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SCHEDULE OF RECORDS RETENTION AND DISPOSITION

(1) TO: CITY OF PATASKALA Records Commission 740 927-3361 Telephone Numbers

Form RC-2

621 WEST BROAD ST. PATASKAULA 43062 LICKING
(Address) (city) (zip code} (oounty)
(2) FROM: OFFICE OF THE MAYOR 07-16000

ical gubdivision name) (omif)

_‘ﬁtf 53 e ‘kgr(;@nummn-mm

(signature of responsibic official)

(3) CERTIFICATION: I hereby certify that « r records commission met in #a open mesting, as required by Section 121.22
ORdepundﬂnmﬂthmmmeﬁlhmMnymmm I fmther cextify that our commission
mmmmnmmmmmmmmmummnmmwm
schedule and that no record will be ﬂwdwﬂmmmwmmmwﬁmamm.m

microfilm replacing 8 record K this schedulo will conform fo ANSI standards. This RC.2
was approved on 4&25%23? as reflected by the miniutes kept by this conmision,

102 /yp

(date)

Chairmen, Records Commission: &5 '
&
(4) Subject to selection upon receipt of a gn?dm
Certificate of Records Disposal (RC-3);
Approved by the Ohlo Auditor of State:

*SEPARATEENTRIESULDBEMADEFORRECORDSWHHMORETHANONEMEDIATYPE

15

(6)

[l

()

&}

[ [
Number | Racord Title and Description Reiontion Perlod Media For use by Auditor of
Scheduie ' Type State or OHS-GRP
08-0001 General Correapondence: Subject matter 1 Year and no longer of an | Multi
may include information conceming the istrative, Leogal or
general administration of the City to Fiscal value. Appraise for
include projects fivcal and personnal Historical valne. File
matters that may be received from either according to content.
an external or fnternal source.
08-0002 Transient Comespondence Retain until no fenger of Mauilti
Adminigtrative velue, then
delu?ymCGNot
Required).
08-0003 Unsolicited Retain until no loagee of | Multi
unsolicited correspondence destray (RC-3 Not
Required), [
1
08-00004 Copite — Ronding, Informational and Retain watil no longer of Multi . P
Administrative valus, then oY G wiad
quymc-:!Nut
Required).
| 0800005 | Drafis, Fnfirmal Noies, Reminder Nokes Retain until 00 longer of | Multl




08-00005

08-00008

| 08-0000%

08-00010

08-00011

08-00012

| 08-00013

08-00014

08-00015

08-00016

08-00017

I 08-00018

Blank Forms

Bulleting, Posters, General Notices and
Displays

Computer General Administrative and
| Fiscal Reports (Non-Specific)

| Voice Mail, Text Messages, Caller ID
lLou.l’lsﬂrMﬂ'dnx

QGeneral Administrative Files

Electronic Mail System: (E-mail)

Backup Data (Not Duplicated on
Desktops, Laptops and FDAs)

Facsimile Logs/Cover
Sheets/Confirmation Notices and Buffier
Printouts

Awards, Newspaper Articles and
Clippings

Press and News Releases

General Photographs, Negatives and
Electronic Images

Business Cards — Rotary, Rolodex and
applicable software files

Information and Date on: Disploy

destroy (RC-3 Not

Rmmlmlmwof
destroy (RC-3 Not
Required).

Retain for two (2) System
Backup Cycles then delete,
erase or destroy dete
Reuse media if possible.

Maintain until no longer of
an Administrative or Fiscal
value.

25 Year(s) and no longer
of Historical value.

3 Yoar(s) then sppraise for
Admrinistrative or
Historical value.

significant
Fiscal or Logal value.
images according to
comtent. (Refer 1o RC-2).
Erase images thet have no
significant vaiue,
Rminmﬁlmlongu'of
Adminigtrative value, then
destroy (RC-3 Not
Required).

Continually updated,
revised, completed,




08-00019

08-00020

08-00021

08-00024

08-00025

08-00026

08-00027

08-00028

| Boards, Erasable and Dry-Erase Boards,
Chalkhoards, Fasel Pads and Electronic
Media

Material Safety Data Sheets

Anonymous or Unfbunded Complaimts

Professional and Trade
Catalogs, Reference Publications and
Directories

Professionsl Organization and

EBquipment Operating and Maintenance
Miunuals

Equipment Maintensnoe and Repair
Records

Laws, Regulations and Rules (Local,
County, State and Federal)

Policies, Procedures, Rules and
Regulations

Poblic Record Request Forms

Ohio Public Records Compliance Folder
(May comtain appropriste RC-1, RC-2 or
Re-3 Forms) |

suparseded or crased.

Maintzin until no longer sn
Administrative or
Historical value.

c [- n .I..I
purged and updated,
Maintain until revised
obsalets, or superseded,
then destroy. (RC-3 Not
Required).

Mﬁm:im-mtilnnlmgu-of

an Administrative or Legal -

value.
Retuin until no longer of
Administrative valne,

1 Year(s) and no longe: of
an Adminigirative valye.

Maintain yntil equipmeat
80ld, scrapped or 0o longer
property of the City.

1 Year(s).

25 year(g) after revised,
superseded, or -
discontinned.

Multi

f {11 E







