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TATE AND LOCAL

Remember, at leeat 16 Bualnesci days before you Intend to dispose of records, submit a Certificate of Records Disposal (RO-3) to
the OHS-U3RP. Copies of RC-Ss will not be wturnsd.

RECORDS RETENTION SCHEDULE (RC-2)
See inatnictions before completing ibis form.

Sactlon A; Local Government Unit

Cuvahsaa County .Fiscal Office
(looalsfbvermrient entity) ,

$_* Cynthia Sfch • Conaumer Affaire DIreotar
(unit)

(slgn£$/fe of roaponslbl̂ 'offlclgl) (name) (title)

Section B; Records Commission

Cuyahoga County Records Commtesten 216-443-7810

Records Commlfislon
2905 FrankHn Avenue ,

(telephone number)
Cleveland Cuyahoga

(address) (city) (zip code) (oounfy)

To have this form returned to the Records Commission electronically, Include an

I hereby certify that'our records commission met in «i open meeting, as required by Section 121,22 ORCf and approved the schedules
listed on this, form and any continuation sheets. I further certify that our commiefilon will make every effort to prevent these records
aerie* from being destroyed, transferred, or ottierwiae disposed of in violation of these schedules and that no record will be knowingly
disposed of whtoh pertains to Any pending legal case, claim, actfon or request This action to reflected In the minutes kept by this
commission,

jtecordft Commlsalon Chair Signature Date

SecltonC: Ohio Historical Society -State Archives . -,

/2^
Title 'Date

Signature Date

P/eaeeWoto; Th* State Archives retains RC-2 forms pormmontfy.
tt la atronalv recommended that tho Records Commlaaion rete/n 9 osmanent ooo v of this form

SAO/LGRf'-RC2-{ln8t.) Revised February 2012
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Section E: Records Retention Schedule 

Cuyahcga County Fiscal Office 

(local government entity) 

Department of Consumer Affairs 

(unit) 

(2) 
Record Title and Description 

Calendars 

Consumer Protection Complaint Files 

Consumer Protection Investigative Files 

Convenience copy Budgets (e.g. work 
orders, purchases, warranties) 

Convenience copy of Personnel Records 
(e,g. evaluations, education requirements, 
acknowledgements, discipline actions) 

Convenience copy of the RC2 Record 
Retention Schedule 

Database 

Educational Material 

Executive Correspondence 

Meeting Agendas (Departmental) 

Meeting Minutes (Departmental) 

Policy & Procedure Manuals 

en 
Schedule 
Number 

DCA-1 

DCA-2 

DCA-3 

DCA-4 

DCA-5 

DCA-6 

DCA-7 

DCA-8 ' 

DCA-9 

DCA-10 

DCA-11 

DCA-12 . 

(3) 
Retention Period 

3 months after 
end of calendar 
year 

3 years 

3 years 

3 years 

1 year after 
employee 
terminated 
employment with 
department 

3 years 

15 years 

Destroy when 
superseded, 
obsolete or no 
longer needed 

5 years 

tyear 

3 years 

Destroy when 
superseded, 
obsolete or no 
longer needed 
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(4) 
Media Type 

Electronic/ 
Paper 

Electronic/ 
Paper 

Electronic/ 
Paper 

Electronic/ 
Paper 

Electronic/ 
Paper 

Electronic/ 
Paper 

Electronic 

Electronic/ 
Paper 

Electronic/ 
Paper 

Electronic/ 
Paper 

Elect roruc/ 
Paper 

Electronic/ 
Paper 

<*)
For use (6) 

by RC-3 
Auditor of Required. 
State or by OHS-

OHS- LGRP 
LGRP 
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<1)
Schedule 
Number 

DCA-13 

DCA-14 

DCA-15 

DCA-16 

DCA-17 

DCA-18 

DCA-19 • 

DCA-20 

DCA-21 

DCA-22 

(2) 
Record Title and Description 

Public Records Request Log 

Reference/Resource Manuals 

Routine Correspondence 

Transient Documents (e.g. phone 
messages, unsolicited mail or emails) 

Weights & Measures Annual State Report 

Weights & Measures Complaint Files 

Weights & Measures Inspection Reports 

Weights & Measures Mileage Logs 

Weights & Measures Violation Fifes 

Weights & Measures Work Schedules 

(3}
Retention Period 

3 years 

Destroy when 
superseded, 
obsolete or no 
longer needed 
1 year, the 
retention period 
ispertheRC-2 
for Cuyahoga 
County approved 
on August 15, 
2013 by the 
County Executive 
Until no longer of 
administrative 
value, the 
retention period 
is per the RC-2 
for Cuyahoga 
County approved 
on August 15, 
2013 by the . 
County Executive 

10 years 

3 years 

3 years 

3 years 

3 years 

3 years 

(4) 
Media Type 

Electronic/ 
Paper 

Electronic/ 
Paper 

Electronic/ 
Paper 

Electronic/ 
Paper 

Paper 

Electronic/ 
Paper 

Electronic/ 
Paper 

Electronic/ 
Paper 

Electronic/ 
•Paper 
Electron icy 
Paper 
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(5) 
For use 

by 
Auditor of 
State or 

OHS-
LGRP 

(6) 
RC-3 

Required 
by OHS-
LGRP 
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