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RECORDS RETENTION SCHEDULE (RC-2)- Part 1
Sex instructions before completing this form. Mist be submitted with PART 2
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City of Patasksla Pollce Department

(local government entity)

w Disna Hicks Police Clerk 08/15/2016
(signature of responsible official) {name) (title) (dabe)

Section B: Records Commission

Ciry of Pataskala Records Commission 740-927-5701
{telephone number)

430 5. Main Streat Potaskala 43062 Licking

(address) {city) @ip cudc) {couniv|

To have this form returned to the Records Commission ¢lectronicaily, include an email address:
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Section E: RECORDS RETENTION SCHEDULE (RC-2) - Part 2

See insiructions before completing thiz form.
City of Pataskala Police Records
(looal govermmnant entity)} (unit)

Mmoo @ o [6)) ) ® | ® |
Schedute Record Title and Description Retention Media For use hy RC-3
Number | Perlod | Type Auditor of | Required

' State or by

I LGRP LGRP

| General Corraspondence: Subject matter may include |

080000 Information concerning the geners! administration of tha Clty to | Retaln unthi no Paparor D
Include projects fiscal and personnel mattars that may be longer of valus Electronie |
' - recelved from eithor an internal of extarnal source, | - | |
08-D0002 Translent Correspandence | :::L': :::I: I':: Paper orlc | [,1 ‘
06-00003 Unsoficited Currupomlnn;n;dte? Mal/Unsolichted E-Mall | Retuin until no Paper or
and similar unsoliched correspandence longet of valua Electronlc | D =8|
[ | Retall untl no Paper ar

I 08-00004 .| Coples —I.li.dlnl, Informational and Refarence E‘" el’vlluc_| Blectronic _C] |

| osoo0cs | Drahs, informat Notes, Reminder Notes m‘: i il kel al

' = [ f |

Retain until no Paparor
C8-00DD6 Blank Forms
! E’“ of valus | Elactrank |
| 0800007 | Bubacin, Pusters, General Notoes and Dispays m;“":;‘; e/l M
;! 00008 | Cnmpnt:r Genaral Mmmmuw_ and Fiscal Reports {Nan- Retain unill no Paperar ~
specific) longer of value Elactronic [ i
= = e —— _ . _
08-00009 | Voica mail, taxt messages, caller ID, logs, papsr messages ::Ie':' :I'va:IT; ?h:l.:o:lc [ =4
0300010 | Genaralacministraive fles et | Al ]
=3 = — 'r '
08-00011 | Electranic Mall System [€-mal) ' ::'E:;‘" l Electronic ]
'L —= Retain 2 system ] T B
0B-00012 | Backup Data (Not duplicated on desktops, lptops and POAs) backup cycles Electronic D
— - then delate | . |
Facsimlie Logs/Cover Sheets/Confirmation Notices and Buffer Retaln untll no Paper or
ohooots | ) longsrofvelue | Elnctranic 0
i T o - 4 years than N
| 0800014 | Awards, Newspaper Articles and Cllppings il | ebdl 3
. a Historical velve | | 4

il i ln;lrs thf:n | f il

or

| 08-p001S Press end news relaases ::pmln'ls‘ut:ln or ':lle::"onlc ET/ |

| = Historical value i ppe—
P
08-00016 General Photographs, Negatives and Electronic Imagas m;"'::: e o ‘
. . I 1 it |
0800017 | tusness Cads— Rotary, Relodsx and pplcabe softwareties | ot | ({sesbal r
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Section E: RECORDS RETENTION SCHEDULE (RC-2) - Part 2
See insiructions before complating this form,
City of Pataskala Police Records
{local govemnment entity} i (anit) - o
|' m @ @ @ ® ®
Schedute Record Title and Description Retention | Media For use by RC3
Number | | Period Type | Auditor of Reqnirul
| State or by
| _ - il __LGRP | LGRP |
i Continualty
Planning/Scheduling/Catendar/Tralaing Information and Dataon: | updated, revised, |
| 0s-00018 Dlspiay Boards, Erassble and Dry-Erase Boards, Chafkboards, completed, o 0o
Easal Pads and Electronic Medis superseded or J
—— e erased o _
| 0800018 + Hourly/Dally/Weekly/Monthly/Annual Appointmant Books, i Retainuntine | Paperor |
Records, Calendars, Schedules, Orgunizers and Plannary longer of value Elgctronie D
08-00020 Usts/Rasters/Informal Directaries containing employes contact mainteined, Paper or |
‘ Infarmation purged and Electvonic D
¥ S— :u 4 — 1 —
_ Maintain unth !
revised, |
08-00022 Materis] Safety Datz Sheets absalete, or Paper D
suparseded, then | |
| = | destruy = i
08-00022 Anonymous or Unfounded Complgints l?n::::::“ahn: | :;’:n‘:k O |
| 0800023 ;mr;nl:nal and Trade Mugazines, Catalogs, Refarence 0 Retaln until no Paperor B
| Publications and Directories longer of velue Elegtronkc [
08-00024 Professional Crganization and Assaclstion Flles m:;‘::;.‘; :‘I;:‘;':"k M
0800025 | Equipment Opestiog and Maltanance Manual Nannitna | Paerer i o |
08-00026 | Equipment Maintenanca and Repalr Recards mzm [ m’k 0
— = Maintain uath =t =t '
08-00027 Laws, Regulations and Rutes {Local, County, Statz and Federal) tevised or
I RN > N e .
Malntain sntll Paper or |
08-00028 Policles, Pracad Rules and Regulstions revised or
| e uras, | rescinded Electronic e D
08-00029 Public Record Request Forms 1 year | m‘;'k | ? o
|' e - |25 years efter T l |
Ohio Public Records Compliance Folder (May contain appropriate | revised,
06200000 AC-1, RC-2 or RC-3 Forms) superseded, or | TP ! O
! _ discontinued | —t —
08-00031 | Agendos 2 yaars :;':;'k | 1 |
| e
i | 2yeors,provided | T_
08-00032 | Offence Reports, Misdemeanors no action Paper D
!'-l‘ﬂd'_l ] —=—_ J
08-00033 Business Checks 3 Yaars Paper
L | L
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Section E: RECORDS RETENTION SCHEDULE (RC-2) - Part 2

See instructions before completing this form.
] City of Pataskala  Police Records -
(local government entity) (unk)
m @ T e | @ e ©
Schedule | Record Title and Deseription |  Retention Media For use by RC3
| Nowber | Pertord Type | Anditoref | Requived
State or by [
— I ) 1 LGRF ' LGRP |
08-00034 Stata of Oh Traffic Crash Report S yers Paper
o | - =
3 ysars untl) Paper
| 0800035 Manthly Report ::m’:w“" - O |
R repon | = _j
3 years, provide
| pding O
Criminal Files M-M '
08-00036 Cl'l::l:ﬂﬂll-Fm I :::::mmlﬂl Paper I
| pending
0800037 | Radarinformation & Caliorstlorts 5 years tﬂr [ 0
| = = 1 = { _
| | o
- S S A SN
| | L]
= _ | | - |
R | | _ [
| | 7|
|
f L - | O |
I L 4 O
| |
- | L o
| — b | —_ [_] {
|
) O
- 1 | |
| | I—l I
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