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. Schedule Auditor of State or
Number Record Title and Description Retention Period Media Type OHS-L.GRP
TEA JEDD F-1 |FINANCIAL REPORT, ANNUAL permanent papet electronic
TEA JEDD F-2 |FINANCIAL REPORT, QTR 2 years and no longer of  |paper
administrative value
TEA JEDD G-1 JGRANT, JOBS 3 years after no longer of |paper  electronic
administrative value
TEA JEDD G-2 JGRANT, JOBS MINI 5 years after no longerof  {paper  olectronic
administrative value
TEA JEDD G-3 |GRANT APPLICATIONS, SUCCESS- |5 years after no longer of Jpaper  electronic
FUL administrative value
TEA JEDD G-4 |GRANT APPLICATIONS, 5 years after no longer of  Jpaper  electronic
UNSUCCESSFUL administrative value
TEA JEDD I-1 JINSURANCE POLICIES permanent paper  electronic
TEA JEDD I-2 JINVOICES SELECTED FOR PMT ]2 years after most recent  Jpaper
andit
TEA JEDD L-1 |LEGAL NOTICES 2 years and no longer of  |paper  electronic
aministrative value
TEA JEDD L-2 JLEGAL OPINIONS 7 years and no longer of  |paper  electronic
administrative value
TEA JEDD M-1 [MATLING LIST until updated & no longer |paper  electronic
of administrative value
TEA JEDD M-2 |MAP OF DISTRICT incorporate into contract  |paper  electronic
administrative value .
TEA JEDD M-3 [MINUTES permanent paper  electronic [Pa-3 reepuires!
TEA JEDD N-1 INEWS/PRESS RELEASE Until no longer of admin- [paper  electronic
istrative valoe
TEA JEDD P-1 [POSTENGS 2 years; then dispose of paper  electronic
TEA JEDD R-1a fRECORDS RETENTION POLICY |2 yrs after superceded paper  electronic
TEA JEDD R-1b  JRC FORMS permanent paper  electronic
TEA JEDD R-2 |RECORDS REQUEST 2 years and no longer paper  electronic
‘ of administrative value
TEA JEDD R-3 |REQUEST FOR PROPOSALS 2 yrs, unsuccessful paper
TEA JEDD R-4 |JRESOLUTIONS retain copy 2 yrs after paper  electronic

incorporated into minutes




DEFINITION-CORRESPONDENCE *

Messages sent and received by
any media form including letters,
memoranda, faxes, e-mail
messages, misc.
communications, efc.

Retain according to
content

A)  Transient

Communications which convey
information of temporary
importance in lieu of oral
communication (i.e. drafts,
meeting notices, efc.) Refarral
letters, requests for routine
information or publications
provided to the public by an
agency which are answered by
standard form letters.

B} General

Requests for information
pertaining to interpretations and
other miscellaneous inquiries;
informative - does not attempt to
inftuence policy. Including coples
of outgoing correspondence
maintained for reference
purposes.

C) Substantive

Correspondence of the head and
the executive staff of an agency
dealing with significant aspects of
the administration of the office.
Includes information concerning
agency policies, procedures,
program, fiscal and personnel
matters.
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December 11, 2015
Dear Local Government Records Commission:

Enclosed is a copy of the Application for One-Time Disposal (RC-1) and/or the
Schedule of Records Retention and Disposition (RC-2).

Please be aware that the Ohio General Assembly changed some of the records
management procedures as part of House Bill 153 {the FY2012-2013 state budget).
These changes, which took effect on September 29, 2011, include:

* Application for One-Time Disposal (RC-1): Records listed on RC-1 forms will
not need to be listed on separate Certificates of Records Disposal (RC-3)
forms. Instead these records may be disposed upon receipt of the RC-1 form
sighed by the State Archives and the State Auditor’s Office.

* Schedule of Records Retention and Disposition (RC-2}: Records listed on RC-2
forms may be disposed without submitting a Certificate of Records Disposal
(RC-3) to the State Archives unless the State Archives has indicated on the RC-
2 form that an RC-3 form should be submitted for that particular record series.
The State Archives will be noting on the RC-2 form which record series will
need to be included on Certificates of Records Disposal and submitted to the
State Archives.

Please note that these changes took effect on September 29, 2011 and are therefore

only for RC-1 and RC-2 forms approved by records commissions after September 29,

2011. Records that will be disposed according to RC-1 or RC-2 forms approved by

records commissions before September 29, 2011 should continue to submit the
Certificates of Records Disposal (RC-3 form) to the State Archives.

The State Archives has the following recommendations for local governments as the
new procedures are implemented:

¢ Including a description of the record series on the RC-2 form will assist the
State Archives with determining the potential historical value of the records
and the need to submit an RC-3 for the records. The description should not

the records are used by the office.

State Archives — Local Government Records Program
800 E. 17" Avenue, Columbus, Ohio 43211-2474 ph: 614.297-2553 fx: 614.297.2546
www.chiohistory.org



e If you wish to dispose of a record that is more than 50 years old, please
contact the State Archives, even if the retention schedule does not require a
Certificate of Records Disposal. While the age of a record is not the only
factor that determines historical value, in general records that are 50 years old
or older are more likely to have historical value.

¢ Local governments should still document internally the disposal of their
records, even for those series that are not required by the State Archives to be
listed on Certificates of Records Disposal (RC-3 forms). Maintaining
documentation on the destruction of records will assist in complying with
public records requests by showing that records have been legally disposed.

More information on the changes in procedures is available on our website at
Jiwww.ohiohistory.ora/collections- -archives/state-archives/lgrp-home/larp-
new-procedures

NOW AVAILABLE:
The State Archives also offers training workshops on the local government records
management forms and disposal process, including the new procedures.

* One-hour information session “Just the Basics for Ohio Local
Governments” - $150.00 plus mileage reimbursement

* Two-hour workshop on “Just the Basics for Ohio Local Governments” -
$15.00 per person — minimum of $750.00

Please check the State Archives Local Government Records website at
http://www.ohiohistory.org/collections--archives/state-archives/larp-home/larp-
training for other training opportunities.

If you have any questions please do not hesitate to contact the Local Government
Records Program at 614-297-2553 or localrecs@ohiohistory.crg.

The Ohic Historical Society is now the Chig History Connection.

Amanda Rindler

State Archives — Local Government Records Archivist

Local Government Records Program

Ohio History Connection

800 E. 17" Avenue

Columbus. OF 432112474~ R , S

State Archives — Local Government Records Program
BODE. 17'" Avenue, Columbus, Ohio 43211-2474 ph: 614.297-2553 fx: 614.297.2546
www.ohiohistory.org



