
OHIO Ohio Historical Society 
HISTORY • Slate Archives of Ohio 

Local Government Records Program 

BOOE. ·11•• Avenue 
Columbus, Ohio43211•2497 STATE AND LOCAL\'t1 GOVERNMENT RECORDS 

RECORDS RETENTION SCHEDULE (RC-2) 
See Instructions before completing this form. 

Section A: Local Government Unit 

Cuyahoga County Department of Public Works Bridge Design 

{local government entity) (unit) 
I Brendan G. Finn Chief SecMn Engineer November 30, 2012 

,.._,./ 

(signature of responsible official) (name) (title) (date) 

Section B: Records Commission 

Cuyahoga County Records Commission 216-443-7250 

Records Commission . (telephone number) 

2905 Franklin Blvd. Cleveland, Ohio 44113 Cuyahoga 

{address) (city) (zip code) (county) 

To have this form returned to the Records Commission electronlcslly, Include an email address: ___________ 

I hereby certify that our records commission met in an open meeting, as required by Section 121.22 ORC, and approved the schedules 
listed on this form and any continuation sheets. I further certify that our commission will make every effort to prevent these records 
series from being destroyed, transferred, or otherwise disposed of in violation of these schedules and that no record will be knowingly 
disposed of which pertains to any pending legal case, claim, action or request. This action is reflected in the minutes kept by this 

c:mission.t1-~ ~ l)--6-/ 

Date 

Se~Ohio H!storical Society• State Archives . , , , 

I P-/;;:2,/;,;;;-,,/vu.c 0Hvnl!/l/ rJJ»t ~f!/»Jw~
Signature Title Date ' 

/2-26-/2-
Date 

Please Note: The State Archives retains RC-2 forms permanently. 
It is stronalv recommend9d that the Records Commission retein a oermanent coov of this form 
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OHIO Ohio Historical Society 
·eISTORf State Archives of Ohio 

Local Government Records Program 

"' 
800/!i. 1'11' Avenue 
Columbus, Ohio 43211•2497 

Section E: Records Retention Schedule 

Department of Public Works Bridge Design 

(local government entity) (unit) 

(1) (2) 
Schedule Record Title and Description 
Number 

. 

2012-1 Bid Tabulations 

2012-2 Bid Tabulations 

2012-3 Design Plan Review Sets 

2012-4 Design Manuals and Specifications 

2012-5 Design Manuals and Specifications 

2012-6 Employee Records 

Copies of time sheets, •signfln sign/out sheets, copies 
of leave forms 

Pertormance Evaluations 

2012-7 Flood Insurance studies from FEMA 

2012-8 Half size (11" x 17") Record Plans for 
Completed Projects 

2012-9 Perpetual Agreements with utilities, railroads, 
municipalities and other agencies 

2012-10 Project Design Calculations, Hydraulic 
Analyses, Shop Drawings and Solis Reports· 

(3) (4) 
Retention Media 

Period Type 

Retain Paper 
permanenfly 

Retain Electronic 
permanently 

Retain 15 Paper 
years alter 
completion 
of project 
then destrov 
Retain until Paper 
updated, then 
retain one (1) 
copy 
oermanentlu 
Retain Electronic 
permanently 

Paper 

Retain 3 years, 
then destroy,
provided
audited. 

Retain un1il 
employee 
leaves 
department,
then destrov 
Retain one Paper 
(1) copy 
permanently 
Retain one (1) Paper 
copy 
permanently 

Retain Paper 
permanently 

Retain one (1) Paper 
copy 
permanently 

•• (5) •.·.· .. ·(6)
For(lse by . RC-$. 
.Auditor of • Required 
. State•<>r . •. l>yoi,is-
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OHIO Ohio Historical Society 
BISTOK¥ State Archives of Ohio

ttJ Local Government Records Program 

800 E. 1'1"' Avenue 
Columbus, Ohio 43211·2497 

Section E: Records Retention Schedule 

Department of Public Works Bridge Design 

(local government entity) (unit) 

(1} 
Schedule 
Number 

2012-11 

2012-12 

2012-13 

2012-14 

2012-15 

2012-16 

2012-17 

2012-18 

2012-19 

2012-20 

(2) 
Record TIiie and Description 

Project Design Calculations, Hydraulic 
Analyses, Shop Drawings and Soils Reports 

Project File: including correspondence, review 
comments, disposition of comments, copies of • 
legislation, utlllty correspondence, and reports from 
consultants. 
Project File-same as above 

. 

Record Plans for Completed Projects 

Record Plans for Completed Projects 

Standard Construction Drawings 

Standard Construction Drawings 

Structural Analyses of Existing Structures 

Structural Analyses of Existing Structures 

Structure Inspection and Physical Condition 
Reports 

(3) 
Retention 

Period 

Retain 
permanently 

Retain 
permanerrtly 

Retain 
permanently 

Retain 
permanently 

Retain 
permanently 

. 

Retain until 
updated 
then retain 
one (1) copy 
nermanentl11 
Retain 
permanently 

Retain 
permanently 

Retain 
permanerrtly 

Retain 
permanently 

(4) ..(~) . ·•· (6) 
Media For us¢ by. • RC'3 
Type Auditotot •• a~uir!!d 

S~11t1t.or ..· .·· tiyOHS­
OHS,L(.RP LGRP 

Electronic 

Paper 

Electronic 
.,_. 

Paper 

Electronic 

•. 

Paper 

Electronic ' 
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Paper 

Electronic 

Paper 
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OHIO Ohio Historical Society 
BJSTOll.Y State Archives of Ohio 

ttJ Local Government Records Program 

BOOE. 11" Avenue 
Columbus, Ohio 43211-:/497 

Section E: Records Retention Schedule 

Department of Public Works Bridge Design 

(local government entity) (unit) 

(1) 
Schedule 
Number 

2012-21 

2012-22 

(2) 
Record Title and Description 

Structure Inspection and Physical Condition 
Reports 

Technical Bulfetins, Design Guides and 
References 

(3) 
Retention 

Period 

Retain 
permanently 

(4) 
Media 
Type 

Electronic 

Retain until Paper 
updated 
then retain 
one (1) copy 
ermanentlv 

(5) ~· (6) 
,For usi! by , RC.•3 ·• 
.Auditor of Required 

. state,or • • by .oHs-
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