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Ohio History Connection

% State Archives of Ohio

= Local Government Records Program
. -— 800 E. 17® Avenue

o H 'o Columbus, OH 43211-2474
HISTORY

CONMECTION

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

Section A: Local Government Unie

City of Pataskala Planning and Zoning Department
(local gu ent eplity) . {unit)

Scott Fulton Director of Planning 6-18-15
(signature of responsible official) (name) (title) (date)

Seetion B: Records Commisyion

City of Pataskala Records Commission 740-927-4671
(teleptione number)

621 West Broad Street Pataskala 43062 Licking

(address) {eity) (zip code) (county)

To have this form returned to the Records Commission eloctronicaily, include an emai) address:

hhoskin®clpstaskalaohuy, =

lhaahycmifyﬂ:nourmmmmmionmetinmopmmeeting.anuiredbySeclion 121.22 ORC, end spproved the

i i I firther oertify that our commission will make cvory effort to prevent
or otherwise disposed of in violation of these sohedules and that no record
dicig lega] case, claim, astion or resjuoar. This action is reflected in the

g;/f} 1315

T
Records Commission ChnirSiplrur{/ Date
Suﬂiu C: Oblo History Connection - State Archives
i i A ’.-' q ) ¥, 1 ¥ - _.I./ /
1t """—ij}'l?j‘_ﬂ-i‘::"‘d/ m Takdi a1 7/ 7S
Signature Title Truie ,.f

w ¢ Auditor of State

1
I

Signature Title Date
Please Note: The State Archives resains RC-2 Jorms permanentiy. It is strongly recommendsd that the Records Commission

Petain o permanent eopy 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

Soe instructions before completing this form,
City of Pataskala Planning and Zoning Department
(local govermment eatiy) {uzit)

(1) o)) ()] @ @
Schedule Record Title and Description Retention Medin For use by RCH
Number Perlod Typo Auditor of | Required

State or by
LORP LCRP
Generel Comespondence: Subject matter may Include
0300001 infarmation converning the ganeral administration of the Gityto | Retsin untfl no Paperor
Include projacts fiscal and parsonne! maiters that may be Tonger of valua Electronic D
received from elther an intemal or extemel source.
Retuin until no Paparar
£8-00002 Translant Correspondence longer of value Elestronic D
08-00003 Unsolicited Correspandence/Unsolicited Mall/Unsolicited E-Mail | Retain untll no Puperor
and simiisr unsolicited correspondance longer of valua Electronic + D
_ RetzH undli no Paperor
08-00004 Coples - Reading, informetlonal and Reference longer of value Electronic D
Ratsin untll no Paperor
08-00C05 Draits, Informal Notes, Reminder Notes longer of value Elactronic D
Retain untll ng Paper or
8200006 Blank Forms Jonger of value . Electronic D
r Retain unt no Foper or
. 0g-00h07 Bulieting, Posters, General Notices and Displays fonger of value Electronic D
0800008 Computer General Administrative and Fiscal Raports [Mon: Retzin untit no Poper o B
spaeific] - ionger of valug Electranic D
08-00009 Voice mall, text messages, caller I0, logs, paper messages m :‘::,"'; m 0
fztain untll no Feperor
08 00010 Ganeral administrative Alas fonger of value Clectranic D
Retoln untfl no
08-0o0d1 Electronic Mall System (E-mall) longer of valus Electronic D
N | Retain 2 systam
08-00012 Backup Data [Not duplicates) on desktops, laptops and PDAs) batkup cyciss Electronic
; then dolate D ]
R— | Facsimile Logs/Cover Shauts/Confirmatian Notices and Buffer Reminuntine | Paperar
Printouts langar of value Eectronic :l
B 4 years then
dppralse for Paper or m/
08-00014 Awards, Newspaper Artickes and Clippings Administrative or | Electronic
Historical value i ——
§ years then
appraisa for Paper or
08-00015 Press and puirs raluases Administrative or | Electrenic M/
B Historical vaiue L |
08-00036 General Phatographs, Negatives and Electronis Images ;':":’r' :'“‘v':;:; :::g:r;c 0 i
Retain until no ' Paper or
08-00017 Busiress Cards — Rotary, Aplodex and applicable software files ionger of value 1 Electronic [ ] _,

SAQ-/LGRP- RC-2 (Part 1 & 2), Revised August 2014
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Section E: RECORDS RETENTION SCHEDULE (RC-2) — Part 2
See insiructions before compleing il form,
City of Pataskala Planning and Zoning Department
(local governmest entity) (oniz)
) @ ® “@ ® © |
| Seheduls Reeord Title and Description Retention Media For use by BC-S
Number Perlod Type Auditor of | Required
State or by
LGRP LGRP
Continmily
Plenning/Schadullag/Calendar/Training Information and Date on: | updsted, revisad, Proerar D
0e-00018 Oisplay Boards, Erassbie snd Ovy-Erase Bosrds, Chalkhoards, completsd, sl
Fasel Padsand Hectronic Medin supevsedad or
: erssad
0800019 Hourly/Selly/Waekly/Mantnly/Ansugi Appolntment Books, Retain untll ng Papar or
Aacords, Calenders, Schedules, Onganizers snd Plenners longer of valum Efsctronic D
| Dirnchories conteining plw: ntained, _ Papar ]
Lists/Rosters/informs am contact L or
08-00020 nformation purged and Eisctronic O
updated .
Maintaln untit
revised,
Cs-00021 Mauterisi Safety Dota Shaets obaciate, or Paper D
suparsecied, then
destroy. _
08-00022 Ancaymous or Linfounded Compleints m:“v:': i ackl 0
08-00023 Professional and Trade Magazinas, Catalogs, Reference Retsinunting | Paparer
| Publications snd Directories lonproﬂ_nm Clectronic E‘]
Retain unti P
08-00024. Professional Qrgenkation snd Association Files u_’,‘ prsstrnd Botrar =
Retain wrth Pupar or
08-00023 Equipment Operating and Maintenance Manuals fonger of “I': Coctroetc 0
08-00026 Eauipmant Maintansnce and Repalr Records m:::.': m =
‘ aute ' Maﬁl:ln umi Paperor I
as-00027 a ations and Rules {Loce!, County, nd Federal) Ised o
L m . al L o m | D
0800028 - les and Raguiatio ?.'3'.."‘:"‘ | paparor
pol Aules s
8, Proceduies, ng or Edectronic D
06-00029 Public Recond Reguest Forms 1yesr Paper D
T | 25 years aftar
Ohic Publle Reoords Compliance Folder (May contsin sppropriate | revised,
o0 AC-1,AC-1 or AC-3 Forms) “ siperseded,or | PPV O
- dscontinied
0800032 Sign Permit syars m; | ]
0800082 Fance Permit Syan | e | L]
08-00033 | Receipt Sonks . 4 yewrs Paper | D

