Form RC-2

(4) Subject to selection upon recelpt of 8
Certificate of Records Disposal (RC-3):

Pago1of 3

SCHEDULE OF RECORDS RETENTION AND DISPOSITION
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Number Record Title and Description Retention Period Media | For use by Anditor of
Schedule Typa State or OHS-GRP
08-0001 General Corresponidence: Subject matter 1 Year and no longer of an | Muilti

mey include information the | Administrative, Legal or
goneral administration of the City to Fiscal value. Appraise for
matters thet may be received from either acconding to cortent.
mmuummlm.
| 08-0002 Transient Comrespondence Retnin until no longer of Maulti
destroy (RC-3 Not
f Required),
08-0003 Unsolicited Correspondence/Unsolicited Retain until no longer of Mult
‘ msolicited correspondence ‘ destroy (RC-3 Not
Required).
| 08-00004 Copics — Reading, Informational and Retain until no longer of Mutti
destroy (RC-3 Not - T
08-00005 | Drafts, nformal Notes, Reminder Notes | Retain until no longer of | Male '
| s i
ot
| Required).

SFaty



| 08-00006

08-00008

08-00009

08-00010

| 08-00011

08-00012

08-00013

08-00014

08-00015

08-00016

08-00017

08-00018

Blank Forms
Dulleting, Posters, General Notices and
Dispiays

Computer General Administrative and
Fiscal Reports (Non-Specific)

Voice Mail, Text Messages, Caller ID
Logs, Pager Measaging

Electronic Mail Syzstem (B-mail)

Business Cards — Rotary, Rolodex and
applicable software files

Planning/Scheduli
Boardg, Erasable and Dry-Erese Boards,
Chalkboards, Easel Pads and Electronic
Modin

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

Maintain until no longer of
mAdmmslnﬂuorFilell
valoe.

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

3 Year(s) then appraise for
Administrative or
Historioal value,

Retain images that have
ionifl Administrative,
Fiscal or Legal value.
Maintain significat
images according to
content. (Refer to RC-2),
Erase imagee that have no
significent value,

Retain until no ionger of
Administrative value, then
destroy (RC-3 Not
Regquired).

Continually opdated,
revised, completed,
superseded or crased.

Multi




08-00019

03-00020

08-00021

| 0800023

08-00024

08-00025

08-00026

08-00027

08-00028

08-00029
08-00030

L

{Weeldy/Monthly Annual | Maintain ontit no longer an | Muli |
Appointment Books, Records, Calendars, inigtrative or
and Plmners Historical value,
containing employee contact information purged and updated.
‘ obsolete, or superseded, |
then destroy. (RC-3 Not
Required).
Unfounded Maintain vntil no longer of | Multi
Anonymous ar Complaints . n e
valoe.
Professional and Trade Magazines, Retain untll no longer of Multi
Catalogs, Refierence Publications and Adminigirative value,
Directories
Professional Organization and lYen(l)mdmkngwof Multi
Assoociation Files an Administrative value,
Manuals sold, scrapped or no longer
propetty of the City
Equipment Maintensnce and Repair 1 year(s) after equipment Multi
Records eeld, scrapped or no longer
propexty of the City.
Laws, Regulations and Rules (Local, Maintain until revised or Multi
County, Stete and Federaf) rescinded,
Policies, Procedures, Rules and 6 Year(s) after revised, Paper
Regulations superseded or
discontinued.
Paper
Public Record Request Forms 1 Year(s).
Ohio Public Records Compliance Folder | 25 year(s) after revised, Paper
(May oontain eppropriste RC-1, RC-2 or | supersedod, or

Rc-3 Forms)







