by
Personpel dept.

Until no longer

of admlnistratire
value,

Permanent
Permanent
Reports apg lega

Opiniong Permanent
Permanent
Permanent
Permanent
Permanent
}Ee;manent
!tfgears Providef
10 action pPending
Permanent .

Permaneng Audited maans: the years
i del EMCOMpassad by the records
Provided ave Leen suditad by the

audited .
uditor of Stata and the

Permanent audit repart hos besn
Permanent refeased pursiant +p

Sec. 117.24 O.R.C.
Permanent
Permanent
Permanent
Permanent
Permanent




«Chedule
- number

97-154

$7-157
97-158
87-159

97-160

97-161
97-162
97-163

97-164
97-165

97-166
97-167

97-168
97-169
97-170
97*171

97-172
57-173

7-174
7~175
7-176

/177
-178

~179

989

| Zonming Certificate

SCHEDULE of RECORDS RETENTIO

Record title ang description

N Photographs

Planning Briefs
Quadrant Files

Rezoning Applicationg

| Rezoning (age Fileg

Subdivsion Files
Zoming Cage Log

for 0ceupancy and Uge

of land apqg Buildingsg

. Zoning Change Requesy

Zoning Permir Record
Finance
Anmmal Report

Certificates of Insurance

Ledger File
Performance Bondg
Project Fileg

Bids (successful)

Contracrg and Agreements

'Ordinances (copies)

STATE Al Lo, 0a

Requisitions PR AL 1
ﬁ?VERNMEN!thUﬂLG

Specia]l Assessment Reco

N AND DﬁSPOSiTION
CONTWUA’E‘ION SHEET :

Retention
period

Appraige for
hlstorieal valug

Permanent

5 years’

For use by approyin
agencies

{aEil st e2stion

5 yearsg after
final decision
rendered
Permanent
Permanent
Permanent

5 YeAars provigded
no ac tiom Pendipg

Permanent

Permanent

2 yvears after
eXpiration
Provided ng
claiyg Pending

3 vears Providef

audited

10 yearg after
eXpiration

15 yearg after
completign

15 yearg aftar
completing

2 vears

15 years after
termlnatlon

Untiy, Supersedeld

32 vearsg after

Tital pa eng
providgdygudit=-

Annual Budget Permanent
Certlfleatlons of Publishlng Legal Notice 2 years
Generaj Correspondence 1 -5 years

Arriitng aansr tha vosrs

ERComparzed fy the recorg

have hags atdited by the

Avditor of State and the

audit repart 163 baep

released Bursiant to
11725 oRe,




. Formy RG-2 Page _ 9 of 35
SCHEDULE OF RECORDS RETENTION AND DHSPOS!THON
CONTINUATION SHEET
Schedule : . Retention For use by a i
Record title and description e Y approvir
numbser P period agencies
97-180 Labor Tnien Agreements 3 wyears after
termination
97-181 Accounts Ledger »5 years after
last entry provi
audited
97--182 Accoumts Payable Record 3 yrs. provided
ay
$7-183 Accounts Receivable Ledger 3 years prowvids
aydited
97-184 Anmual Appropriation Ordinances (copies) 5 years
97-185 Annual Certificate of Estimate Resources 7 years
57-186 Annual Financial Report Permanent
97-187 Anmual Report to Auditor of State / 5 years
97-183 Appropriation Ledger gu§§%£§ provided
97-189 Assessment Record Until paid and
audited
97-130 Audit Reports Permanent
97-191 Bank Deposit Slips gears provided
. audited
97-192 Bank Statement 3 years provided
audited
G7-193 Bid Bond Upon_rejection|or
completion of
projecl
97-194 Bond Register Permanent
97-195 Bonds of Officials or employees 10 years after
termination of
officer or employee
97196 Budget Working Papers 5 years
97-197 Gancelled Checks, Check Carbomns, Check 3 years provided
stubs andited
97-198 Cash Book 3 years after
last entry
provided auditpd
97-199 Claims for Damapes Against City Until case set
97-200 Checking Account Statement 3 years prowvid
audited
T ana By
97201 Employee earming record : 7 years provid < A G
s&Hﬁ3;;3 SHOAL S0 audited; if no
UL IS TURILAL SULix maintaifed by sinag
' ersopnel.
pers GG hr’ 25 0.8.0.
i 2 1997
3/1989 ;‘\i\ii; LLJ‘.J L

{Sﬁ\f}: mmf;c.a\.ﬁ =

Infa¥el i)
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iC-2

- Schedule Rete_ntiqn For use by approy
Rumber period agencies
97-202 3 vears after
terminaty gy of
employment
897-203 Employea Sick Leave and Vacatign Recorqd Permaneq: unlegg
naintained by
bersonne]
97-204 Employer Quarterly Federal Tay Return 4 yearg PToviddd
audited
97-205 | Encumbranee and Ezxpenditure Journay 7 ggars Providdg
auditegd
37-206 Federay Revenye Sharing Account 7 ﬁears Providgd
; audited
97-207 Tire Dept, Expengeg 3 years Providdd
auditeqd
97-208 Indebtednegs Statement Permanent
97-209 ' Tasurancea Policieg 2 yearg after
eXpiration
97-210 : Inventory of Equipmeny Inti] Tevised
audited
97-211 Oaths of Offica of Elected Officiaig Termination
of office Plus ;
, . 0 yearsg /
97-212 011 ang gae Drilling Permiy : Permanent f
97-213 | Payroil Sheetsg 3 years provigdyg
. aundited i
97-214 Payroly Recorq (Journal) Permanent unless 5
maintained by :
Persomme] dept | !
97-215 Pay-In Ordersg 3 years Provided f
auditad i
97-21¢ Policemen'g and Firemep'g Disability and Permaneng ]
{ Pensiog Fund Recorg |
97-217 Police Unifory Allowance Recorgd 3 yvearg Providgd 5
: audited _ i
97-218 : Posting Sheets ang Cards for Paid Bijig 5 years Providpd §
audited ! ]
Audited momns: e years
97-2i9 Public Employeas Retiremeny Systen Optionht Permanent o A o ran
i Mption Record ' enGmnagssd by t_ WAL
7-220 Purch d DHIO MIETO0 0 s, ) A2 Bogn auztitad by o
97~ urchase Oipderg | STHU S TGRICA ST guﬁ?g&s Provided Aitditor of Stain and 1he !
. ~ ) UGt report hes haen |
-2 feceipt Books T auTears providka relsased pursuant to
) EEEEIY RIS B SG'C. 117'25 O.R.C- |
97222 Receiptg and Expenditures Reporr o 3. years ' /

