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Ohio History Congection

@-ﬂ State Archives of Ohio

- Local Government Records Program
- 800 E. 17* Avenue

o H l o Columbus, OH 43211-2474
HISTORY

CONMECTION

RECORDS RETENTION SCHEDULE (RC-2)- Part 1
Ses insiructions before completing this form. Must be submittad with PART 2

Sectlon A: Local Government Unit

City of Pataskala Cauncll Records

(local t enyity) . (unii)

m M Kathy Hoskinson Clerk of Council August 15, 2016
(signature of responaible official) {name) (title) {datc)

Eection B: Records Commission

City of Pataskaia Records Commission 740-927-4671
{telephone number)

621 West Broad Street Pataskala 43062 Licking

(address) {city) (z1p cole) (county)

Whmﬂ:ilﬁm:mmedblhekmtd:&mmmimehmmimny. include an email address:

_khoskingci. pataskala. oh.iis -

Ihadaywﬁfyﬂmwmd:mﬂdmmﬁlmopmmmﬁng.unqmdby&cﬂm 121.22 ORC, snd approved the
schedules listed on this form and any continuation sheets. 1 further certify that our commission will make every effort to prevent
these records series from being destroyed, errecd, or otherwise disposed of in violation of thees schedules and that no record
will be knowingly disposed of which to any peading legal case, claim, action or requost. This action is reflected in the

minutes kept by this commisyi __
m-f\j’? | Y/ SWPL7
LV
Records Commission Cheir Signatu Date
Section C: Oblo History Connection - Siute Archives
P, 2 T WY fasthor
Title [ M

Signature

Sectiop D Auditor of State s
e 60t ritc Mo orr

Signature Tide
Pirase Note: The State Archives retains RC-2 forms permanently. K & strongly recommended that the Records Commiszion
retain a permanent copy of this form

SAC-/LGRP- RC-2 (Part | & 2), Revised August 2014
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Section E: RECORDS RETENTION SCHEDULE {RC-2) — Part 2
See instructions before completing this form.

City of Pataskala Council Records
(loval govemnment eatity) {umit)

o @ @ Q) ® | ©®
Schedule | Record Titie nnd Description | Retention Media For use by RC3
Number Period Type Auditorof = Required |

| | | Stateor by

! — | | |  LGRP LGRP |
| Genertl Corespondence: Subject matiar may include

08.00001 | Informatlon concaming the general administration of the City ta. | Rataln untli ne Paperor |

Include projects fiscal and parsonnel matuars that may be tonger of value Electronic D |

i o recelvad from eftheran Intemnal or extemal saurce. | | |

Retaln untll no Papar or

| 08-00002 | Translant Correspondence longer ofvaloe | Elecironic | = |
0B-00003 |' Unsollcited Correspondence/Unsolicited Mall/Unsofiched E-Mall | Retsin untll no Peper or |

| and simllar unsoliched corraspondence | tonger of valua Electronic l | |_'|

| — e i ik ' | hed |

| 08-00004 Copies ~ Reading, informational and Reference | lﬂf‘;’ﬁ'ﬂ:‘ ;'m | M

. ) Retdin untll no ' Paper or ‘ % . '

| 08-00005 | Drafts, Informal Notes, Remindar Notes loager of value | Electronic []

] i _ — —_—— - 5 - _

[ Retaln untll no Paper or
08-00006 | Blank Forms tanger of valua | Electronic | :_l
08-00007 ‘ Sulleting, Postars, Gerieral Notices and Displays Frommilecsh | fiodduil ‘ s 1

L e —— - ! il ——— RIS = S
08-00008 | Computer General Administrative and Fiscal Reports {Non- Retaln untll no Paper or | B

specific) longerof vilue | Electronic | ] |

’ === - | P— |

- Retainuntino | Paperor '
08-00009 Voice mall, lext messages, caller ID, logs, psper messages o =
| longerofvalue | Electronic | |
';’_w; r | sdministrative fies - n:u; unt;nn ! Paperor 1 B |
| 10 | Gene: adm e . _bnm of value Electronic | I |
i i
| 08001 Eluctronic Mall System (E-mal) hetan2yesrt  sectronic 0
- ' ‘Retaln 2 systam [ | ) -

08-00012 Backup Data {Nat duplicated on desktops, laptops and PDAs) backup cycles Electronic D |
— S —— ] then delets | I—

08-00013 Facsimlle Logs/Cover Sheets/Conflrmation Notices and Buffer Retsin until no Paper or — I

| Printouts longer of value | Electronic ]
' - "4 yearsthen : ]
| ]

