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Columbus, Ohlo $3291-2487 STATE AND LOGRL
GIOVERMMENT RECORDS ~ 1 * 7 :
— Remembar, at least 16 Business days bafore you intend to dlepose of recards, submita Cortifoate of Racords Disposal {RC-3} to

the OHS-LGRA, Copies of RC-34 will not ba retumed.

Seo instructions before sumplefing this form,

RECORDS RETENTION SCHEDULE (RC-2)

Saction A: Local Government Unit

a Coun -] _ Dapatiment of gr Af
{iooal ggvarnment entily) . {unlt)
&/ﬁ%{ .y fZ + Gynthia Sich - Canaummer Affalre Dlreatnr
(signafirre of rosponsibig.cfficlal) - {name) (tilles) (date)
Section B! Reacords Cominlasion
Cuyahoga éountg Records Commission 218-443-7260 .
Racords Gommission {iatephone number)
2905 Franklin Avenue . Claveland : _ 44113 . Cuyahoga
{address) . city) ' @ip cods) {couny)

To have this form retuma to the Records Commizsion electranically, include an smal addreas:

| haveby certify thatour records comemiasion met in &n apen meeting, a8 requivad by Section 121,22 ORC, and approved the schedules
liatad on this fortn and any confinualion sheets. | furiiter saflify thet our commieelon will make every effort to prevent these records
series from being deafroyed, fransferred, or othewise disposed ot In violation of theas schedulea and that rio recard will ba knowingly
disposed of which perieins to any pending laga! case, olaim, gcticn or request. This ncilon is reflectad in the minutes kept by this

commiesion, . . .
Q.\J'J&@’w‘w'~t&—b‘t’t“5 Chafin F-iU-20i2
" { fecords Commieslon Chalr Signaiure : : " Date

-

Saction C; Ohlo Historle !’Soclety - Sfate Archives

J riie {Sners  ollpott Rnmdin Dot hi /3
Signature : ;o Tile R Date  ©

testlo D'_.udltcrofstaia. L ' B o
Whizoes V) oo — - 5913

Signature Date

Ploase Nate; Tha Stato Archives retaing RC-2 forms permanently. .
1t Is atronulv recommendad that the Racords Commiapion rotain o pormanant copy of this form

SADLGRE-RC2-(Inst} Revised February 2042
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Ohio Historical Society
State Archives of Ohio

v Local Government Records Program
' 800 E. 17 Avenue

Columbusg, Ofio 43211-2487

Section E: Records Retentlon Schedule

Cuyahaga County Fiscal Office Deparfment of Consumer Affairs

{local government entity) (unif)
. @) 3) (4} (8)
(0 Record Title and Description Retontion Period | Media Type | Foruse {6)
Schedule ' by RC-3
Number Auditor of | Required.
State or by OHS-
OHS- LGRP
LGRP .
3 months after Elsctronic/
DCA Calendars end of calendar Paper Ol
year
. Electronlc/
DCA-2 * | Consumer Protection Complaint Files 3 years Paper ]
Electronic/
DCA-3 Consumer Protection [nvestigative Files | 3 years Paper U
Electronic/ :
DCA-4 Convenisnce ¢opy Budgets (e.g. work 3 years Paper 4
© | orders, purchases, warranties)
‘ 1 year after Electronic/
DCA-5 Convenience copy of Personnel Records | smployes Paper
(e.g. evaluations, education requirements, | terminated |l
acknowledgements, discipline actions) employment with
' . department .
. ' o Electronic/ _
DCA-6 Convenience copy of the RC2 Record 3 years Paper O
Retention Schedule i
DCA-7 Database 15 years Electronic {1
Destroy when Electronic/
DCA-8 Educational Material superseded, Paper [
’ obsolete or no
longer needed
: Electronic/ .
DCA-9 Exscutive Correspondence 5 years Paper EZ]
. Electronic/
DCA-10 Meeting Agendas (Departmental) 1 year Paper
Electronic/
DCA-11 Meeting Minutes (Departmental) 3 years Paper
: ' Destroy when Electronic/
DCA-12 . | Policy & Procedure Manuals superseded, Paper O
. obsolete or no
longer neoded

SAO/LGRP-RC2-(Inst.) Revised February 2012
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Ohio Historical Society
Sfate Archives of Ohio
Local Government Records Pragram

800 E 17% Avenue .
Cotlumbus, Ohlo 43211-2497
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’ 2) : (3} 4) )
1) Record Title and Description Retention Period | Media Type | Foruse {6)
Schedule . by RC-3
Number Auditor of | Required
State or by OHS-
OHS- LGRP
LGRP '
. . Electronic/
DCA-13 .| Public Records Request Log 3 years Paper -
' Destroy when Electronic/

DCA-14 Reference/Resource Manuals superseded, Paper ‘
obsolets or no i
longer needed
1 year, the Electronic/

DCA-15 Routine Correspondence retention period | Paper
is per the RC-2
for Cuyahoga al
County approvet A
on August 15,

2013 by the
County Executive
. Untit no longer of | Electronlc/
DCA-16 Trangient Documents {(e.g. phone administrative Paper
~ messages, unsolicited mail or emails) value, the
ratention period
is per the RC-2
for Cuyahoga [l
County approved
on August 15,
2013 by the
County Executive -
DCA-17 Welghts & Measures Annual State Report | 10 years Paper I{
Electronic/
DCA-18 | Weights & Measures Complaint Files 3 years Paper 1
Electronlic/ ’
DCA-19 - | Weights & Measures Inspection Reports | 3 years Paper il
Electronic/
DCA-20 | Weights & Measures Mileage Logs 3 years Paper 1
. Electronic/ ' =
DCA-21 Weights & Measures Violation Files 3 years .Paper -
Electronic/ '
DCA-22 Welghts & Measures Work Schedules 3 years Paper O

SAO/LGRP-RC2-{Inst.) Revised February 2012