Aunditor of Stare SUAE Angy 2
SOVERNMEANT 71

1989
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Form RC-2 Page of
SCHEDULE OF RECORDS RETENTION AND DISPOSITION
CONTINUATION SHEET
Schedbgle Record tille and description Retention For use by approving
number pericd agencigs
97-223 Record of Funds Received 3 years providel
andited
97-224 Report of Examination of City by Auditor Permanent
of State
97225 Settlement Sheet ot Tax Distribution 10 years
from County Auditor
97-226 Sinking Fund Ledger or Journal Permanent
97227 * Binking Fund Trustees Minutes Permanent
97-228 Special Assessments Tntil paid off
and audited
97-229 State Examinex's Expense Record 3 years providgd
andited
97-230 Tax Settlement Reporis 3 years providqd
auditad
97-231 Transmittal of Wage and Tax Statement 6 yvears provided
Ohio Income Tax audited
97-232 Unemployment Compensation Record 3 years provided
audited
97-233 Vouchers 3 years provided
audited
97-234 Worker's Compensation Claims 10 years after
date of payment
97-235 Bonds (Redeemed) Until issue is
paid provided
andited
97-236 Bond Issue Ledger Permanent Audited
Ence y
97237 Cash Journal 10 years providled biave ;
‘ audited ﬁ“"L LG
o . HiEiter of State <Fd i
97-238 Coupons (Redeemed) Tontil issue is Pald’ah&ir t 7
provided auditpd o SROrt fias bean
A ] ‘ fessed pursuant 1o
§97-239 Record of Registered Bonds Permanent Sec, 11 725fJRC
97-240 Bad Check ox Bad Debt Files 2 wears after
' settlement
Fire
97-241 Accident Files 2 years
97-242 Alarm Response Reports 5 vears
97-242 Annual Report Permanent
97-243 Anmexation Files Until Supersedpd
97244 Arsen Reports Permanent
Wam 2w 1Y
Ql\|é|1“h»ﬂ' L
3/1989 f\tf‘”‘.‘.’% h\i! MT Ak Cigr ik




.RC-2 Page 1z of _ 35
SCHEDULE oF RECORDS RETENTION AND DISPOSITION
CONTINUATION SHEET
Schedule . - T Retention For use by 3 i
Record title and description : g ¥ 8pprovi
number P pariod agencies
97-245 Bids for Rquipment (successful) Until equipment
out of service
97-246 Burning Complaint File 1 year
97-247 Daily Alarm Log ’ 5 years
97248 Envirommental Protection Agency Burning 5 years after
Violation Record violation corrvdeted
97-249 Equipment Maintenance Records Life aof equipment
97-250 Fire Code (Copies) Until superseded
97-251 Firae Investigation Files and Tndex Permanent
97-252 Fire: and Loss Record Permanent
87-253 Firework Permits 20 days after .
expiration A
97-254 Gas and 041l Disbursement Record 1 year provide
audited
897-255 Hydrant Locatrion Record Permaneni
97-256 Hydrant Maistenance Record 2 years after
test date
97-257 Inspection of Structures Record Life of structire
97-258 Insurance Claim File 10 years afterL
final settlemeht
97-259 Master Run Reports 3 years
97-260 Monthly Reports Until incorporfated
in aunual report
97-261 Radio/Phone Cailsg Audio Recording Tape 30 days, erase|and
reuse provided|
Lo daction pending
97262 Training Materials File Until supersedpd
97-263 Training Records A ] i, Merge with
SHI HISTORICAL 20GH]TY personmel
97-264 Truck Mileage Record Iife of vwehiclh
97-265 Truck Repair Record AR 51 9897 Life of vehicip
97-266 Violation Notices _ o L year after
' STATE A LODAL violation correcked
QOVERNMENT RECOAIR
97-267 Work Schedules 1 vear after
_ schedule changle
97-268 Firemen'’s Disability and Pension Fund Permanent:
97-269 Permanent unlels

3/1989

Fmployee Records

maintained by
Personnel
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Form:RC-2 Page _13 4t 35
SCHEDULE OF RECORDS RETENTION AND DISPOSITION
CONTINUATION SHEET
SrﬁJhrﬁdb::re Record title and description R;ﬁ?ggn For US:gzﬁ;gngi“
Health
897-270 Immunization Record Permanent
‘97—271 Confidential Case Report Permanent
97-272 Communicable Disease Ledger Permanent
97-273 4 Consolidated Communicable Disease Report gu{rent Record
nly
97-274 Report of Positive Laboratory Findings Five Years
97-275 Epidemiological Report (except VD) Five Years
97-276 Encephalitis Tovestigation Report Five Years
97-277 Adult Viral Hepatitis Surveillance Case Redord Five.Years'
97-278 Poliomyelitis Case Report Card Five Years
97-279 Poliomyelitis Convalescent Status Report Five Years
97-280 Staphylococcal Disease Investigation Five Years
97-281 Staphylococcal Disease Study Form Five Years
97-282 Minutes of Board of Health Permanent
97-283 Boaxd of Health Regulations Permanent
97-284 Administrative Regulations Cuarrent Record
Ounly
- 97-285 City Council Orxrdinances Permanent
" 97-286 Resolutions Permanent:
97-287 Health Services Reports Ten Years
97--288 Radiation Sources, Medical and Nonemédical Sgi;ent Record
97289 Vital Statistics Yearbook Five Years
97-290 Job applications, hired Permanent
97-291 Job applications, unhired six months
97-292 Fiscal Records (aleoholism) 3 years
97-293 Client Records Records of
gi;ggigged cliehts
97294 Hypertension Care Record Five Years after
last care given
97-295 Hypertension Enrollment Record Five Years
97-296 Diabetes Screening Report Five Years s e e
97-297 Report of Diagnosis ODHOSY Permanent S R AL, S
97298 Enroliment Applicaiton ODHRFT Permanent 57
3/1989
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2 ) Page _

SCHEDULE OF RECORDS RETENTION AND BJSPOSRTJ@N
CONT!NUATJON SHEET

Schedule ‘ ; P Hetenﬁo_n For use by approvi
number Record tiyte and description period agencies
97-2949 ‘| BF Drug Recorder From gy 3 Two years after
- last Service givep
97-300 Typhoigd Fever Surveillance Report Five Yearg
97-301 Epideomiologic Sumary of Iuvestigation Five Yaarg
97-302 Perperyay equipmen ¢ inventory Current Record
i Onty
97-303 Invoice Voucherg SIX monthg aftey
audiy
37-304 | Order apg Receipt for Drug Biologicals 3 yeargs or six
months afrar auflit
97-3035 School Boards, Welfara Departments and othép Six monthg
rofessiona] Sexrviceg )
97306 Insurance, fire ang theft One yeyy beyongd
statute gf
limitations
97~307 : Insurance, Professional Liabilities Fifry Yearsg
97-308 Legal Opiniong Uotiy Supersedef
97-309 RCI-cesp Cytology Report 2 years after
. last Sexrvice Eiyen
97-310 NCI-ccsp Reglstratlon & Hlstory After laft care given to -batriens
97-311 NCI-ccsp Uit Screenlng Report Aftrer lagt care Biven g patient
97-312 | NCI-cosp Authorigation Form After 1aks tare given o Patient
97-313 NCI-ccsp Annus} Recai] After 14 t care given g patient
97-314 Diabetag Screenlng Resulrg After laly tare given ¢4 patient
97-315 Weekly Report on Diaheteag Screeniug After 2st care Elven ph Patient
97-316 Diabeteg glucogea Tolerance After faet Care givepn f Patient
97-317 Diabetag Survey Index After laks tare given ro patient
97-318 Sanitariay Time Sheetg Five Years
97-319 Orderg {other thanp nuisanca abates) One'full year after
compliance
97-329 Blueprlnts, Drawings, Plang, Sketcheg Fivyg years or ag lonp
as rhe Project
exigig
87-321 Foogd Sexvice Operaton Inspectign Form Five vearg
I TRTR Nphe
37322 Foogd Servica Operatipn Survey Reporr Five years * 'ﬁ:;‘un!uﬁa-ﬂzﬂnw
17-323 Food Handler'g Permit Current RecordAlnly )
7324 Certlflcatlon of Vendlng Machine Six)anths ik G EE

