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SCHEDULE OF RECORDS RETENTION AND DISPOSITION

Form RC-2

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

PATASKALA 43062 'LICKING
{Address) (city) (zip code) {county)

AR IOM: WATEH PLANT OPERATING RECORDS 07-09000
A, (pelhical 5bdivision name) (umif)
\ RAYMOND WITHERS — DIRECTOR OF UTILITIES SERVICES

) 2D & 09

(3) LERTIFICATION: T hereby certify that our records commission met in an open meeting, as required by Section 121.22
ORC,mdpassedthzreWnﬁonschsdmsmminedmﬂﬂsfommdmyomﬁnuaﬁmmm. 1 further certify that our commission
willmakeeveryeﬂmtoprevmtﬂleserenordserinsﬁombeingdeﬂoyed,tans&rmd,oroﬁmnﬁsedisposcdoﬁnviolaﬁonofthis
schedu.leandthatnorecordﬁﬂbeknovﬁnglydisposedofwhichpertaimtomypmdingcasa,claim,acﬁonnrrequeﬂ. Further, any

microfilm replacing a i ule will conform to ANSI standsrds, This RC-2
was approved on : ;;2 %E"lt 5? asrnﬂectedl;yrzif juutes kept by this iggion.
ST LA j%;
Chairman, Records Commission: 77 L’"} fﬂ/:-z a8
Si " d . Dot -" J,l'
Fa

(4) Subject to selection upon receipt of a /? b T i/
Certificate of Records Disposal (RC-3): fr, F I AN | 6; J f ﬁd
: o Hisworizal Society “ Date [

621 WEST BROAD ST.

(Si;j:s-'_ll.lf/r ' responsihi: official)

Ln@.[' CH ¥
Approved by the Ohio Auditor of State: Sl & )) ] e~  [OwsoF
For the Ohio Anditor of State Date
*SEPARATE ENTRIES SHOULD BE MADE, FOR RECORDS WITH MORE THAN ONE MEDIA TYPE
8) (6) , ) ) )
Number Recard Title and Deseription Retention Period - Media For use by Auditor of
Schedule Type State or OHS-GRP
08-0001 Genceral Correspondence: Subject matter | 1 Year and no longer of sn | Multi
may include information concerning the ive, Legal or
general administretion of the City to Fiscal value, Appraise for |
include projects fiscal and personnel Historical value, File
matters that may be received from either | according to content.
an external or intergal source.
| 08-0002 Transient Comrespondence Retein untit no longer of | Multi
Administretive value, then
destroy (RC-3 Not
Required).
08-0003 Unsolicited Correspondence/Unsolicited | Retain until no longer of Multi
Mail/Unsolicited E-mail and stmilar Administrative value, then
ungolicited correspondence destroy (RC-3 Not
Requirad).
i":“ v
‘ 08-00004 Copies — Reading, Informational and Retain until no Jonger of© | Multi
| Reference Administrative value, then
destroy (RC-3 Not STOFIOAL
I Required).
| 08-00005 Drafis, Informal Notes, Reminder Notes Reftai:nun:lilnolongat:vf;T Muli
Administrative vatus, then 1 #08
destroy (RC-3 Not s )
Required). ‘B i




08-00006

i 08-00007

08-00008

| 08-00009

0B-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 Gencral Administredive and
Fiscal Reports (Non-Specific)

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

Ceneral Administrative Files

Electronic Mail System (E-mail)

Backup Data (Not Duplicated on
Desktops, Laptops and PDAs)

Facsimile Logs/Cover
Sheets/Confirmation Notices and Buffer
Printouts

Awerds, Newspaper Articles and
Clippings
Press and News Releases

General Photographs, Negatives and
Flectronic Images

Business Cards — Rotary, Rolodex and
applicable software files

Planning/Scheduling/Calendar/Training
Information and Data on: Display
Boards, Erasable and Dry-Erase Boards,
Chalkboards, Easel Pads and Electronic
Media

Retain until no longer of | Multi
destroy (RC-3 Not

Required).

Retain umtil no longer of
Administrative value, then
degtroy.’

Mult

Retain until no longer of Mult
an Administrative valus,
then destroy (RC-3 Not
Required),

Erase or delets until no
longer of mm .
Administrative vahus, then
| destroy,
Retain wmitil no longer of
an Adminigtrative, Fiscal,
Legal or Historical value.

Multi

Muti

Rotain B-mail thathess | Mald
emificant Administeat
Fisoal, Logal or Historical
value. Maintain according
to content. (Refer to RC-
2). Erese or delete B-mait

that hes no significant
valye.

Retain for two (2) System
Backup Cycles then delete,
erase or destroy deta,
Reuse media if possible.

Maintain until no longer of
an Administrative or Fiscal
value.

25 Year(s) and no longer
of Historlcal value,

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

Multi

Multi

IMl.llti

Mutti

Paper




" 08-00019 | Hourly/Daily/Weekiy/Momthly Annual

08-00020

08-00021

08-00022

08-00023

08-00024

08-00025

08-00026

08-00027

08-00028

08-06029
08-00030

| Re-3 Forms)

Appointment Baoks, Records, Calendars,
Schedules, Organizers and Planners

Lists/Rosters/Informetional Directories
containing employee contact information

Material Safity Data Sheets

Anonymous or Unfounded Complaints

Professional and Trade Magazines,
Catalogs, Reference Publications and
Directories

Professionel Organization and
Association Files

Equipment Operating and Maintenance
Menyals

| Equipment Maintenance and Repair
Records

Laws, Regulations and Rules (Local,
County, State and Feders])

Policies, Procedures, Rules and
Regulations
Publio Record Request Forms

Ohio Public Records Compliance Folder
(Maey contain appropriete RC-1, RC-2 or

Adrministrative or
Historical value.

Continmall intained,
purged and updated.
Maintain until revised,
cbsolete, or supersedad,
then destroy. (RC-3 Not
Required).

Maintain until no longer of
an Administrative or Legsl
value,

Retain until no longer of
Administrative value.

1 Year(s) and no longer of
an Administrative value,

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

1 yean(s) after equipment
sold, scrapped or no longer
property of tha City.
Maintain until revised or
rescinded,

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

1 Year(s).

25 year(s) after revised,

superseded, or
discontinued,

| Maintain until no longer an | Mult

Multi

Paper

Multi

Multi

Multi







