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RECORDS RETENTION SCHEDULE (RC-2) 
Sse ins/me/Ions before camplet/ng this form. 

Section A: Local Government Unit (To complete this form online, use "tabu key to Jump from box to box.) 

Cuyahoga County County Law Library Resources B<,ard 

(local government entlly) (unit) 
Librarian and Chief 

Kathleen M. Sasala Administrator 12-7-11 

(slgnalure of responsible officia0 (name) (tille) (date) 

Section B: Records Commission 

C:.. 1,.y .a:\&~GI- Ca 1.t.!nt:'-1 
ecords Commission' (telephone number) 

{address) (zpcode) (county) 

To have lhis form returned to !he Records Commission electronlcaUy, Include an email address: __________ 

I hereby certify that our records commission met In an open meeting, as requlr<ild by Secllon 121.22 ORC, and spproved the schedules 
listed on this fonn and any oontirluatlon sheets. I further osrtlly that our commission wi! make every effort to prevent lhese records 
series from being destroyed, transferred, or otherwise disposed of rn vioJatron of these schedules and that no record will be knowingly 
disposed ofwhich pertains to any pending legal case, claim, acllon or requesl. This aollon Is reflected In the minutes kepi by this 
commission. 

ecords Commission Chair Signature 

oLJlf !r 
Date 

Data 

Section D: Auditor of State 

~t~L--
Signature Date 

Please N<>to: The State Archives retains RC-2 forms porman"1ttly. 
ItIs stronalv recommended thltt tho Roconls GommInion retain aPerma11snt coPV ofWis form 
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Section E: Records Retention Schedule 

Cuyahoga County 

(local govemmententlly) (unit) 

(1) {2) (3) (4) 
Schedule Record Title and Description Retention Media Type 
Number Period 

Accident Reports/Flies Paper and 
electronic 

Bodily injury to non-employee 6years 
provided no 
action 
pending 

Employee Injury reports Place in 
personnel file 

Damages to county vehicle 6years 
provided no 
action 
endln 

11-02 Accounts receivable ledgers and 3 years, Paper 
documents provided audit 

•Activity Reports11-03 2years Paper and 
electronle 

Annual ·sudgets11-04 Permanent Paper 

11-05 Annual reports Permanent Paper 

2years after Paperand 
(unsuccessful/no hire) 

11-06 Applfoatlons for employment 
receipt electronic 

11-07 Approval requests from other agencies for 2years, Paper and 
the purchase of legal resources by the provided audit electronlc 
CLLl'!B pursuant to ORC sec. 307.51 

11-08 Audlo-vlsual, PR and training materials, Untll Paperand 
lesson plans Information Is electronic 

supersecled, 
obsolete, or 
re laced 

11-09 Audit reports Permanent Paper 

SAO/LGRP-RC2-(lnst) Revised September 2011 
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11-10 

11-11 

11-12 

Automatic data processing and electronic 
data processing media used ror temporary 
storage or control 

Badges an~ Ids 

Bank records 

Erase when 
, no longer of 
administrative 
value 
Turn In upon 
termination of 
employment 
3 years, 
provided audit 

Paper 

Paper 

11-13 Blank forms 30 days after 
obsolescence 

Paper 

11-14 

11-15 

Bids and proposals (unsuccessful) 

Bids and proposals (successful) 

2 years after 
letting of the 
contract 

Paper 

Paper 

copies or successful bids to provide 
goods and/or services 

3 years after 
expiration of 
the contract 

11-16 

Original, If made part of a contract and 
filed with the contract 

Budget preparation documents (other than 
Annual Budgets) 

15 years after 
expiration of 
contract 
4years Paperand 

electronle 

11-17 

11-18 

Bulletins, posters and notices to 
employees 

Galendars 

Until no 
longer 
admlnlstra-
tlvely 
necessa 
1year 

Paperand 
electron!c 

Paper and 
electronic 

11-19 Cancelled checks and check stubs 3 years, 
provided audit 

Paper 

11-20 cataloging documents (requests to catalog 
books and other materials, transit sl!ps) 

1 year Paper and 
eleclronlc 

11-21 Cash books and cash journals 3 years, 
provided audit 

Paper 

11-22 Check registers 3 years, 
provided audit 

Paper 

11-23 Claims and litigation records pertaining to 
the County law library Resources lloard 

6 yoars after 
case is closed 
and appeals 
are exhausted 

Paperand 
electronlc 
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11-24 Compliance reports 5years Paperand 
electronic 

11-25 Continuing education certiffcations, class Place in Paper 
seminars, training attendance records personnel file; 

see 11-36, 
Employee 
personnel 
files 

11-26 Contracts 15 years after Paper 
expiration 

11-27 Coples-extra copies, photo copies, etc. Can destroy in Paper 
the normal 
couraeof 
business 
when no 
longer of 
administrative 
value 

11-28 Correspondence (Including memos and 2years Paparand
faxes)-Admlnlstrative electronic 

11-29 Correspondence (Including memos and &years Paperand
faxes)-Execuflve electronic 

11-30 Correspondence (Including memos and 1 year Paperand 
faxes)-Routine electronic 

11-31 Decisions on purchases of legal resources 2 years, Paper and 
for county agencies pursuant to ORO sec. provided audit electronic 
307.51 

11-32 Delivery sllps/packlng slips 2 yea!"$ Paper 

11-33 Disaster Plans Until updated Paperand 
or superseded electronic 

11-34 Drafts and informal notes Can destroy ln Paper and 
the normal electronlc 
course 0f 
business 
when no 
longer of 
administrative 
value 

11-36 Coples of employee benefit records-place Permanent Paper 
In personnel flies 