1989
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SCHEDULE OF RECORDS RETENTION AND DISPOSITION
CONTINUATION SHEET
Schedbgle Record title and description Retention For use by appr
number period agencies
37-325 School Building Imnspection Form Five Years
f‘97—326 School Samitation Record During Period of
Operation
97-327 lospection (or housing) Record Summary Car% Five yearé
97-328 Swimming Pool Inspection Forms Five years unti]
, problem resolved.
97-329 Swimming Pool Sanitation Record During period .of
equipment and
facility and 5
years thereafter
97-330 Swimming Pool Data Sheet Five Years
97-331 Swimming Pool Operation Report One Year
97-332 Permanent Record for Bathing Places During period of]
operdtion
37-333 Inspection Forms Park Camp Sanitation Five years
97-334 Application for Licemse to Operate a Housel Six months after
audit complete
97-335 House Trailer Park Inspection Form Five years
97-336 House Trailer Park Inspection Record Five years
97-337 Nuisance Investigation Report Five years
97-338 Nuisance Tovestigation Record Period of QOperdtion
97-339 Daily Complaint Log Two years
87-340 Amimal Bite Report 3 years after
case closed
97-341 Notice to owner or person bitten Current Record [Only
97-342 Certification of Animal Immunization One Year after
date of expiration
97—-343 Dairy Farm Inspection Report Five years
97344 Application for a Milk Producer’s License Five years
97-345 Dairy Farm Spot Check Form Current Record{Only
97-346 Request for Change of Licensor ¥Five yearsg
97-347 Milk Plant Imspection Record During Five Ye%is
. of operation .
. CLlTen it j‘&
97-348 Analysis of Pasteurized Milk and Milk During Period iz anhaal i
Products : of operation
97-349 Milk Plant Equipment Test Reports Five Years SRR R P
97-350 Milk Hauling Facilities Inspection Report ¥Five Years A
I L S A ]
' : SiA {-a\‘}lu i
3/1989 LOVER E\,:h"\___,'iEg\]T Rt
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SCHEDULE OF RECORDS RETENTION AND DISPOSITION
CONTINUATION SHEET
Sc . - i
Jledbzie Record lifle and description Retention For use by appro
num period agencies
97-351 sApplication for a Milk Hauler ILicense "¥ive Years
97-352 "{License Renewal _ Five Years
97-353 ¥rozen Desserts Plant Inspection Five Years
97-354 Condensed and Dry Milk Plant Inspection Five Years Audite Aryess
{ Report i 4 Cited means: the yegs
Criomonssed by the reg
97-355 Application to Drill Well or Install 5ix Months after r&?ﬂé&ﬁ]sa%hﬁjhytg
audit SIS of State and e
97-356 Drillexrs and Imstallers Permit Stub Six Months after| BUCH roport has heen
audit selaased pursuant g
97-357 Existing Water Supply Inspection Form Five Years &EvliZZS(lRC.
Iy
97-358 Water Supply Record Card Retain during
faeility operatdipon
97-359 Well Log Ten years
97-360 Request for Water Sample Until requester
notified of resulis
97-361 Application for sewage disposal Six Months aften
audit v’ R
97-362 Sewage Disposal Iaspeciion Reports Period of Operatlion
five years therdafter
97-363 Pereulation Test Record Six months aftex
audit
97364 Plumbing Permit and Receipt 5ix months afted
audit
97-365 Affidavit of person doing own plumbing Five years
97-366 Application to Operate a Laundry Six Months after
audit
97-367 Laundry Operation Permit Six Months aftet
audit
97-368 Laundry Taspection Form Permanent
97-369 -Applicantionto Operate a Barber SHop Six-Months after
) audit
97-370 Barber Shop Operation Permit Six Months after
' audit
97-371 Barber Shop Inspection Form Five Years
97-372 Microbiology Report — Negative Maintain for 3 yeariww..‘\ STRVE
S P D Bl
97-373 Microbiology Report -~ Positive Permanent
97-374 . Microbiology Report — Reactive Permanent QAL 2 T
M Lo
97-375 Prenatal Blood Tests & Gonorrhea Five Years ’
" 97-376 Water Bacteriology ' Five vyears
97-377 Water Chemistry Ten Years




v

Form RC-2

| . Page: 1 7 o 35
SCHEDULE OF RECORDS RETENTION AND DISPOSITION
CONTINUATION SHEET
Schedule - - Retention F b '
Record title and description Blx or use Dy approvin
number P period agencies
97378 Blood Bank Recoxds Five Years
97-379 Confidential Case Report Permanent
27380 Weekly Gonorrhea Morbidity Report Permanent
97-381 Veneral Disease Epidemioclogical Report Five Years
97-382 Work Copy for Ttem 3 Current Record
Only
97-383 Venerial Disease Imformant Report Five years
97-384 Venerial Disease Patient Report Permanent
- 97-385 Venerial Case Régister or Index Syphdiis Five Years
- 97-386 Laboratbry Report - Syphilis, GC Other VD One year
97387 Tuberculosis Register Record Five years aftrer
date of discharge
97-388 Contact Data May be destroyed
when posted to elinmic record
97-389 Dxug Therapy Record May be destroyed when
pdsted to clinie rdcord -
97-390 Drug Therapy Record May e destroyed when [posted
} to clinic recozd
- 97-301 Report of Positive Laboratory Findings Current Record [Only
97392 Patient Folders Five years, laqt
7 date of servics
97-393 TB Case Reports Current Record |Only
97-39%4 TB Interchange Current Record [Only
97-395 TB Interchange List Recap by Periods Current Record Ouly
97-396 Burial Tramsit Permit Stub Five Years
97-397 Application for Birth Certificate One year if
receipt stub
is retained
97-398 Application for Death Certificate Six Months
97-399 Application fer Certificate of Public Six Months b g
Record O S TERAL SR
97-400 Birth Certificarte Permanent
97-401 Death Certificate Permanent: il 53 T
97-402 Stillbirth Certificate Permanent
97-403 Affidavit , Permanent
97404 Supplement (adding name of child) Tntil posted
. to birth
certificate
3/1989
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SCHEDULE OF RECORDS RETENTION AND DISPOSITION
CONTINUATION SHEET
Schedule . . Retantion Foruse b i
Record tille and description Ay Y approvir
number P period agencies
97-405 Notification of Pay Step Increases Permanent
97406 | Accident Reports 2 years provided
no claims pending
97-407 Application for Emplovyment Permanent
97-408 . Employee Performance Ewvaluation Permanent
97-409 Letter of Appolutment Permanent
97-410 Letter of Reference 1 year after
employment decisions
) made
97411 Letter of Resignaticon Permanent
97-412 Personnel Records for Temporary Employees 2 years after
termination
27-413 Position Descriptions Until superseded
97-414 Promotion Statement Permanent
§7-415 Recoxrd of Disciplimary Action . Until Superseded
97-416 Reports of Bureau of Employment Services 1 year
97-417 Unemployment Compensation Case Files 4 years after
date of final
payment
97-418 Worker's compensation case files 10 years after
final date
of payment
T97-419 Classified Employees List o Until supersedqd
97-420 Correspondence TUntil ne longex
of administrative
value
7421 Eligibility Lists - Until eligibility
expires
97-422 Employment Information Files Tmtil supersedegd
97-423 Job Classification List Until superseded
97-424 Labor Union Agreements 15 years after
expiration ey gl 20D
97*425 ElE_ ) ”,‘a\f' o RS BERLE
Accident Reports . 2 years provided
ne claims pending
97-426 Administrative Memoranda . Until supersedpd
97~-427 City Building Code . ' Until superseded
97-428 Project Files (contracts, specifications, 15 years after
progress reports on building projects) completion of
project
3/1989