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

See insiructions bafore completing this form.
City of Pataskala Planning and Zoning Department
{loeal povernment eatity) (umit)

@ ] @ ® | @ ® ®
Schedule Record Title and Deseription Retention Media For use by RC-3
Nusmber Perlod Type | Auditorof | Reguired

State or by
= L | LGRF LGRP
08-00034 Meeting Natics {See 32122 ORC) 1yeor :iperof .
Untll Correctad
0800035 Vioiotion otices oradjudicated | Paper =
by & Court I_]
= Uneit
Intoiporated D
pMonthl into yesrly Paparo
e report Ellarm:lc
' Permanent I 1 'F R N e
06-000: raperoALIC el mgans: PTVTIT
SO = o Eeont o ipassed by m:ﬂﬂhﬁ
0800038 | Purchase Ordlers {copies) 3 yeun, pracions e -_?egn "’fm?f’d by the|
08-00039 Jm:armdhe: 3 years, provided
— [ B i LTS £ )
| O | S e reameg, 117,26 O.RIC. [
Until updated, T
08-00041 Tax Maps :ummdud or :.It::o::i: D
0800042 Accassory Bullding "IH'S. , :apero.-k D
08-00042 l Minutes Pemanent Paper =
08-0044 House Numbering Parmanant :nper orm I e
0300045 Sireet Name Record Change Parmanent :lperor i
08-000026 Strestfaltey vacation casas file Permenant Paper anr'c | L_l
02000047 | Subdivision Fies parmanent Paperer | ] ,.-*']i
08500048 | MapyPlats | remaent Paperor | -M_‘
08000048 | Ocrupancy permit - Pataskal | permignens | PEPOFOF
| Skal - | PInen | Electronic i - ' -_D |

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

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

See instructions before oompleting this form,
(Toul government entity) (wnit)

(1) @ L)) ) 0] )
Schedule Record Title and Deseription Retention Media For use by RC-3
Number Perlod Type Auditor of | Required

Stute or by
L — LGRP LGRP |
08-00050 Zoning Parmits Gyears m‘;‘ n '
0B-00054 Anngxation cese files Permanent m:m [] i
N 'l
08-00052 Annexation Record Permanant :,"”'I e _J, o i’
08-00053 Appesls on interpretation of code Permanent Peper or
Elzcironie D
08-00054 Board of Zoning srfustmants journat Permanant :l?:;:r;: Bf
P or i
03-00055 Inepection a_rus und hte 4 years Egm . ]
Residential
} Paparar [:]
08-00057 Commerdal 4 yeers
Proiect os Buile Electronic
| Municios! Ownad _—
|
. Paper or
08-00059 Case files - Board of Zoning Appesis 6 yaers Elnctronic :]
. Paperor
0800050 Condamnation and demciition records B years
Hlectronle | :]
08-00051 . Peper or [ |
| Demolition pereits G yapry Eh ; C]
08-00052 Rexening Applications and cise flles 6 years ;‘“’ i 0
08-00063 Conditiona) use records | Eyeur :;':’;:;: 0
08-00064 Varange racords | 6 years :I'a:':;l: ]
0800065 | Applications fw certificates of soning compilance G years i |
o I B - | Papar o ﬂ_‘
08-00066 Electrical permil applications 4 yeare - aparor -
I! - i Electranic ._iJ | |
08-00067 | Zaning case fles and resolutions 8 years :;":o:k | mil
1 - | —
08-00068 Flood Damage Regulations Prrmanent ! :‘h':"r’:,;: | | Lf |
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Section E: RECORDS RETENTION SCHEDULE (RC-2) - Part 2

See instrictions before completing this form.
(iooal government entity) (mit)

a | [5) ! ) “ 0] ®
Schedule Record Title and Description Retention Media For use by RC3
Nomber Period Type Auditor of | Required

| | State or by
b LGRP | LGRP
0800089 Pateskaia flood insurance rate map 100 yesrs elavations [EN— :k"’;’:';c 0
Ihaa-omro *zmmgm Permanent uache] )
|| 0800071 Public Hearing Dates Lyear :m; D_v
l 08-0007% Relnspection fee bitied to cantractor 1yaer :‘h’;m‘:"h 0] 1
| | o O
L 0
S L s
| 1 L T'_ﬂ_
| ! '
, o o ]_ = —— ] _1'
o B I8
) e i
N I i
| |f R |- S S =
1_ * — —— _.l_ (R S— Q_ 4
| i ] -
r | . —t 1 1 lm }
| | | | .
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