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SCHEDULE OF RECORDS RETENTION AND DISPOSITION

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

Fomm RC-2

PATASKALA 43062 LICKING
ity) (zip code) (county)
 ENGINEERING RECORDS 07-07000

RAYMMDWMERS—DRECTORC&FNI’?IEHIBS SERVICE(SM)ZK}'MDg

3 CERTIFICATION:Ihﬂ&ywﬁﬂrﬁsmm&mmhmmm.mwsmlmzz
mmmummmmmmmmmm. 1 forther certify that our commission
ﬂmmmnmmmmmmmmmmamwofhmam
Mkﬂﬁnm”ﬁnhwwwmmwmmMm-nﬂmeFwﬂmm

microfilm replacing a schednle will conform to ANSI stasndards, This RC-2

meMsmﬂmﬂhﬂnmwwmﬁm

Chairman, Records Commission:

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

Approved by the Ohlo Auditor of State:

*SEPARATE ENTRIES SHOULD BE MADE FOR RECORDS WITH MORE THAN ONE MEDIA TYPE
{5 {6} 7 (L) )

Number Record Title and Description Retention Period Media For use by Anditor of
Schedule Type State or OHS-GRP
08-0001 General Correspondence; Sulject matter 1 Yeur and no longerof an | Multi
may inchde information concerning the Adminjstrative, Legal or
geacral administration of the City to Fiscal value. Appraise for
inchude projects fiscal and personnel Historical value. File
matters that may be received from etther | according to content.
an external or internal source.
08-0002 Trangient Comespondence Retain until no longer of Multi
Adminigirative valuve, then
destroy (RC-3 Not
Required).
08-0003 Unsolicited i Retain until no longer of Mult
unsolicited correspondence destroy (RC-3 Not
Required).
08-00004 Copies — Reading, Informationsl and Retain until no longer of Multi
Refezrence Administrative then
destroy (RC-3 Not
08-000035 Drafts, Informal Notes, Reminder Nokes Retain until no longer of Multi
destroy (RC-3 Not
Required).

2008

3



| 08-00006

08-00007

08-00008

08-00009

08-00010

08-60011

08-00012

08-00013

08-00014

08-00015

08-00016

08-00017

08-00018

Blank Forms
Bulletins, Posters, General Notices and

Computer General Administrative end
Fiscal Reports (Non-Specific)

Voioce Meil, Text Messages, Caller ID
Logs, Pager Messaging

Electronic Mail System (B-madl)

Backup Data (Not Duplicated on
Desktops, Laptops aod PDAS)

Facsimile Logs/Cover
Sheets/Confirmation Notices end Buffer
Awards, Newspaper Articles and
Clippings

Press and News Releases

General Photographs, Negatives and
Electronic Images

Busincss Cards — Rotary, Rolodex and
spplicable oftwars files

Information and Date on: Display
Boards, Erasshle and Dry-Erase Boards,
Chatkboards, Easel Pada and Electronic

25 Year(s) and no longer
| of Historical valus.

3 Year(s) then appraise for
Administrative or
Historical value.
Rmhimagnﬂuhm

significant
Fiscal or Legnl value,
Mllnhinngmﬁcm
images according to
unnmcmamnc-zy
Erase images thist have no
significat value.

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

Continnally updated,
rovised, comploted,
superseded ar eresed.
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| 0800019

08-00021

08-00022

08-00023

08-00024

08-00027

08-00028

08-00029
08-00030

[ Houty/Daily/ Weekly/Moufhly Aumal
i Calendars,

Appointment Books, Records,
Schedules, Organtrers and Planners

I‘.I,BI Tk jons] Directori

Matorial Safity Data Sheets

Public Record Request Forms

Ohio Public Records Compliance Folder
(May contain eppropeiate RC-1, RC-2 or
Re-3 Forms|

Maintain uatil no longer an
e i

Historical value,

Continually meintainad,
purged and updated.
Maeintain until revised,
obsalete, or supersaded,
then destroy. (RC-3 Not
Required).

Maintain vetil no loager of
an Administrative or Legal |
valoe.

Retain until no longer of
Administrative valoe.

1 Year(s) and no longer of
mmumm

Maintain until equipment
sold, scrapped or no longer
property of the City.

1 yeai(s) ufter equipment
sold, screpped or no longer
property of the City.
Maintain unti revised or
rescinded.

6 Year(s) after revised,
superseded or

1 Year(s).
23 yoar(s) after revised,
superseded, or
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