9 35

HE]

' Form RC-2 Page of T
SCHEDULE OF RECORDS RETENTION AND DISPOSITION
CONMTINUATION SHEET
Schedule ; - Retention For use by abproving
humber Record title and description pariod agencies
07429 Claims for damages against City Until case
settled and aljfl
k appeals exhausted
97-430 Budget working papers Five years
G7-431 Encumbrance and Expenditure Journal 7 vears providpd
: audited A
. ' : “Ops
97-432 Monthly Report of Mumicipal Court 3 years providad‘ﬂyu.ﬁ%
: G G
audited Gy COF T Gty
97-433 Oaths of Offices of Elected Officials Termination qq@ﬁ N Jépéﬁ
. #
97-434 Purchase Ordexs 3 years providpd 4 ‘o Ool,fé o
audited GQ%&y@
97435 Receipt Book iugiigs provided Atidited means: the vears
enoononesad By the recs
27-436 Requisitions 3 years provided havp bran
aundited fieditor of State and the
97-437 Case Files, Ciwvil 10 years provifed z; =norl has heon
no action pending oiavsed pursuant to
97-438 Case Files, Criminal 20 years provifled 3zt 117.75 §R.C.
no action pendfing
97-439 City property Files Permanent
97-440 Correspondence Tntil No Longeir
of adwinistratjive
value
Q7-441 Court Transcripts 3 years after pase
settled
97442 Opinions of City Attorney Permanent
97-443 Research Files Untii no longey
of adwinistratfive
value )
97444 Worker's Compensation Files 10 years after
date of final
payment
97-445. Agendas of Council 2 years Uit LR TR AL 390
97-446 Ammexation Files Permanent
97-447 (Bids) Successfui 15 Years 3 P AnaY
97-448 (Bids) Unsuccessful 2 years after
letting of
contract
97449 Board or Dept. Minutes 2 years provided
- : original is kebt
" by board.
97450 Code of Ordinances Pefmaneut
97-451 Contracts and Agreements 15 years after

3/1989

expiration
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Form RC-2 _ Page of
SCHEDULE OF RECORDS RETENTION AND DISPOSITION
CONTINUATION SHEET
Schedule : . Retention Fo b
Record title and description i r use oy appro
number P peficd agencies
97452 Ordinances Permanent
97-453 Petitions 5 years
97-454 Public Hearing Notices 5 wyears
97-456 Request for Utility Rate Increases 2 vears after
decision rendeged P
97457 Resolutions Permanent ‘ﬁ’ﬁhﬁ%‘;
'L:? ‘{;‘—l el -
97-458 ‘Employee Time Sheets 2 years providadﬁb;%{%éitﬁﬁﬁbay
. audited : U&fbh’{ﬁéﬁgv &
Bl R P
97-459 Notification of Pay step Increases Permanent: fﬂ?;h%ﬁ A
97-460 Letter of Appointment Permanent €
97-461 Lettex of Reference 1 year after
employant decision made
974062 Letter of Resignation Permanent
97463 Personnel Records for Temp. Emplovees 2 years after
. termination
Mayor's Office
97-464 Administrative — Memoranda Executive Tatil terminatpad
Orders
97-465 Amnual Budget Permanent
97-466 Annual Report Permanent
97-467 Certifications of Publishing Legal Notice 2 years
97468 City Manager®s Jourmal Permanent
97-469 Contracts and Agreements 15 years after]
expiration
97-470 Cbrrespondence with Legislative Office As Jlong as of
administrative
value
97-471 Performance Bonds 10 years after
expiration
97-472 General Correspondence 1 - 5 years S e oAl
P S L
97473 Licenses 1 year after
expiration o -
97-474 Minutes of the Board of Control Permanent AR R
97-475 Project Plans, Drawings, and Maps Life of Projedt
97-47¢6 Property Inventories Until superseded
97-477 Purchases and Bids Tntil awdited
- 97-478 Reference Materials Until superseded
97479 Reports 1 - 5 years
3/1989
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- SCHEDULE OF RECORDS RETENTION AND DISPOSITION
CONTINUATION SHEET

Schedb;ie Record title and description Retention For use by appi
number period agencies
97-480 Scrapbooks Appraise foxr
’ historical wvalue
97481 Ammual Report (Traffic Commission) Permanent
97482 | Minuies (Traffic Commission) Permanent
97-483 Bids. (successful) 15 years
97-484 Bids {(unsuccessful) ' 2?2 vears after .
letting of contfact
Purchasing
97-485 Accident Repeorts 2 years provided
no claims pendi*g
97486 Contracts and Apreements 15 years after
termination
97-487 Buadget 5 years
97-488 Requigitions : 3 years
97-489 Executive Orders Until terminated
s
97-490 Purchase Orders 3 years providei;%%ikb@
aundited &y, o ‘7.:'?(/ .
- g . or T
97-491 Vouchers 3 years provideit ‘%%b i @V“
audited /7‘/' r“ by 4«‘}
2 {
97-492 Gas and 0il Disbursement Record 1 vear provided @3&9é
audited o4
97-493 Insurance Correspondence 2 years after
expiration proviided
no claims pendihg
97-494 Equipment Maintenance Records Life of Equipment
97-495 Vehicle Repair Record Life of Vehicle
97-496 Annual Budget ‘ Permanent
97497 B.M.V. Correspondence Tntil no longed
of administratilve
value
LY S THANAL A0
97-498 Vehicle File Life of Vehicld ' DHniliitdi o
unless transfernred
97-499 Propexrty Inventories Until Superseddd
97-500 Sale of City Property Permanent
. Municipal Court
97-501 Affidavits and Warrants Civil and Crimizjal 25 years afted
case closed
3/1989
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SCHEDULE OF RECORDS RETENTION AND DISPOSITION
CONTINUATION SHEET
Schedule Record title and description Retantion For use by appro
number period agencies
97~502 Annual Report Permanent
97533 -1 Arraignment Record Ontil final
disposition of
case
97-504 { Audit Reportis Permanent e
97-505 Bail Bound Record 3 years provided;nlh ‘
audited i e f
TR [Ein e
97-506 Bail Bond Register Until all bonds Tressss
: discharged, provqided
audited
97-507 Bank Records 3 years provided
audited
97-508 Bench Docket (civil or criminal) 25 years after
last date of entlry
97-509 Budgets (Departmental) 5 vears
97-510 Cancelled Checks and Check Stubs 3 years provideg
audited
97-511 Case Files (All except Traffic and minor 15 years after
misdemeanor) case closed
97-512 Cash Book 25 wyears
97-513 Cash Sheet for State Cases 3 wvears providef
audited
97-514 Cextificate of Fee Stubs Unitil audited
97-515 Civil Appearance Docket 25 years
97-516 Civil Cash Disbursement Journal 7 years provided
audited
97-517 Clerk's Entry and Disposition Jourmal 1 year after
last entry, o
provided aaditefl il HiBTIRIGAL 200
97-518 Correspondence Uotil no longer
of administratife LA ol e
value 1 - 5 yeaks MIAR B3 Ty
97-519 Court Calendar 1 year after lagt e e ,
entry L PATE AN L
97-520 c 1 prel 4 A . 95 SUVEANMENT Ridor
- riminal Prelimimary an earance Docket edrs "
ry PP y Audited moans: 4o year
97-521 Daily and Monthly Reports of Fines Collectipd 3 years provided enmmﬁﬁﬁmdbyfhereq
. audited K ve hean aliditer by l::;l
97522 Employee Time and Attendance Records 3 years provideld W#MfﬁfShﬁeandtﬁe
A audited ax;d:t report has heep
, - Felgase ;
97-523 Execution Docket 25 years d Pursuant to

