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RECORDS RETENTION SCHEDULE (RC-2)

Sse insiructions before completing this form.

Sactlon A; Local Governmant Unit (To completa this form online, tse “tah” kay to fump from box fo hox.}
Cuyahopa County County Law Llbrary Resources Board
{locet government entity) {unity
Librarian and Chief
. . Kathloan M. Sasala Administrator 12-7-11
Sttt 1V, Looate. .
{slgnafure of respensible official) (name) {title) {date)

Section B: Recorda Commlasion

& wyahoca Couneny @40 443-7250

“Records Commission (telaphone number)
Q405 “,F‘ﬂ,ﬁ'\n\"\ih Blud . Lot Pt A4 (3 Q}*\l in \’\0(” 6 o
{ardress) {cily) ) (zip code) {county) e

To have this form returned to the Records Commission slectronicatly, Include an emaill address:

{ herehy eeriify that our records commission met in an open meating, as requirad by Section 121.22 ORG, and approved the schedules
iisted on this form and any continuation sheets. ! further cerlify fhat our commisaion will make every effort fo prevent these records
series from belng destroyed, iransfarred, or cthenwise disposed of in violation of these schedules and {hat no record will he knowingly
disposed of which perteins to any pending legal case, clelm, actlon or request. This action Is reflected in the minutes kept by this

commigsion.

Q\,(,X,&?L\qd %&“,mﬁqv\ﬂ- 5 Cmmlﬁ' Sewchoe Ex ?r\‘mui 12 ! 7’! ”

Date

v, scords Cominission Chalr Slgnature

Sectlo } C: Ohio Histor c?sclely - State Archivos ‘ : \

Ll (B UNMNES

Signature

Sestion D: Auditor of State

/Wmﬁl Z. W‘We.,/ . /2-30-//

Signalure' Date

Please Nota: The State Archives retalns RC-2 forms parmarantly. i
itIs stronalv recemmanded that the Records Gommission retaln a nermapent copv of (his form
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Sectlon E: Records Retention Sshedule

BOOE, 17™ Avenua
Columbus, Ofifo 43211-2497

County Law Library Resources Bog

Cuyahoga County
{local government entity) funity
m @ @ @
Schedule Record Title and Dascripilon Retention Media Type
Number Period .
1151 Accident RaportsiFiles Paper and
eloctronic
Bodily injury to non-employee 6 years
. provided no
action
pending
Employee injury reports Place in
personnel file
Damages to county vehlcla 6 years
provided no
action
pending ‘
11-02 Accaunts receivable ledgers and 3 years, Paper
daocuments provided aucit
11-03 "Activity Reporis 2 years Paper and
electronle
11-04 Annual Budgets Permanent Paper
11-05 Annual reporis Permanent Paper
11-06 Applications for employment 2 vears after Paper and
{unauccessiul/ing hire) receipt electronic
1107 Approval requests from other agendas for | 2 years, Paper and
the purchase of legal resources by the provided audit | efestronic
CLLRE pursuant to ORC see. 307.51 _
1108 Audlo-visual, PR and training materials, Until Paper and
lesson plans information i3 | electronic
superseded,
ohsolete, or
roplaced
11-08 Audit reports Permanent Paper
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g Form Scanned:

gna!e Reviewed:

11-10 Automatic data processing and electronic an
data processing media used for temporary  + no longer of
storage ar confrol atministrative
value
1111 Badges and Ids Turn In upen | Paper
termination of
: employment
1112 Bank records 3 years, Paper
provided audit
1113 Blank forms 30 days after | Paper
obsolescence
1144 Bids and proposals {unsuccessfulj 2 years after | Paper
letting of the
contract
1145 Bids and proposals {suctessful) Paper
Goples of successful bids to provide 3 years affer
goods and/or services axpiration of
' the confract
Original, if made part of a contrastand | 15 years after
filad with the contract expiration of
coniract
11«48 Budget preparation documents (othar than | 4 years Paper and
Anntial Budgels) eleatronle
1117 Bulletins, posters and notices fo Until no Paper and
employees longer elactronic
administra-
tively
necagsary
11-18 Calendars 1 year Paper and
elactronic
1119 Cancelled checks and check stubs 3 yoars, Paper
provided audit
11-20 Cataloging documents (requests fo catalog | 1 year Paper and
tooks and other materials, translt slips) electronic
11.21 Cash books and cash journals 3 years, Faper
provided audit
11-22 Check registers 3 yoars, Paper
providad audit
11-23 Claims and litigation records pertaining to | 8 years after | Paper and
the County Law Library Resources Board | case is closed | electronle
and appeals
are exhausted

