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Section E:   RECORDS RETENTION SCHEDULE (RC.2) -Part 2
See frotrufctioris before comple(ing\Ihtrfem`
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(lacal Govaiimcut 'Entity)                                                                                                              lUnl.I)

(1) (2) (3) (4) (S) (6)Schedule\ Record Tltle and Deacrlptlon RetetLtlon Media Type For use, by RC-3Number pe,Iod Auditor ofStateorLGRP RequlredbyLGRP.

|7-01
AccidentReports -BodilyInjury to 6 yea`rs Paper INon-BmI}Ioyee or County Vehicle provided noactionpending and/oI.Electronic

17-02 AccidentReports - Employees 7 years after Paper I(Worker's Comp original on ffle ternination and/or
with County HRI, Electrohlc

17.03 Administrative Plans (Strategic 7 years Paper IPlan, Technology Plan, Buildings & and/or
Grounds PJans, etc.) Electronic

17-04. Agchdas forBoard and Committee 3 years Paper IMeethgs and/orElectronie

1-7-05 Annual Budgets 5 year.S Paperand/orELectronlc\ I
17-06 AmuaL Cost Repo`rtand 7 years after Paper ISupporfug Documentation final co-streportsettlement and/oI.Eleetronle

17-07 Annual Action Plan, 7 years Paper I(Obsolete after l2/31/15) and/orElectronic

17-08 Applications for'Employment 1 yyear Paper I(Dot hired) and/orElectronic

17-09 AuditReports (State& 7 years Paper IIndependent ContractedAudi.ts) and/orElectronic

17-10 Employee Badges; Business Cords, UDtll Paper Iand IDs "upeTrded orterrfuafronofemDloyce and/orElectrohie

I7-ll Bids and Proposals  (succeTssful) 10 years Paperand/orElectroulc I
SAO-/I,GRP-RC-2 {Part I & 2), Revised Janury 2017
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chacrtyutdE==;=iiiiriEI-ih
(lJral oovenmen( Erty)

SN.I(£uI.                 ReeordTl.le!2n)dDcoc"on (3),R¬tentlot| (4)MethType (S)For,J4e I,y,Aud!to-IorStateorLGBIP (6)umber17-12

Bids and Pro  osals

Perlod RC-3RequlI.edbyI.CRT

I7-13

p            (unsuccessful)BoardPublicatioIIs®rochures,newsletters,etc.)Bla`nkFormI 1 ,year Paperand/orElecttoulc I
UDfflI-up,eTSeded ornolongerof\adtnJnJ8trativevalue Paperand/orElecfronic I

17-14|715
SB Uutll8_upernded ornplongerofadnrfurfeatire\whe Paperand/orElectronic I

lue PrintsBulletinsPostr        dN Unen8uper3eded orobsolete Paperand/brElectronic I
17-1617-17       Calendars(A

Unen&iiPernded oI.nolongeJ.ofndminl8ti.z]tlvevalue Paperand/orElectroI]lC I
17-18

y      gency)Calendarsq}mI 5years             I Paperand/orlecfronlc I
p oyee)Ca8eMamI 3 months Papet'and/orElectI.oulo I,

17-19A
l                        gemeDSubBerJes:EarlyInterventioliServlceCoordinationFiles

I
I

6 years aftererfufromprogramor6yearsfromlastPaymentvyJ1]CheVerlslober. PapeJ.and/OtElectroni`c I

SAO.fl.GRE-RC.2 (Part I & 2), Rey!`Scd Januny 2017
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Sect[on E:   RECORDS RETENTION SCHEDULE (RC-2) -Part 2
Sea (nstructlous bdbre cornpleI!ng lhlljbrm.
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(lca] Govcmmcot \EIility)

(1)Schedule (I)RecordTltl.eand De8crlptlonCentralCoodintlF (3) (4) (5) (6)
Number17-19B ReteiitLonPeriod .Media Type For ,lee l'y^tLdltoror-stateoT.LGEu, RC.3RequlredI,yI,Gnp

17-19C

I      aon_lJesEarltnt 6 years afterexltfromprogramor6yeanfromlastPaymeritWhicheverl8longer. Paperand/oI.EIectronlc I

I7-19I)

y      ervention FilesSh'R 10 yearsfromLastdateofservicei Paperand/orElectronic I