3/1989
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Form RG-2 Paga ol
SCHEDULE OF RECORDS RETENTION AND DISPOSITION
CONTINUATION SHEET
Scheduie ; - Retention Fo b
Record litle and description i Fuse by approv
number P period agencies
97-524 Foreign Cextificate of Judgment Cases 25 yeafs after
case closed
97-525 Foreign Certificate of Judgment Index Permanent
97526 Foreign Certificate of Judgment Docket 25 years after :ﬂbglg
last entry “Q@y'#%=q
] £ g;‘f'c, L(Qfx?
97-527 General Debtor Accounts Case Disbursement 7 years providefﬁ#r qu 'ﬂyé_
Journal andited s'qv ‘Dn ﬁ'yééa
. 5 3
97528 General Imdex To Court Cases Permanent a%éﬂgﬁﬁg
&
97-529 Journal or Minutes Permanent Q
97-530 Judgment Entry Jourmal or Docket 25 years
97-531 Minor Misdemeanor Docket 25 years
97--532 Monthly Report of Tickets Igsued Until Paid
97- 534 Offense Code TFile Until Supersedefd
97-535 Parking Record Tntil audited
97-536 Patking Tickets Tatil paid or
audited
97-537 Parking Violation Letters Until fine is
paid or canceled
97~ 538 Pay—Tm Orders Unril audited
37-539 Policy Files Until'superseded
97-540 Posting Ledgers 3 years provigddd: ST ns) anoETy
audited e AR I AL PR S Y AP
97-541 Praecipe Docket 25 years after e o
last entry 35 D sy
97542 Probation Division Annual Report Permanent
37-543 Probation Division Daily Record Sheet 3 years
97-544 Probation Division Master Card File Permanent Ay
Yited means: the yam
97-545 Probation Division Monthly Reports Until compiled encomaassad by the o
in apnnal Tepo¥t figw hesn 8”&’-;;""{? . E,]
3 PNl L Y
97-546 ~ Probation Division Pre—Senteunce Reports 10 years AHGQGFGISHESHES%hG
audit re an §
97-547 Receipts 3 years provided la ih'pafi has been
audited released nursuant to
Sec. 117.26 Q.RL.
97-548 Rental Escrow Dockets 25 years after|last
enltry
97-549 Small Claims Appearance Docket 25 years after|last
: entry :
97-550 Traffic Case ¥iles 5 years after
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SCHEDULE OF RECORDS RETENTION AND DISPOSITION
CONTINUATION SHEET
Schedbgle Record title and description Retention For use by appr
number : period agencies
97-551 Traffic Docket 25 years after
last case closed
97-552 Trasteeship Case Files 15 years afrer J ~
flnal settlemenit
97-553 Trusteeship Cash Recedpts Journal 3 years provided,”
audited N
97554 Trusteeship Docket, Debtor Account Book, 25 years afterxr
and Index closed, provide
audited
97-555 Witness Docket: 25 yvears provided
audited
Operations
97556 Burial Fee Receipts 3 years providgd
audited
97-557 Burial Permit . Permanent
97-558 Burial Transit Permits 5 years
97-559 Cash Book Permanent
97-560- Deed Book Permanent
97-561 Index to Burial Plotis Permanent
97-562 Maps Permanent
97-563 Plat Maps Permanent
97-564 Record of Lot Sales Permanent
97-565 Register of Interments Permanent
97-566 Contracts and Agreements 15 years after
termination
97-567 Equipment Maintenance Records Life of Equipmgent
97-568 Requisitions 3 years
97-569 Annual Report Permanent
97-570 Blueprints, Maps, and Plauns Permanent Audizad means: tha ye:
97-571 Employee Time Records 3 years providpd ﬂqccm;ﬂ“fed by tha i
audited "1&‘.:3 Besn audited by i
97-572 Gasoline Use Records 2 years Provid%d Aiditor of State and 4
. . N audited audit veport has bees
h;u HISTORIVAL SUGIET reloased pursuant t
97-573 Haul Tickets 2 years provided gloaseq pursuant to
. 2 years P4 Ser. 117.26 ORC.
97-574 Monthly Reports Wi 2% AT Until dncorporated
. . . in annwval repdrt
:;-‘“‘ CRNMENT ‘_( ALY
3/1989 i j_. ”L’]L 1 MR
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SCHEDULE OF RECORDS RETENTION AND DISPOSITION
CONTINUATION SHEET
Scheduie ; - Retention Foruse b
Record title and description e ruse by appr
number g pericd agencies
97-575 Sewer Repair Sheets 10 years
97-576 Administrative Memoranda — Executive Order] Until Terminated
97-577 Anmual Budget Permanent
27-578 Budget Working Papers 5 months
97-579 Labor Union Agreements 3 years
97580 Persomnel Records Permanent if nof
maintained by
persommel dept.
. 0
97-581 Employee Earning Recoxrd 3 years after AR
terpination of . "2 e i,
employment 1f apdited g»?“‘q%)
97-582 Fmployee Sick Leave and Vacation Record Permanent if ngat éb O 2
kept by personmel ¢;ngﬁé;
LT
97-583 Inventory of Equipment Until rewised B o
and audited %"
. w
97-584 Overtime Records 3 years provided Gh <
audited %51
97-585 Payroll Sheets 3 years providgd
audited
27-586 Payroll Record .(Journal) Permanent, unldss %
' maintained by
persommel dept. |
]
97-587 Purchase Orders 3 years providgd |
audited |
|
97-583 Time Sheets 3 years provld&d
audited |
Packard Music Hall
97589 Activity Reports 2 years
97-590 Annual Budget 5 years v~ %
97-591 Annual Report Permanent
97592 Bank Deposii Record 3 years provided |
audited |
97-593 Bank Deposit Recelpts T 1 Until reconciléd izttt manpg: Cha -
,::illj .“3!{'31‘;11'\“);‘\‘5 QU%.}I'_! i With baﬂk dEPD-;it ‘nn* i o }
record ¢Cdf$ S
: i suifitd
97-594 Cash Book. a9 NNT 3 years after Ausior of St and
HLSE A last date of ebtry pyon .. ek e
b gare ©F auci saport has bees
97-595 Equipment Inventories 3 years providpd  7elgas sed pursuant to
'k audited Sec. 117.26 O.R.C.
97-596 Equlpment Maintenance Records Life of Equipmpinit

