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Ohio History Connection
Stata Archives of Obio
e 800 E. 17® Avemge
o H I o Columbus, OH 43211-2474

HISTORY
CONNECTION
RECORDS RETENTION SCHEDULE (RC-2)- Part 1

&mmmmmmummmm

Section A: Local Gevernment Unit

Chy of Pataskala Finance/Payroll Records
Eiu&-g:u t entity) 4 (unit)

S e sl Mﬁlﬁ? Janice A, Smith Finance Manager
c-j@fumm () (it (do)
Section B: Records Cantmission
Ciry of Pataskala Rocords Commission 740-527-3167

{telaphonp mumber)
621 West Broad Straet Potaskele 43062 Licking
(addreas) {city) fxip cade) {county)
To have this form retarned to the Records Commission electronioally, include an emei] sddress:
Insmith@clpateskals oh wi

lhcebymﬂﬁrdﬂmmﬁmhdmmﬂhmmmﬁngumwwwm 121,22 ORC, and spproved the
schedules listed on this form and any continuation sheets. Imuﬁﬁumwduimwillnﬁmeﬁnmm
these reconds mmmmmmMnamﬁmmmwmwam thet no record
WIbhoﬁdemddwhlmmbmmlmlmMaeﬁmwm Thiz action is reflected in the

T —
-

mhuwlbpthythilommilmn,./y .
"?ﬂwn.j'i"-kﬂ-:f' o f//?/fa"ﬂ?
; Date

Section C: Ohlo Histery Conrection - State Archives
""-—f(']-"ll _[ o el T -HI'-E;JT /4": .ti-j'_}’ ._/ /;—
Signature Title E}'au- /

__ Sectign Dt Audior of State
) j%ﬁl’: &. [l 2@//; MGL_ 2-577
Signature : Tide Dato

Fleaye Note: MMMWMNMMMﬂthMwMMm
retuin & pamenent copy of this form

SAO-/LGRP- RC-2 (Part 1 & 2), Revised August 2014
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Section E: RECORDS RETENTION SCHEDULE (RC-2) - Part 2

Ses instructions before completing this form.
Chy of Pataskala Finance/Payroll
(local govenment entity) (mnit)

o @ [ & T @ © o
Schedule Record Title and Description Retention Medin For use by RC-3
Number Perlod Type Augdttor of | Required

State or by
| LGRP | LGRP
ADMINSTRATIVE |
General Correspondence: Subjact matiar may Inchude N
0800001 information concarning tha general adminisiration of the Cityto | Retaln untll no Paper or D
Include projecis facal and parsonne! macters that mey be longer of value Electronic
— recalved from sither an Intamnal or extarsal source.
0800002 | Transient Comespondence vaibrminill sl ]
. —_—
08-00003 Unsolcted Comespondance/Unsalicited Mall/Unsolicked E-Mall | Retain untll no Paperor D
and simUar unsolicived corvespandance lenger of value Efectronie .
!
| |
0£-00004 Coplas ~ Resding, Infarmational snd Refersho m":f‘m" P ]
. |
— |
]
0800005 | Drafts, nfortal Notes, Remindar Notes e I e O |
[
08-00008 Blank Forms :‘"""' sl okl O
I
0800007 | Bulletiny, Posters, Generai Notkces and Dhsploys ——re N 0 |
Flscal - until
08-00008 Computer Ganaral Administrative sral Reports (Non mrrl - “:: Paperor D .
| e _
|
08-00009 | Volce mall, text messages, caller iD, logs, pRper messages | ,mm'“ :fn:l;:; Plluﬂfmﬂ D l:
08-00020 Genavsl aiminktrative Bles m:"f"n“: Pome o |. O
— - e | |
0800011 | Bectronic Mall System {§-mai) Retalp 2vSSrS | vectronic || d
Retaln 2 system ‘
08-00012 Backup Data (Not duplicated on desktnps, laptops and PDAS) backup cycles Elactronic D ’
then delete |

SAQ-/LGRP- RC-2 (Part 1 & 2), Revised August 2014
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Sectlon E: RECORDS RETENTION SCHEDULE (RC-2) - Part 2

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

Siee Insiructions before completing thiz form.
Chty of Pataskala Finance/Payroll
(looal government eatity) (unit)

T @ | & @ ® ©
Schedule Recerd Title and Deseription Retention Media For uee by RC3
Number Period Type Anditor of | Required

Stats or by
LGRP LGRP |
08-00013 Facsimile Logs/Coves Shaets/Confirmation Noticas and Buffer } Retain until no Paperor l D
Printouts longar of value Elactronic
- [ 4‘”"“’:? .
approiza Paperor
ol Awards, Newsgnper Asrticla and Cllppings Administrative or | Bectronkc [D/
_ Historical value
4 years then r
appraise for Paper pr .//
08-00015 Prass and news releases Adminlstrative or | Elecron
L Mistorical valua
0800016 | Genersl Photographs, Negatives and Bectronic images | puincipend il bonoidecl O
0800017 | Business Cards ~Rotury, Rolodex und spplcable software fles | (oSl SfiNe | Paperor | ]
T Continually — T )
| Planning/Schaduling/Calendav/Tratning information and Dats on: | ypdated, revised, Paperor [
| 08-00018 Display Boards, Eraseble und Dry-Erase Boards, Chalkbosrds, eompleted, . ] O
f Ensol Puds and Electronic Madia suparseded or lectronke |
_] srased |
08-00029 Houely/Datly/Weekdy/Monthiy/Aznus! Appolntment Boaks, Reain until no Faper or |
Records, Calandars, Schedules, Organizers and Planners longer of valua Electronic
Continually
08-00020 Lists/Rosters/informal Directortes containing employes contect maleatsingd, Paper or
Information purged and Elsctronlc
_ updated oy
Malntaln until
riat ]
D3-00021 Matartal Safety Data Sheats obsoluts, or Puper
superseded, ther
I | Gestroy -
0800022 | Ancnymous or Unfunded Complaints frtrntiolll sl O
pep— Professional and Trads Magarines, Catafogs, Reference | Retainuntine | Paperor ]
Publicaticns and Direclories longer of valus Electronic |
08-00024 | Professional Organization and Assaciation Fres ot | e ! |
= S 1 e
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Section E: RECORDS RETENTION SCHEDULE (RC-2) ~ Part 2

