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SCHEDULE OF RECORDS RETENTION AND DISPOSITION

Form RC-2

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

621 WEST BROAD ST. PATASKALA 43062 LICKING
(Addross} (city) . (zip code) (county)
07-04000

(2) FROM: S'_ljREET.&__STREET ENGINEERING RECORDS

B L W

- (umit)
* B.J. KING - DIRECTOR OF PUBLIC SERVICES

e

(3) CERTIFICATION: Ihereby certify that our records commission met in an open meeting, es required by Section 121.22
onc,mmmmmmmummmmndmymﬁmmm. I farther certify that onr commission
mmmﬁnmmmmmmmmmumwdmmaﬁs
scheduie mdﬁnmmdwmhhnwhglydimdofwhidlpmhimmmypmdhgmcldm.wﬂmmm Further, any

mmﬂmnﬂmglﬂw zﬂ:iudmdulowmmmmhmmmﬁm. This RC-2
was approved on | as reflected by the minptes kept by this commission.

Chairman, Records Commission: 55‘%&”% j;ijf/d’

(4) Subject to selection upon receipt of a
Certificate of Records Disposal (RC-3):

Approved by the Ohio Anditor of State:

*SEPARATE ENTRIES SHOULD BE MADE FOR RECORDS WITH MORE THAN ONE MEDIA TYPE

_ (5} i () _ : ] 8" ) (1]
Number Record Title and Description Retention Period Media For use by Anditor of
Schedule Type State ar OHS-GRP
08-0001 General Correspondence: Subjoct maiter | 1 Year and oo longer ofsn | Muti
may inclede information concerning the | Administrative, Legal or
gonoral administration of the City to Figcal value. Appraise for
include projeots fiscal and perscnnel Historical value, File
matters that may be received from either | accarding to content.
an extomal or internal source.
08-0002 Transient Correspondence Retain ontil no longer of Multi
Administrative valne, then
destroy (RC-3 Not
Required).
08-0003 Unsolicited Retain until no longer of Multi
Mail/Unsolicited B-mail and similar Adminigtrative value, thea
Required).
08-00004 Copies — Reading, Informational and Retain uniil oo longer of Muliti
Administrative value, then
destroy (RC-3 Not - 1
Raoquired).
08-00005 Drafts, Informal Notes, Reminder Notes | Retain until no longer of Multi r
prir |
ot
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Chalkboards, Easel Pads and Electronic
Medie

08-00006 Blank Focms Retain until no longer of Multi
Administrative valoe, then
destroy (RC-3 Not
Required):

08-00007 Bulleting, Posters, General Notices and Retain until no longer of Mult

Displays Administrative value, then
destroy.

0B-00008 Comynuter General Administrative and Retain vntil no longer of Mult

Fupn!kepmls(Nm—Spaeiﬂe) en Administretive value,
then destroy (RC-3 Not
Required).
08-00009 Voloce Mail, Text Messages, Caller ID Ermse or delete until no Multi
Logs, Pager Messaging Tonger of an
destroy. .

08-00010 General Administrative Files Rmmlmlmwof Multi
an Administrative, Fi
Legal or Historical value.

08-00011 Electronic Mail Systemn (E-mail) Retain E-mail that has a Multi
significant Administrative,
Fiscal, Legal or Historical
value. Maintain according
to content. (Refer to RC-

2). Ersse or delete E-mail
that hag no significant
vilue,
08-00012 Backup Data (Not Duplicated on Rotain for two (2) System | Computer
Desktops, Laptops and PDAs) Backup Cycles then delete,
erase or destroy data.
Remse media if possible.
08-00013 Faosimile Loga/Cover Maintain untii no longer of | Muld
Sheets/Confirmation Notices and Buffer | an Administrative or Fiscal
Printouts value.

08-00014 Awards, Newspaper Articles and 25 Year(s) and no longer Multi
Clippings of Histerical value.

08-00015 Press and News Relenses 3 Yoar(s) then appraise for | Multi
Administrative or
Historical vatue.

08-00016 Geaeral Photographs, Negetives and Retain images that have Multi
Fiscal or Legel value.

Maintain significent
according to
contert. (Refer to RC-2),
Erage images that have no

significant valve,

08-00017 Businees Cards — Rotary, Rolodex and Retain wtil no longer of Multi

applicable software files Adminigtrative value, then
delut?y(RCéNot
Required).
08-00018 Planning/Scheduling/Calendar/Training | Continually opdsted, Paper
| Information and Data an: Display revised, completed,
Bonds.ErmbhmdDry-Ethmdl, superseded or erased.




08-00019

08-00020

08-00021

08-00022

08-00023

08-00024

08-00025

08-00027

08-00028

08-00030

08-00031
08-00032

08-00033
08-00034
0B-00035

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

Policies, Procedures, Rules and
Regulations

Pubtic Record Request Forms
Ohio Public Records Complisnce Folder

(May contain appropeiate RC-1, RC-2 or
RC-3 Forms)

Pay Increase

Invoices (copies)
Mecting Notices

Mlin_ujnmtilmhngum'

Administrative or
Historical value.

purged and updated.

obsolets, or superseded,
then destroy. {(RC-3 Not
Required).

Maintain antl no longer of
an Administrative o Logal
value.

Retaint until no longer of
Administrative vaiue,

1 Yean(s) and no longer of
an Administrative value.

Maintain yntil equiptaent
sold, screpped or no longer
property of the City.

6 Year(s) after revised,
superseded or
discontinued.

1 Year(s).

25 year(s) after revised,
superseded, or
discontinued.

3 Years, provided andited
Until no longer need
Adminigtratively
Necessary

2 Years

1 Year
1 Year after expiration

Multi

g

b
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