3/1989
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SCHEDULE OF RECORDS RETENTION AND DISPOSITION
CONTINUATION SHEET
Schedule : - Retention F b
Record title and description e or use Dy appr:
number P period agencies
97-597 Fee Books 3 years provide
audited
97-=598 Insurance Policies 2 years after
expiration
97-599 Maps and Plans of Park Propertiy Permanent
97--600 Minutes of Ball Commission Permanent:
97-601 Minutes of Parks and Recreatiom Board or Parmanent
S Commission
97-602 Monthly Reports Totil incorpordted
97-603 Permission Slips 2 years"
97-604 Personnel Responsibility Agreement 2 years
97-605 Receipt Books 3 years providdd
audited
97-606 Requisitions and Purchase Orders 3 years providdd
audited
97-607 Sales Tax Records 4 years provid%d
audited
97608 Scrapbooks Appraise for
_ historical va1+e
97-609 Shelter House Permits 2 years
g7-619 . Statement of Payment for Professional 2 years
: Services
97-620 Vouchers 2 years provided
Police audited
97-621 Anpual Budget Permanent
97-622 Budget Workiﬁg Papers 5 years
97-623 Annual Finmancial Report Permanent
57-624 Monithly Statement of Balances 3 years providpd
audited
97-625 Overtime Records 3 years provided
. audited
97-626 Policemen’s Disability and Pension Fund Permanent
97-627 Police Uniform Allowance Record 3 years provided
audited
97-628 Receipt Book 3 years provided
it g b Audited e
OHIO MISTORIGAL ooy #udtte raper has heen
97-629 Record of Funds Received 3 years provided ialczsed pursusnt fo
T qudited Sec. 117.25 QR0
WAl 2l owey
STATE AN .
3/1989 e B AT b
/ SOYERMMENT REDON(S
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SCHEDULE OF RECORDS RETENTION AND DISPOSITICN
CONTINUATION SHEET
Schedule - NP Retention Fo
_ Record title and description O ruse by appr
number P pericd agenciss
97630 Requisitions 3 years provideg o
audited e
97-631 Time Sheets 3 years provide
audited
97632 Vouchers 3 years provide
audited
97-633 Employee Time Records 3 years provide
audited
97634 Personnel Records Fermanent., if ndt
maintained hy
personnel officg
97-635 Truck Permits 3 years providefl
audited
97-636 Bids for Equipment (successful) Until egquipment
out of gervice
97-637 Equipment Maintenance Records Life of eguipme
. 97-638 Gasoline Use Records 2 years providel
audited
97-639 0il Dishursement Record 1 year provided
) audited
97640 "Radio/Phone Calls Audio Recording Tape 30 days erasé
' : and reuse prowvided
no action pending
97-641 Work Schedules 1 year after sdhedule
change
97642 Accident Files, Personnel 2 yearsg providdd
' no claims pending
97643 Accident Files, Property Damage or Bodily| 2 yaars providgd
Injury no claims pending
97-b44 Animal Control Records 2 years
97-645 Arrest Cards Until age or
deceased
97-646 Bicycle Theft log 3 years
27647 Prethalyzer Record  pujiis dISTORIGAL 3ocif® Years
97-648 Business Security Records Until superseded
97-649 Child Abuse Records VIR 7 years after ¢ase
S closed
97-650 Complaint Reports T T 2 years provided
: .Mmﬁih?ﬁfﬁ?ﬁ;ﬁﬁ -5l N0 action pendjng
. AV ERNMENT RECOR DS
97-651 Criminal Case Files/Felonies #**except 6 years providpd

no” acklon pendfng
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SCHEDULE OF RECORDS RETENTION AND DISPOSITION
CONTINUATION SHEET
: edule : - i
Sch be Record title and description Retention For use by app
___humber period agencies
97652 Criminal Case Files/Misdemeanors 2 years provideq
no action,pendi%g
97-653 Federal Rureau of Investigation Reports 3 years
97654 Field Interrogation Cards 6 years
97-655 Fingerprints Until age 80 or|
. deceased
97656 Firearm Records and Inventories 3 years provided
avdited
97-657 Incident Log 7 years
97-658 Jail - Record of Persomnal Property 2 years
97-659 Jail Register Permanent
97-860 Junk Vehicle Cards 2 years after sple
or dispaosition
97-b61 Juvenile Arrest Cards Until the age of
18
97-662 Master Name Index Permanent
97-b63 Missing Person Reports 20 years or umntfil
rerson is found
37664 Offense Report, Felonies *except homicided & years providdd
no action pending
97-b65 Offense Report, Misdemeanors 2 years providdd
no action pending
97666 Polygraph Recoard 6 vears
97-867 Prisoner Booking Video Recording Tape 30 days, erase
and reuse provided
no action pendijng
97-568 Telephone Log 2 years
97-669 Radio Log 2 years
97-570 Parking Collection Record Until audited
97-571 Recovered Property Record 2 years after disposal
of property .
97-672 Rules and Regulations Until supérsédad
97-673 Subpoenas Until dischargpd
97-§74 Warrants ORID BIBTORICAL SUCKETY  Uatil discharghd
97-675 Tow Tickets 3 years after paid,
' WAn 9 T provided auditpd
ML oy
9776 Traffiec Citations 3 years providpd
: v e n . audited
G-I.r\! = }A'g};!-lfi Lf..'.l.'“:.{. - 0 HUGH uu)_.h.:;:j ::, o
GUYERNMENT RECIALS Ausiiter of Siate nnd
a8t reperl s Log
3 aiti B B3 Lne
/1989 refeased pursuant to
Sec. 117.26 O.R.L.
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SCHEDULE OF RECORDS RETENTION AND DISPOSITION
CONTINUATION SHEET
Schedb;ie Record title and description Retention For use by app:
number period: agencies
97-677 Training Materials File Until supersede?
97-678 Training Records Merge with persoonel
97679 Type of Crime File (computer) Permanent
97680 Insurance Files 2 years after
expiration
97-681 Labor Union Agreements 15 wvears after
expiration
Sanitatiomn
97-682 Bccident Heports 2 years provided
no claims pending
97-683 Annual Report Permanent
97-684 Certificates of Imsurance 2 years after
expiration prgvided
‘ no claims pendife
97685 Employee Activity Reports 2 years
97—686 Equipment Maintenance Records Life of equipment
97-687 Gasoline Use Records 2 years provide f}Gmb%
audited ‘é’-{fg’ﬁ Ldﬁ?[{d{
e O OF g, 18d
57--688 Haul Tickets 2 years provide n Sﬁakga
audited ! ff,{gr y ndi
. (5]
97-689 Monthly Reports Until dneorporated g
in annual reporg
97-690 Landfiil Slips 2 years
97-691 Annual Budget Permanent
97692 Cash Book Permanent
97-693 Payroll Sheets 3 years providefd
audited
97-694 Payroll Record (Journal) Permanent, unleks
maintained by
persomnel dept.
97-695 Contracts and Agreements 15 years after :
expiration .
97-696 Monthly Statement of Balances 3 years provided h»
audited a..
5172
97-697 Receipt Books 3 years provided 215 fonest ats hean
| “ audited released oursiant 10
97698 Sanitation Orders UMl HISTORICAL 200K 1 year after co. 117,25 O.R.G.
Water compliance
97-699 Accident Reports BAS 51 ampe 2 years providdd
' s o Ll no” action pending
- 97-700 Annual Budget EIATE ANL L - Permanent
A L e L