17-19E

c  oo      ecords (originalsmaintainedbylocalschool districts)ServieeandSrtA.. 10 yearsfI,Omlastdateofseryice. Paperand/o-rElectronlc I
uppo        ¢mLnistratlonFilesCahBks 10 yearsfromhstdateofservice. Paperand/orEIectroulc I

s      oo     andCashJournals-SEBFn`IANcIAIJDocuMENTsCIieckRIS

I
17-2017-21

egls erg-EEFINANCIALDOCUMENTSContracts-Itd

I
reae    towalYerseryicesContmcts 7 yean afterrlnal,costreportsettlement Paperand/orElectronic I

Until8uperSededor5yearsaftertermination Paperand/orElectronic I

SAO-n.GRP-RC-2 (PqJt I  & 2), Revised Januny 2017
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-tbberindE====±=___=caje-
(Lacal  GovcmmenL EntJ.ty)

(I)Schedute (2)RceordTitleiind DeerlptlonCorrespondenceSubgerle8;Messages,sentandreceivedbyanymediaincludingletters, (3)Rct (4) (5) (6)Number entionPeriod Media Type For ufo dyAndltorors'a'eorLGRT RC=3RequhedI,yI.CRP

17-22A

Retaillac`cording`tocon_tent.See

memomnda, faxes, e-mall messages,andothercommunicationforms.A,TransientorRoutin. subseriesU

17-22BI7-22C

e.Cormunicatiouswhich btil no longerofadmJnlstrative Paperand/orElectronic Iconvey inform-atiori of
temporary jmporiance in lieu yalue

oforal commuulcation (i.eldrafts,meetingnotices,etc,.)Referralletters,requestsfor

routine i,nformation or
publicndous provided to the
publicbyan ageneywhich are
answered by standnd fom
lettersu.BGe

"         n_eral.Rcqpestsfor^information 2 years: Paper,and/orElectronic Ipertaining to intelpretations
and other miscenancous
in.qur-ties; informative - does
not attempt to influencepolicy.Includingcopiesofoutgoing

correspondence mainrfuned forreferenceoses.C.Substantive,.Correspondenceofthehcad

5 years; Filewithrelatedrecordsif Paper&Dd/OrE]ecfronic Iand the executive staffofth
agency dealing with significant content
aspects\ofthe administration I.equlre8lo-gerretention
ofthe offic¢t  Includes
infomation concerning agencypolicies,procedures,program,fiscaland`ersomelmatters.

SAon_GRP-RCL2 a'act I &2), Revised Jmuny 2017
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Soctlon E:   RECORDS RETENTION SCHEDULE (RC-2) -Part 2
See lnsltucIIorobofore complding thishrh.

ahartyutde====a=e±±±±
(u"l Ctwcfrma]t Entry)

(I)Sh (2) a) (4) (5) (6)c  eduleNumI)er17-23 Record TltJe aI]d DesctlptionDailyAttendanceRecordsofIndividualsSeined(Obsoleteas of Retentlon Medja Type For ure by RCL3
I,erlod Auditor orStoteorLGRP ReqLtlredI,yLGRP

17-24

7 ycar8 ofteI.fuelcost Paperand/or I03/01/14)I)epartment Reports to the Board - reportSettlement Electronic

17  25

3 years Paper

IReport to Board regarding dapartmerfu
and/orEIectronlc

activities present-ed at board meetings.Cl

17-26

a endar T StiffI)fti- 3 months Pape_Iand/orElectronic

D`

17-27

ocumen a   on ofSeryices, PI.oyided(Casenotes)FmflS 7 years afterfua]c-ostreportsettlement Paperand/orElectronic I
|7 28

a      y   upportServicesFilesFed 3 yeaI.8 Paperand/orBIectronic I

17 29

et.al GrantFilesFin. 7 years afternnalcostreportsettlement Paperand/orElectronic I
ancial Records:Recordsperha`iningto firmcial 7 years afteI.rmalcostreport Paperand/orElectronic

Itransactions including accounts settlement
receivable and accounts payable; pay
ins to treasury; in-ho-use purchase,
orders; invoices; voucher lists
(warrants to bepaid); detailed expense
reports; cash and account books (fundbalancestrevenuereports±and

appropriation reports); monthly
documentation reconciling to the
County Auditor Reports,i petty cash,
eto.