SAO-/LGRP- RC-2 (Pmt 1 & 2), Revised August 2014

See instructions bafore completing this form.
City of Pataskala Finance/Payroll
(looa] government extity) (i)

M @ ) @ ® ® |
Schedule Record Tite and Description Retention Media For use by RC-3
Number Puied | Type | Anblorer | Boquesd |

or
LGRP LGRP
0800025 | Equipment Operating and Maintanance Munuals aslrror gl el O
0800026 | Equipment Msintanance and Regalr Records e rair | e []
- | ]
Malntain untt
0800027 | Laws, Raguitions and Res (Local, Coucty, Sate snd Federsl) | revsedar P i O
Malirtain umts
0800028 Policles, Procedures, Hules and Reguistians revied o [l |
08-00029 Public Record Reguest Forms 1 year :I':r’:,:‘ If ] !
= e . Eympaier || == =
Public Aecords Compta tain appropriste | revised,
000 RCA, RC2GrROS Forme) (iay concei 0m supersaded,or | PP J
B dscantinued
| 08.00081 Agandas 2yean :'.':";ﬁdit - J
| __‘FUiMmeang. &
| . ACCOUNTING Eiicor “HieYears
' | ave e Ve mcﬂrdb
0800032 Appropriation Ladgers - Budget va YTD Actuals :m"‘"“‘“‘ et O?Satl;gg'wd bythe |
—2udit rgport g po-e
folaas = Deen
98-00093 Annual Budgat Dacumants 3 yaars "8.e, 117 ;g"g:ant to O
hd -C. |
r
08-00034 Bonk Statements Syesrssnd audit | Paper 0O
- — e
.08-00035 | Certificates of Estimated Resources Syears Puper | ]
0800095 | Depasitory Agrasments m Paper [ | O
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Section E: RECORDS RETENTION SCHEDULE (RC-2) - Part 2

Sea inziructions before completing this form.
City of Pataskala Finance/Payroll
(local governmnt eutity) (unit)

@ | ® [ @ fﬂ"" © |
Schedule Record Title and Deseription Retention Media For use by RC-3
Number Perfod Type Anditor of | Reguired

State or by
' LGRP LGRP
08-00027 Year End Ganeral Ladger Reports TEyean Paper N "
0800038 | insurance Data & Appraisals B ation | PP O |
08-00039 Investmant Account Statemants 5ywera and audkt | Paper [
080000 | Montiy Bark Raconciatons | Svewrsandaudi | Poper 0
| ou-ooma3 YD Buxdget Reports 3 years and audit mh | ]
i.
OBOOAZ | Check Registers Byearsandaud | fuPRrO 0
08-00043 Purchase Orders and Invaices Iyemnsandauckt | o miti:l means: th | |
J— - —— —Eﬂmiaassed Tecords
08-DDD4A Vendor Raports 3 yeurs and ausdit piu dit :'f';tl;dtlotead
n
iort Nas beien
©8-00045 Vendor W3 Forms Permanent rpkleased pursuantio [ |
1 - Sec. 117.26 O.R.C.
08-00046 I :o:':;henﬂulnn;ull Financlal Reports {CAFR) & Baskc Permanent Paper D |
N 1
08-00047 Bond and Note Transeripts Permanent Paper ‘ E/
08-00048 Legat Noticas 5 yoars Puper J 0 ﬁ
I |

SAQ-/LGRP- RC-2 (Part 1 & 2), Revised Angust 2014
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Section E: RECORDS RETENTION SCHEDULE (RC-2) - Part 2

SAQ-I.GRP- RC.2 (Part | & 2), Revised Angust 2014

See instructions begfore completing this form.
City of Pataskala Finance/Payroll
(local government entily) (onit)
@ ‘ Q) ®) @ ® ®
Schedule Record Tide and Description Retention Maedia For use by RC3
Number Period Type Anditor of | Regulved
l State or by |
_ LGRP - LGRP
!
| 0B0DAD | Specisl Assesment Raports Untipaldinfil | poper 0
— |, - 1
08-00050 Bond Escrow, Constructian and Bullder Deposits 10yeans Papar O
PAVRDLL .j_‘ ;
I
0800051 | Applcation for employment/Appications for gemeral sppication | SYETRAREE | ooy, ] |
08-00052 | Electod Offlss Bonds kued by bonding or surety companyln | Dyesrsafiar | | 0
the neme of the elected official bond expiras
| &/L OPEAS tndepandent Cortractor PEDSCKN formy
08-00054 Emplayes Federal and State Exemption forms, Direct Dapoait
forms and Voluntary Employes Deductions
| N ||
gEses Timesheats
08-00056 Pey Registars
o I
08-D00S? W2 Reports
I |
(R000S8 OPERS and OPFPF detall pension reports |
04-00059 Quarterly reports to the Stata showing sumber of employees
pald and wages paid per quartar
48-000€0 Ohilg Burea of Worker’s Comp Reports e [ Paper