- 35
Form RG-2 Page >0 of
SCHEDULE OF RECORDS RETENTION AND DISPOSITION
CONTIMUATION SHEET
Schedbgle Record title and description Retention For use by apprc
number period agencies
97-701 Amnual Budget Permanent
97-702 Budget Working Papers 5 years
97-703 Amnual Report Permanent
97704 { Application for Water or Sewer Tap Permits | 1 year after final
decision renderdd
37-705 Bad Check or Bad Debt Files 2 years after
' settlement
97-706 Bids (successful). 15 years afrter
completion of
project
97707 Bids (unsuccessfual) 2 years after letting
of coniract
97-708 Billing Adjustment Books Until andited F%égkbbd
Irr:;(L pe 5 >
97-709 Billing Ledger Carxrds 3 years after 0@@?1 OF ggkﬂjb
final entry pIOVided‘ﬁ%DO_‘¢M9 iy
) :
97-710 Complaints 1 year after éﬁ@c
settlement
97711 Contracts and Agreements 15 vyears after
expiration
97-712 Correspondence Until no longer
of administratiye
value
97-713 Carb Box Location Record Permanent
97-714 Customer Applications for Service Until Sexvice
) ’ Terminated
97-715 Customer Meter Reader Cards 25 years
97716 Daily Meter Repair Sheets 3 years
97117 Daily Over and Short Reports gugiizg provided Bﬁﬁﬁéﬁﬁﬁﬁiﬁg
reieasad purnens i
97-718 Daily Work Orders 3 years Set. 1317.28 O.kg
97719 Deposit Refund Requests ) ... Outil deposit ils
DHIG HISTORIDAL S00IE]Y refunded, provided
) e audited
97720 Field Books D 2 ' Permanent
MaR 21 Ay
97-721 House Service Cards AT e Termanent
97-722 Maps and Plans STATE AR Permanent
TR 3"' 1yl : :
97-723 Meter and Valve LocatioﬂLR%tJ¥£“Ni'{L’ St permanent
97724 Meter Books ' 25 years
97-725 Meter Test Records 3 years
3/1989
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SCHEDULE OF RECORDS RETENTION AND DISPOSITION
-CONTINUATION SHEET
S{;hedb;!e Record title and description Retention For use by app
number period agencies
97-726 Monthly Account Register 10 years provided 5., ,
audited q,, ik
97727 Daily Collec.tion Report 3 vears provided \j
andited i
97-728 Monthly Reports {(Departmental) Until incorporated Q’qu.
o in annual report T
97-729 Ordinances and Resolutions {(copies) Until superseded
97-730 Project Files Until project cpmpleted
and final reporg
issued
97-731 Project Final Reports Permanent
97-732 Property Records Permanent
97-733 Shut—off Lists 3 years
97734 Suspense Account Record ‘Tntil account s%ttled
provided audite
97-735 Water and Sewer. Receipt Books 3 years provide
andited
97-736 Water Tap Record Permanent
97137 Water Billing Stubs 3 years provided g
audited
97738 Water Main Location Record Permanent
97-739 Bacterial Amalysis Records Permanent
97-740 Daily Chlorimation Report 10 years
97-741 Daily Laboratory Testing Records 10 years
97-742 Distribution System Bacteriological 10 years
Sampling Record
97-743 Equipment Maintenance Records Life of Equipment
97744 Fecal Coliform Reports 10 years
97-745 Flow Charts 10 years
97746 Monthly Laboratory Testing Summary Permanent
97747 ‘Operating Logs 10 years
97-748 Pump Station Monthly Reports 10 years
97-749 Rainfall Statistics 10 years
97-750 Record of Chemical Analysis Permanent RILAL SUE
97751 Water .Quality Annual Reports Permanent
. i ROTHA
97-752 Water Quality Monthly Reports Permanent A 50wy