SAO-/LGRP- RC-2 Part I & 2), Revised Januny 2017
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See tnstnictlons before coapteltry tlit3j:;;
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®|^ '~^_._\1__._  L _,

(Loud Goyc"enI Erty)

(I)scheduI. (2)RfrordT"¬and DeedI]debrid
I

(3' (4) ® (a
Number17-30 ReteI]tl®tlPerlod MedI. rtype For ng® byAuditororStmol.LGm RCJRct]ohadyLoo

17-3l

xe   A&set ScheduleInsurancePOlicte8 7 ycaro afterflDalco8fxportscttlemont Paperand/oI.Electronic I
17.32 Invent        A

2 years Paperand/OrElectronic I
Ory (   geney) -AnnualIJ)YiS 3 yae Paperadd/OrEleetronI¬ I

17-33

a ces -EE FINANCIAI.RECORDSL

I
17-34

cave Requests",,",'.,,,`,.,, 4 years Paperand/orElectronic I
|7-35

I)a.ImplementotionPlan,RMTS, 7 ycaI.8 afterincostreportsettleneDt Paperand/orElectronic

IQunrterly Rqurts, ctc.MaU
jot    nti6ual lnddent ou)FIIesMIDutes®ftheBodSb 10 ycarB Paperand/orE[ectrohic I

I7-36AI7-36B

aI.     u  8che8un I
utes ofthe BoardMItiqtesoftheBrd UnenScauned Paper I

17-36C

OaM]untesoftheBoard lo yc.inafterdiicormedandverified EIectronic I
Permanent Mleromm

SAO./LORP-RC-2 Cart I  a 2). Rovied Jenuny 2017
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Sectlon E:   RECORDS RETENTION SCHEDULE (RC-2) - Part 2
See inslrtlction3 befiore compleifng Ibis jam.

chcbtrty..|ddc===faii=i;e====
(Led Ctwcmmenl Entfty)

(I)Sh (2) (3) (4) (5) `(6)
c  eduleNumber1737 Record Title and DeScrtrytlonStaffDocumentationfromhieetlngs, Retention Medh Type For u8-e by RC_3

Period Audl(or ofSta_teorI,GRP R"uiredh}I.GRP

1738

uiitiJ Do longer Paper

I
trchings, events, etc. oradnriulstr&tlyeveLue,File"wrmI.ehted,fetora8lrcoIltemt,requLre3longerretention- and/orElectronlc

Payroll Records -County Reports 7 yeQI.s aifeI. Paper Iand Department (ln house) I.eportsP frol costreportsettlement and/orElectronic

17-39A17-39B
ergomel Subseries..P I
ersonnel Flles -General..Employmentapplicafron;Ohio BCr 10 yearsaftertermination10years Paperand/orEJectronic I

checks and database checks; court
orders (not confidential);
Acoumulatien ofVacation and sick
le_aye! rcertification or lieensur§,.
evaluations; discipline;
commendafions; complaints; leave of
absence records; positiQn description;
professional conhacts;
temimtion/resignation; tmining,
documentation; driVer's 1,icense;
vehicle insurance; insurance
eurollmen,I forms; emergency contact;
eto.Personnel Ffle-Confidential:

Paper IFBI background checks; FMLA
aftertermination and/orElectronic

Do`cumentati.on! injury reports
including Worker's Compeusation}
medical tests; drug/alcohol tests?
insurance dependent verification; anyotherpersonnelinfomationnot

deemed to be public information.

SAO./LGRP-RC.2 (Pan I  & 2), Revised January 2017/
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(1)Schedule (2)RecordTltlcand DeseulptionPressINewstRI (3rR' (4) (S) (6)NumI,er1740 c entlonper_Iin MediaTyp a         For.ll.edyAudjtoi.ofStateorI.GRP RC-3Reqdredby

174I

e casesPolicy&Proced'ureManuals-Agency&Persounel Uhtu no longerorqdndJ]lrfuflyeval'ue PaperandforEIectroulc
LGRPI

I74217-43'

10 years Paperand/orElectronl® IReference Materials si]ch aspolicies,laws,code8ietc.TapeRecordin/
UnunSuperseded ornolongeror&dutul9tr8tivevalue Pal,erand/or,Electrbulc I

1744

gs   VideoRecordiiigsTimeSheetsE utitil Do longer®fadmhlstratlyevalue Electronic

I
17L45

--pployeesTitleXRecds
I ye®r§ Otterrunalcostreportsemement Pape-rand/orElectronic I

1746

or    -ServiceI)ocument®tlonTmnsorttiS 7 yeaI`8 afterfLnalcostreportsettlement Papera-nd/orElectronic I
p      aon    erviceDocLimentation(ob.so'lete 8s of 7 years afterfuaJcostreportsefflement Paperand/orEIectronic I08/01/14)