SAO/LGRP-RC2-(Inst.) Revised September 2011
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1M.24 Compliance reporis 5years Papar and
electronic
11-26 Caontinuing education ceriifications, class Place in Paper
seminars, training attendance records perscnnel file;
see 11-36,
Employee
personnel
files
11-28 Contracts 15 yoarg after | Papsr
expiration
11-27 Coples-exira coples, pholo copies, efc. Can desiroy in | Paper
the normal
gourse of
business
when no
longer of
administrative
value
11-28 ‘Correspondence {including memos and 2 yoars Papar and
faxes)-Administrative electronlc
11-29 Correspondence {including mermos and 8 years Paper and
fexes)-Exacufive ‘ electronle
11-30 Correspondence {Including mamos and 1 year Paper and
faxes)-Routine electronic
11-31 Declslons on purchases of legal resources | 2 years, Paper and
for county agencies pursuant to ORG sec. | provided audit | slectronic
307.51
11-32 Delivery slips/packing slips 2 yoars Papsr
11-33 Disaster Plans Until updated | Paper and
or supersedod | electronic
11-34 Drafts and informal notes Can destroy in | Paper and
the normal glectronic
course of
business
‘ when no
longer of
administrative
value
11-35 Coples of employea benafit records-place | Permanent Paper
In personne! files
11-36 Employee personnei files Parmanent Paper

SACILGRP-RC2-{Inst.) Revised September 2011
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11-37 Equipment ihventories 3years Paper ant
electronic
1138 Equipment maintenance records Lifa of the Paper
equipment
11-39 Expense records 1 8 years Paper and
electronic
11-40 Financiat end fiscal reports 3 years, Paper
providod audit
11-41 Flow charls {operatians) 2years Paper and
: elactronic
11-42 General orders, directives, pollcies, rules, | Bntll Paper and
regulations and prosedures supersedad, electronic
retain one
copy until
audited
11-43 Grant tites and supporiing financial records | & years, Paper
and documents provided all
state and
faderal audits
have been
canducteod,
the audit
reporis
released and
all litigation,
clalms, or
audit findings
have heen
resolved
11-44 Insurance policles Duratfon of Paper
pollcy plus 2
years,
provided all
claims setfled
11-45 Interlibrary Loan documents 2 years Paper and
‘ elactronic
11-48 inventorles-annual of public properly 3 years, Paper and
' provided audit | slecironlc
147 Involces (paid) Paper and
alectronlc
County racord copy 3 yoars,
provided audit
Duplicate copies 2 years

SAQILGRP-RC2-{Inst } Revised September 2011
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11-48

Joh descriptions

Unil
superseded or
classiflcatlon
abolished

Paper and
electronic

11-49

Leases-equipment

Duration of
lease plus 2
years

Paper

11-80

Leave requests (sick and vacation)

3 years,
provided audit

Papet and
alectronic

1151

Mail

Unsolicited mail

Postal records

Can destroy In
the normal
courzs of

‘business

when no
longer of
administrative
value

2 years

Papsr and
electronic

11-62

Malling lists

Until updated,
supersetled or
obsolate

Paper and
electronic

1153

Managetnent and operations reports

Monthly/quarterly/semiannual

Annuaj

Consultant produced

until
incorporated
in an anhual
report

§ypars

§ yoars

Paper and

‘electronic

11-64

Manuals, handhooks and diraclives

Untij
suparsaded,
ohsolste, or
replaced.
Retain 1 file

| copy for 8

yeats until
superseded.