3/1989
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SCHEDULE OF RECORDS RETENTION AND DISPOSITION
CONTINUATION SHEET
Scheduls . - . '
umber Recaord title and description Retention For use by apg
pearicd . agencies
97-753 ‘{ Gasoline Use Record 2 years provided ’
audited A7
97-754 Fxecutive Orders Until terminate
97-755 |1 Persommel Records Permanent if ng
' maintained by p
97-756 Employee Farning Record 3 years after
termination
97757 Employee Sick Leave and ‘Vacation Recoxd Permanent
97-758 Payroll Sheets 3 years -providdd
audited
97759 Payroil Record (Journal) Permanent
97-760 Overtime Records 3 ggars providéed
audited
Water Pollution
97-761 Accident Reports 2 years provided
no claims pending
97-762 Annual Report Permanent:
97763 Building Plams ' 3 yrs residentfial
5 yrs commercipl
major spructures appraisg for
historical valhe
97-764 Licenses 1 year after
expiration
97-765 . Executive Orders Until terminatied
97-766 Annual Budget Permanent
97-767 Contracts and Agreements 15 years afteq
termination
97-768 Grievance Hearing Files Until Resolved
97-769 Labor Union Agreements 3 years after
termination
97770 Persomnel Records Permanent if got
maintained by |personnel
97-771 Property Taveuntories Until superseded
97772 Purchase and Bids Until Avdited
97-773 Reports ‘ 1 - 5 years
977174 Accounts Ledger ﬁﬁ@j%ﬁﬁf%%ﬂjétfiﬁﬁg?f gaggsafaggiiyiast .
' : Audited means: the ve
97-775 Accounts Payable Record _ . 3 years provifded encompassed by the
: . SIS R EET .audited have baen anditpd by -
Rim, 4 L hed ’ -'.d;u.d uy
o Auditor of Stafz and 4
. STATE ’1}}!5; }_:?i‘:ffl-‘_ P audit report has heeq
3/1989 AOERMMENT Seliiing released pursuant to
Sec. 117.26 Q.R.C.
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SCHEDULE OF RECORDS RETENTION AND DISPOSITION
CONTINUATION SHEET
Schedule : L Retention Fo b
Record title and description g ruse oy appr
number P pariod agencigs
. 97-776 Employee sick leave and vacation record q ¥ 1es%
o bEEERATAE BY B,
97-777 Encumbrance and Expenditure Journal 7 wvears provided —ﬁymﬁﬂﬁy_
andited A, T
(f /"l i’f'o“. X!{":{!‘;‘
97-778 Inventory of Equipment Until revised ard ‘@n;‘%zm“%?é
. : sudited MQ7f"Q§@%j
limp 0
97-779 Overtime Records 3 years provided &@@n'
audited V&,
97-780 Payroil Sheets 3 years provided
avdited
97-781 Payroll Record Journal Permanent unlesd
maintained by
persornel
97-782 Purchase Orders 3 years provided
audited
97--783 Receipt Books 3 years provided
audited
97784 Receipt for Certified Mail 2 years
97785 Record of Funds Received 3 years provided
audited
97-786 Requisitions 3 years provided
audited
97-787 Time Sheets 3 years provide
audited
97-788 Vouchers 3 years provide relaased] Bursuant #n
audited See. 117.23 J.R.C.
97-789 Worker's Compensation Claims 10 years after
| fimal date of
iU HISTORIDAL SUCIETY | payment
97-790 Avnual Report Permanent..
97-791 Cancelled Checks WAL S a7 Until issue is
e e Lo L paid and auditegl
97-792 Cash Jourmnal WSEAE;‘?“ﬁ;:' ;gdggzﬁs providpd
: SOVERMMENT RE
97-793 Monthly Financial Statement Until Incorporafed
in annual reporfg
97-794 Bi-weekly Payroll Jourmal 3 years providel
audited
97-795 Bi—weekly Report of Sick and Vacation Tntil incorpora&ed
Laave in sick & vacatiiom
leave record
97-796 Court Orders for-Payroll Deduction OUntil employee
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SCHEDULE OF RECORDS RETENTION AND DISPOSITION
CONTINUATION SHEET
u . e i
Schedbﬁle Record title and description Relention For use by appr
number pericd agencies
'97-797 Employee Pay Record Cards Permanent
97-798 | Employee Time Sheets 2 years provided
| audited
97-799 Garnislment Orders Until emplovee &
is terminated i
97-800 Notification of Pay Step Increases Permanent '
57-801 Overtime Reports 2 years provided|
audited
37802 Application fox Employment Permanent if employed
: otherwise 1 yearn
97803 Civil Service Examination Permanent if emyfloyed
others one year
97-804 Employee Performance Evaluation Permanent
97-805 Letter of Appointment Permanent
97~806 - Personidel Records for Temporary Employees { 2 years after
) termination
97-807 Position Descriptions Until superseded
97808 Promotion Statement Permanent
9Y7-809 Record of Disciplinary Action Intil superseded
97-810 Sick & Vacation Leave Record Permanent
97-811 Loan aod Grant Applications 3 years provide
audited
97-812 Monthly Reports Until incorporated
in annual report
97-813 Photographs Appraise for
, historical valug
97-814 Daily Work Orders 3 vears
1el it A
87-815 Industrial Waste Records Permanent: Aﬁfﬁﬁdfﬁ&ﬁ@-theyear
CACCmnassed by the rep
97-816 Maps and Plans Permanent 372 faen andivod by the
97-817 Meter Test Records 3 vears ;tfﬁﬂfﬁme&aagggﬁg
070 10T hag ho
97-818 Monthly Collection Report 3 years providefl nﬁamed;’REESEEEﬁ
audited - ! Pursuant tg
| Sec. 117.26 0.pg
97-819 Monthly Reports (Departmental) Until incorporaked
‘ in annual reporg
97-820 Pay-In Orders Until aundited
97-821 Project Files ‘Until Project
. Gompleted PHE RISTORICAL S0CKET
97-822 Property Records Permanent
97-823 Special Sewer Authorizations Permanent Lo
3/1989 g e
STATE ANU Luor s
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SCHEDULE OF RECORDS RETENTION AND DISPOSITION
CONTINUATION SHEET
Sehedule Record title and description Retention For use by appr
number | period agencies
97824 Test Boring Record Permanent
97-825 Water and Sewer Receipt Books 3 years provid
audited
97-8246 Water aad Sewer Tap Record Permanent
97-827 Water and Sewer Review Board Minures Permanent
97-828 Analytical Data Sheet 10 years
97-829 Bacterial Amalysis Records 10 years
97-830 Daily Chlorination Report 10 vears
97-831 Daily Laboratory Testing Records 5 years
97832 Distribution System Bacteriological 16 years
Sampling Record
97833 Equipment Maintenance Records Life of Equipment
97834 Fecal Coliform Reportsg 10 years
97835 Flow Charts 5 years
97-836 Monthly Laboratory Testing Summary Permanent
97-837 Operating Logs 10 years
97-838 Pump Station Monthly Reports 10 years
97-839 Rainfall Statistics 5 years N
. Audiier maans: the v
97-840 Record of Chemical Analysis 16 years encomaeased by the
97-841 Septic Tank Hauler Record 3 years e audtiied by
provided audijed or of Sate and
97-842 Stream and Outfall Momitor Record 10 years repoit hes heen
eleased pursuant 4o
97-843 Water Quality Annual Reports Permanent 17.25 O.RC
97-844 Water Quality Monthly Reports 3 years
SHIG HISTORISAL S001ETY
MAR 51 1997
SIATE AND LOCAL
aOVERNMENT RECORDS
3/1989




Crirainal Division
Muinicipal Juslice Building
141 Secuth Strest, S.E.
Warren, Ohio 44481

(330} 841-2530
(330) 841-2540

Atty. Stanley A. Elkins
Prosecuior

Atty. Daniel A. Thomas
Prosaculor

Atty. Gregory V. Hicks
[Law Director
City of Warren.. Ohio

September 4, 1987

Mr, Marty Meeks

State Auditor's Office
35 E. Gay Street

2nd Floor

Columbis, Ohic 43215

Civil Division
City Hali
391 Mahoning Ava., N.W.
Warren, Ohio 44483

{330) 841-2605
Fax (330) 841-2676

Atty. James A. Ries -
Deputy Law Dlrector

Atty. James E. Sanders
Assistant Law Director

RE: TAMENDMENT" to Schedule of Records Retention

and Dispositicn

Dear Mr. Meeksg:

Enclosed please find the proposed Amendment to the
Aproved Schedule of Records Retention and Disposition

for the City of Warren, Ohio.

The ity of Warren requests approval by the State

Auditor's Office.
Thank you.

Sincerely,”

mVO/@ Ao

_ASTACEY M Gﬁ&
Comm:l.ss;l, Secretary

Enclosure

co: David Mazzochi, Chairman
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AMENDMENT

Page of
SCHEDULE OF RECORDS RETENTION AMD DISPOSITION
: CONTINUATION SHEET
. mwewpuEns  HUMAN RESPURLES
Schedule ' Retenti Fo '
Record tille and description etention r use by approving
number , P period agencies
97845 Rotification of Pay Step Increases Permanent
97-846 Accident Reports 2 years provided
no claims pendding
97-847 Application for Employment Permanent
97-848 Employee Performance Evaluation Permanent
97-849 Letter of Appointment Permanent
97850 Letter of Reference 1 year after
@mplogment decisjon
is made
97-851 Letter of Resignation Permanent
97-852 Pexrsomnel Records for Temporary Employees |2 years after
termination
-97-853 Posirion Descriptions Until superseded
'97-854 Promotion Statement Permanent
97855 Record of Disciplinary Action Tntil superseded
97856 Reports of Bureau of Employment'Serices 1 year
97-857 Unemployment Compensation Case TFiles 4 years after
. date of final
payment
. 97-858 Worker's Compensation Case Files 10 vears after
) date of final
payment
97-859 Classified Employees List Until superseded
97-860 Correspondence Until no longer
of administrative
value
97-861 Eligibility Lists Until eligibilingy
. expires or ldist
is revised
97-862 Employwment Information Lists Until Superseded
97-863 Job Classification List Until Supersgeded
97-864 Labor Untion Agreements 15 years after

/1989

expiration