1|4| Visitor Log UDtu no, longerorAddyLdr8ftyeul Paperand/orElecfroulc II
1748        I1749O-/LGRP-RC-Vehicle Records:in.aintenancelogs, pre end post

V    tle4yeafs

mperand/orEIectronlt

napectious, requests for use, etc.VendorFiles               naY20,ml&2R-

SA

UntflenpeI.geded oI.olongerofdmJul8trative®lue Paperand,o|.ElectroI

DnC

eyisedJapny,20l
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Sectlon E:   RECORDS RETENTION SCHEDULE (RC-2) -Part 2
See (nstrucl{ons boy;ore\ ¢ornI)Ieung this joc{r._.

chacbdrindc=:=faEj==e====
(L"/ GoycmmenI Eintfty)

(I) (2) (3) \� (S) (6)Schedule Re¢o.rd Tltle and DeeeriP   on,Vl
Numl,er17-50

Retelldon Media Txpe F`or use try RC-3
Period Auntor ofS'a'corLGRP `BeqidredbyLGRP

o unteer-Ffles:IAsapplicable-aiJ-phcation, 3 years afterJIa8tdateofiservice Paperand/orEIectronlc

Ibackground check; tine sheet; etc,

SAO-AIGRP-RC-2, Out I  & 2). Revised,Januny 2017`



From:
Sent:
To:
Subject,

Clinton  County Records & Archives  <clintoncountyrecords@gmail.com>

Tuesday, January 30, 2018 9:29 AM
Amy  Hissong

Re: Retention schedule question

Thank you Amy for the information.  I will  be discussing this with the  Board  of DD. Truly we  are  not in
charge of their records anymore but we still sign  off on their retention.  I  will  be informing them that it is
best to microfilm there meeting  minutes and the  retention will  reflect that as well.  Please allow me a
week or so to get everything finalized. Thank You  so  much!

Bchbbtloffr4~

Records Manager

Clinton County Records & Archives

111 S. Nelson Ave. Wilmington, Oh 45177

clintoncount.vrecords@gmai1.com

Phone: 937-383-3271

Fax: 481-2125

On Tue, Jar 30, 2018 at 9:02 AM, Any Hissong <ahissong@ohiohistorv.org> wrote:

Good moming, Bobbi. Thank you for submitting a new retention schedule for the BDD ofClinton County.
Because this new schedule proposes maintaining permanent Board minutes Gage 7, schedule number 17-36)
exclusively in electronic form, I would like to be sure you are aware offormat recommendations.

The ohio History Connection, which administers the State Archives ofohio, acknowledges the utility of
maintaining digital images for access and retrieval purposes, it does not support the permanent or long-term
maintenance ofrecords solely in electroliic image formats.  Technological changes are rapid and constant.
With no standards in existence for ensuring the long-ten validity and survivability ofdigital images, it is
nearly impossifole to predict whether those imaged records will be retrievable in the future.  With this in mind,
the State Archives strongly recommends maintaining an eve-readable backup lpaper or microfilm) ofany
records deemed ofpermanent value that have been digitally imaged for electronic storage.  More information
can be found in this statement on maintaining digitally imaged records permanently.



The decision to scan is ultimately up to the local government and their records commission. The records
commission for municipalities is described under ORC 149.39.  We do see schedules where there will be a line
for the paper records that are kept until scanned and then a separate line indicating that the electroliic records
are pemanent.   The ohio Electronic Records Advisory Committee maintains guidelines on document imaging
and general electronic records management.  They also have a tool to determine the feasibility ofscanning.

Before signing offon your BDD RC-2, I would like to be sure you understand the concerns surrounding
maintaining permanent records only in electronic record fom.   Should you choose to revise this RC-2 form,
you can find a template at www.ohiohistorv.or9/lgrforms. Foms can be submitted to
localrecs@,ohiohistorv.org. As explained above, you may also opt to keep it as is. Please lct me know how you
would like to proceed. I will hold your submitted fom until I hear from you

Please let me know ifI can answer any questions for you. Have a great day!

Any C. Hissong I Government Records Archivist, State Archives
Connection I  800 E.17'hOhio History

614.297.2534

Ave. Columbus, Ohio 43211
ahissong@ohiohistory.org

DE
The ohic) History Connection's ±±±±ss±Q]± is to spark discovery of ohio's stories. Embrace the present, share the

past and transform the future.