Paper and
electronie

11-66

Meeling agendas and minutes

Permansm

Paper

11-56

Meating hotices

1 year

Pajaer and
olectronic

SAO/LGRP-RC2-{inst.} Revised September 2011

Page é of 8




RI&Y

i
0

N

R

Ohio Historical Society
State Archlvas of Ohlo
Loeal Government Records Program

¥

800 B, 17% Avenue
Cohunbus, Ohio 43211-2497

{Fonn Seanned:

! s P e kel
11-57 Meeling notes 1 year Paper and
elsctronic
1158 Organizationaf charis Untl Paper and
superseded alectronic
11-59 Payroll records Permanent Paper
11-60 Personnai Manuals Cursent plus 4 | Paper and
electronic
11-64 Petty cash records 3 yoars Paper
provided audit
11-82 Preliminary drafls of letters, memoranda, Can destroy in
worksheets, reporis, and the preparation of | the novmal
recorded information course of
husiness
when no’
longer of
administrafive
value
11-63 PressfNews raleases 3 years Papet and
elactronic
1164 Printing ordersa 3 years Papar and
electronlc
11-65 Professional association records Can destroy in | Paper and
the normal glectronic
course of
husiness
when no
longer of
administrative
value
11-86 Project plansfdrawings Life of project | Paper and
or obsolets. electronic
Refain 1 copy
permanently
1187 Publleations-in hotise 8 years and Paper and
then OHS will | slectronic
evaluate for
historle value
11-68 Publications-received (including, but not 30 daye after { Paperand
limited to, hooks, newspapers, magazines, j ohsolestence | elactronie
journais, law revisws, pamphiets, CBs,
DVDs) .
11-89 Purchase arders and requisitions 3 years, Paper

provided audit

SAOLGRP-RC2-(Inst.) Revised September 2011
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11-70 Recalpis 2 yoars, P'aper
provided audit
11-71 Recelving documents 3 years Paper
11-72 | Records documents (RC-1, RC-2, RC-3) Permanent Fapor
11-73 Records of recelpts and expenditures 1 10 years Paper
474 Records requesls 2 years Paper and
electronls
1-75 Reference and research matenials and Can destroy in | Paper and
raguests the normal alsetronic
course of
busingss
when no
tonger of
admintstrative
value
1176 Requisiions 3 years Paper and
slectronic
11-77 Returns-documents regarding the refurn of | 2 years, Paper
legal research and reference materials proevided audit
1178 Rosters/directories 1 year after Bapor and
stiperseded or | electronic
ohaolete
11-79 Speechas/presentations 3years Paper and
electronic
11-80 Statistical reports (see also Annual Paper and
Reporls, 11-G5) electranie
_ Until
Menthiviguarteriy/semiannual Incorporated
Into annual
report
5 years
Annual
Parmanent
Gonsultant produced
11-81 Telephone messages Can destroy in | Paper
the normal
course of
business
when no
lonper of
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Page_¥ of _ 9




OHI0 Ohio Historical Society

State Archives of Ohlo

Local Governiment Records Program

l 800 E, 17" Avenue

Columbus, Ohlo 43211-2437

PR RGO L

(B S
LGRF Use,

TP
.-

administrative
value

11-82 Time cards, ime sheets, sign-in sheets (all | Permanent Papar
origingis)
11-83 Travel expense reports 3 years, Papsar
provided audit
11-84 Visitors logs or slgn-in sheots 1 year Paper
11-B8 Vouchers 3 yoars, Paper
provided audit
11-86 Work schedules 1 year after Paper and
schedule slectronic
changed
11-87 Miscellansotis documents (drafts and Can destroy in | Paper and
informal notes, transitory infarmation) the nermal electronic
course of
‘buslness
when no
ionger of

administrative
value
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