08-00014 [ Awards, Newspaper Articles and Clippings ::':'_"Tm;“ o m: | D

- - | Historical value | _J

— | 4 years than = '

| 0s-00015 Press and news releasas | ::m':;:m or :Iiép:::c‘:lc l l D
= | . | Historical value { e |
08-00016 General Fhotographs, Negsatives and Electronic Images l'::l:::: :fm‘::m :Iae:.'l':o:rlc ‘| I [

| DA-00017 Business Cards - Rotary, Rolodex and apphicable software files :mn::: ::::l:: | :;p::n‘:lc ' ( |_

i — =

SAQ-/LGRP- RC-2 (Part | & 2), Revised August 2014
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Section E: RECORDS RETENTION SCHEDULE (RC-2) - Part 2
Ses instructions before completing ikis forns.
~ City of Pataskala Council Records
{local govemment entity) (unit)
oM @ ®) @ | e | ®
Schedule Record Title and Description Retention Media For nse by RC-3
Number | Period Type Auditorof | Required
| State or by
H— _l = N — LGRP LGRP
| Continually
| Plenning/Schaduling/Calendar/Jraining information and Data on: | updmted, revised, | |
08-00018 Display Boards, Erasabie and Dry-Erese Bourds, Chulkhoards, e, a "‘l c O
Easel Pads and Electronkc Media superseded or
| . o 1| arased
08-00019 Hourly/Dally/Weskiy/Monthly/Annusl Appointmant Books, Retaln unti no Paparer _
Recards, Calendars, Schedyles, Organizens and Plonners longer of value | Electronic U
N Continually = = N
Lists/Rosters/informal Directories contalning employes contoet malntainad, Paperor
08-00020 Informatfon purged and | Eloctronic D
| | updaed |
Maintuln unti
revised, D
0300021 Material Safety Deta Sheets obiclate,or | Paper
| superseded, then
S — gestroy |
| 08-00022 Anonymous or Unfounded Complaints m”."‘::"‘:’;’l‘; ‘ :l"'" o 0
0800023 Profassional and Trade Magazines, Catalogs, lhleranu_ Retain untll no I Paper or -
| l Publications and Directorles longer of valug Electronic L|
| - ' oo | -
08-00024 Professional Organization and Association Fiias m :;‘:ﬂ: I :'h:;';‘:.'k ]
{ = e
02-00025 Equipment Ogerating and Malntenance Manuals m:f":gl:: :;pc:::l: ,;1
08-D0026 | Equipmant Maintenance and Repalr Records m’: :fm'{'l;‘: :;:::u‘:k | | B
o | alntain untl | raperor o -
08-00027 Laws, Regulations end Rules {Local, County, State and Federal) revised or
| #n ¢ u "™ | rescided Becronk | n
B Marauetl 1
0B-00028 Policles, Procedures, Rules and Regulations revised or
B . S | rescinded Electronic | ad
| 08-00029 I Public Racord Request Forms 1year :z::::r:.lc | M
| | T T '
Ohlo Public Records Compliance Fokder (May contain appropriate | revised,
03-00030 RE-1, RC-2 or RC-3 Forms) superseded, or Paper | D
| - | =— ' discontinued =
Paper or
08-0003 nd; 2 years
| H | Agendas 1 yea i Electronic r L
D8-00032 Attentlance reporis/records I 3 years :;p‘:r:“rk D
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Section E: RECORDS RETENTION SCHEDULE (RC-2) - Part 2

See instructions before completing this form.
City of Pataskala Council Records
(loval govanment entity) {unit)

) @ T e | ® [ ® | ®
Schedule Record Title and Description Retention Media For use by ‘ RC-3
Number | Period Type Auditor of | Reguired

| Stateer | by

N = — | LGRP | LGRP |

i | 5 yeurs after 1

Clalms & litigation recards-Clerk’s copy case closed & | faperor
| oa-oo0ss Not original appeats Electronic g |
exhausted ! _

' | Paperar

| 08-00034 Correspondence - executive S yaars | Electranic | :]

| "'rlnp; roceed| - 1 year | Paper or B “_;

rtof pi ngs

| 08-00035 Transcrigts e Electronic O J

Relsted documents I | | f—= — ==
' Permanent |
| 1 year provided | E]
information =1
Minutes of meetings | concem the Paperor | i
08-00036 Offichl Copy mesting Is Electronle |
Awdio & video recordings substantiaily | |
transcribad to |
| . lm#-,. Y - |
I3 L] |
08-00037 Outh of Office ﬂ,‘,’:ﬂ;ﬂz vl Lo [ ‘
] rovided | Paperory. |
08-00038 | Purchzse Ordars, Clark's copy J :5;: ed | !Ia':::n‘:lk ] II L: d
08-D0039 | Speeches/presantations (Clark’s copy) Svesrs :m%-i bt DO f X |
! i | _ hmm... r =
0B-00D40 | Petitions {miscatianeous not filed elsewhere) | 5 years Electrank3(s 4.5 E |
L - | ! = |
08-00041 Racall petitions & related documents | Permanent | :;:::':;e | o ; ‘
Ohlo Ovision of Liquor Contral == ) i i r
0800042 | Applications (not original) 3 et gearonc | [
| Reyuest for Public Hearlng Forms . | e | {
| Elactronic, | |
Reports from Clty's Directors& Offices Compael
08-00043 {caples not eriginal) Lyear Dise, Cassette | O
| _ Tage 4
08-00044 Attorney Client Privileges & legal opinions Permanent | E.'.'Z'J.'m [}
| 08.00045 | Councll Minutes Books | Pemanent mﬂ:’lc |
Lo T —— I
| D3-000045 Original Qrdinances Parmanent :z:rmo“rk | ‘ [_f
| _— { — S i |
D8-000047 | Origing! Reselutions Permanent m‘: . :

SAO-/LGRP- RC-2 (Part 1 & 2), Ravised August 2014



