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SCHEDULE OF RECORDS RETENTION AND DISPOSITION

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

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

Approved by the Ohio Auditor of State:

PATASKALA 43062
(city) (zip code)
R PLANT OPERATING RECORDS

(umit)
RAYMOND WITHERS - DIRECTOR OF PUBLIC SERVICES

LICKING
(comty)

07-08000

=) 204 0 &

For the Ohio Auditor of State

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

S -] : (6) M {8)* (91
Number | Record Title and Description Reiontion Pericd Modia For use by Auditor of
Schodule Type State or OHS-GRP
08-0001 General Correspondence: Subject matter | 1 Year and no kiger of an | Muld
may include infrmation concerning the | Administrative; Legal or
general administration of the City to Fiscal value. Appraise fior
matters that may be received from either | acoording to content.
fm external or internal source,
08-0002 Trangient Correspondence Retain until no longer of Mutti
Administrative value, then
destroy (RC-3 Not
Raquired),
08-0003 Unsolicited Retain until 20 longsr of Multi
unsolicited correspondence destroy (RC-3 Not
Required).
08-00004 Copies — Reading, Informational and Retain until no longer of Multi L g m
Reforence Administrative value, then S A 4
destroy (RC-3 Not
Required).
08-00005 Drafts, Informal Notes, Reminder Notes | Retain until no longer of Multi
Administrative value, then
destroy (RC-3 Not
Required).




08-00006

08-00007

08-00008 '

08-00009

08-00010

08-00011

08-00012

08-00013

08-00014

08-00015

08-00016

08-00017

08-00018

Blank Forms
Bulletins, Posters, General Notices and
Displays
Computer General Administrative and
Fiseannpom(Noq-Speciﬁc)

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

Electronic Mail System (E-mail)

Data

:
s
|

i

I
:

)

Facsimile Logs/Cover
Sheets/Confirmation Notices and Buffr
Printoots

Awards, Newspeper Articles and
Clioi

Press and News Releases

General Photographs, Negatives and
Electronic Images

Business Cards — Rotary, Rolodex and
applicable software files

Information and Data on: Display
Boards, Erasable and Dry-Erase Boards,
Chalkboards, Rasel Pads end Eleotronic
Media

Retain for two (2) System.
Backup Cycles then delete,
crase of destroy datn. -
Reuse mexlia if possible.

Muintain until no longer of
an Administrative or Fiscal
value,

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

3 Yew(s) then appraise for
Administrative or
Histarical vaiue.

Retain images that have
Fiscal or Legal value.
Maintain significant
images according to
content. (Refer to RC-2).
Erase images that have no
significant value.

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

Continually opdated,
revised, compicted,
supersedod or erssod.

| Multi




| Re-3 Farms)

" 08-0001 Annpal | Maintain until no Jonger an | Multi
Appointmeat Books, Records, Calendars, | Administrative or
Schedules, Organizers and Planners Historical value.
containing employee contact infoemation | purged and updated.
08-00021 Material Safety Data Sheets Mazintain urtil revised, Papar
cbsolete, or superseded,
then destroy. (RC-3 Not
Requived). -
08-00022 Anonymous or Unfounded Compiaints Maintain wntil no longer of | Multi
an Administrative or Legal
valoe.
08-00023 Pmﬂsunnalmd'lhdeMlgmnu, Retain vatil no longer of Mulii
Dircctorics
08-00024 Professional ization and 1 Yean(s) and no longer of | Multi
Assocition F(i?:mm mAdm:mmﬂ(‘ value.
08-00025 Equipment Operating and Maintenance Maintain until equipment Malt
Manusly sold, scrapped or no longer
property of the City.
08-00026 Equipment Maintnance and Repair 1 year(s) after equipment Muld
Records sold, scrapped or no longer
property of the City.
08-00027 Llwu,Rmhnmdeulu(Loul. Maintain wnti] revised or Muhti
County, State and Federal) rescinded.
08-00028 Plicies, Procedures, Rules and 6 Year(s) after revised, Paper
Regulations superseded or
discontinned,
08-00029 Public Record Request Forms 1 Year(g).
08-00030 Ohio Public Records Complience Folder | 25 yoar(s) after revised, Paper
(Mny contain appropriate RC-1, RC-2 or m_:p-wbd,or