11-36 Employee personnel files Permanent Paper 
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11-37 Equipment Inventories 3years Paper and 
electronic 

11-38 Equipment maintenance records Life of the 
equipment 

Paper 

11-39 Expense records . 3years Paper and 
electronic 

11-40 Flnanc!al and fiscal reports 3 years, 
provided audit 

Paper 

11-41 Flow charts {operations) 2 years Paper and 
electronic 

11-42 

11-43 

11-44 

General orders, directives, policies, rules, 
regulattons and prooodures 

Grant files and supporting flnanolal records 
and documents 

Insurance pollc!es 

Unifi 
superseded, 
retain one 
copy until 
audited 
6years, 
provided all 
state and 
federal audiltl 
have been 
conducted, 
the audit 
reports 
released and 
all litigation, 
claims, or 
audit findings 
have been 
resolved 
Duration of 
policy plus 2 

Paper and 
electronic 

Paper 

Paper 

11-45 Jnterllbrary Loan documents 

years, 
provided all 
claims settled 
2years Paper and 

&lectronic 

11-46 Inventories-annual of public properly 3 years, 
provided audit 

Paper and 
electronic 

11-47 Invoices (paid) 

County record copy 3 years, 
provided audit 

Paper and 
electronle 

2 ears 
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Meeting agendas and minutes Permanent Paper 

Meeting notices 1 year Paperand
electronic 

11-48 Job descriptions Until Paperand 
superseded or electronle 
classlfioatlon 
abolished 

11-49 Leases-equipment Paper 
leaseplus2 
years 

11-60 

Duration of 

Leave requests {sick and vacation) 3 years, Paper and 
provided audit electronic 

11-61 Mail Paperand 
electronic 

Unsolicited mall Can destroy In 
Iha normal 
course of 
business 
when no 
longer of 
administrative 
value 

Postal records 2 years 

11-62 Malling lists Until updated, Paper and 
superseded or electronic 
obsolete 

11-53 Management and operations reports Paper and 
electronic 

Monthly/quarteMy/semiannual Untll 
Incorporated 
in an annual 
report 

Annual 6years 

Consultant produced 5 years 

11-54 Manuals, handbooks and directives Until Paperand 
superseded, electronic 
obsolete, or 
replaced. 
Retain 1 file 
copy for& 
years until 
su erseded, 

11-66 

11-56 
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11-57 

11-58 

11-59 

11-60 

11-61 

11-62 

11-63 

11-64 

11-65 

11-66 

11-67 

11-68 

11-69 

Meeting notes 

Organizational charts 

Payroll records 

Personnel Manuals 

Petty cash records 

Preliminary drafts of letters, memoranda, 
worksheets, reports, and the preparation of 
recorded information 

Press/News releases 

Printing orders 

Professional association records 

Project plans/drawings 

Publloatlons-in house 

Publicatlons-recei11ed (including, but not 
limited to, books, newspapers, magazines, 
journals, law reviews, pamphlets, CDs, 
DVDs 
Purchase orders and requisitions 

··, ..-~ .....~ ~ ~M-

1 year Paper and 
electron le 

Until Paper and 
lilUperseded electronic 

Permanent Paper 

Current plus 1 Paper and 
elec!ronlc 

3y11ars Paper 
provided audit 

Can destroy in 
the normal 
course of 
business 
when no 
longer of 
administrative 
value 
3 years Paperand 

electron le 

3 years Paper and 
electronic 

Can destroy in Paper and 
the normal electronic 
course of 
busineH 
When no 
longer of 
administrative 
value 
Life of project Paper and 
or obsolete. electronic 
Retain 1 copy 
ermanent 

8years and Paper and 
then OHS will electronlc 
evaluate for 
historic value 
30 days after Paper and 
obsolescence electronic 

3 yeors, Paper 
provided audit 
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11-70 Receipts 2 yeare, Paper 
provided audit 

11-71 Receiving documents 3years Paper 

11-72 Records documents (RC-1, RC-2, RC-3) Permanent Paper 

11-73 Records of recelpts and expenditures 10 years Paper 

11•74 Records requests 2yeara Paper and 
electronic 

11-75 Reference and researoh materials and Can destroy in Paperand 
requests the normal electronfc 

course of 
business 
when no 
longer of 
admfnfstratlve 
value 

11-76 Requisitions 3years Paper and 
electronic 

11-77 Returns-documents regarding the return of 2 years, Paper
legal research and reference matertals provided audit 

11-78 Rosters/directories 1 year after Paparand 
au peraeded or electronic 
obsolete 

11-79 Speeches/presentations 3years Paper and 
electronic 

11-80 Stallsllcal reports (see also Annual Paperand 
Reporls, 11-05) electronic 

Until 
Monthly/quarlerly/semlannual Incorporated 

Into annual 
report 

5years 
Annual 

Permanent 
Consultant roduoed 

11-81 Telephone messages Can destroy in Paper 
the normal 
course of 
business 
when no 
longer of 
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administrative 
value 

11-82 lime cards, time sheets, sign-In sheets (all 
originals) 

Permanent Paper 

11-83 Travel expense reports 3 years, 
provided audit 

Paper 

11-84 Visitors logs or sign-in sheets 1 year Paper 

11-85 Vouchers 3years, 
provided audit 

Paper 

11-88 

11-87 

Work schedules 

Miscellaneous documents (drafts and 
informal notes, transitory information) 

1 year after 
schedule 
ehanged 
Can destroy in 
tile normal 
couraeof 
business 
when no 
longer of 
admlnlilrallve 
value 

Paperand 
electronic 

Paper and 
electronic 
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