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SectlonA:'Lo(al Government.Unit 

CµJahQ;a C9t1n(f-l'ublicWOl'.k$ AI~v~ 

{local go,zemment. entey1 ,· • (unit} 

Judith·G. Cefili~ P&;D1 Archivist Junel,201~ 

(!lame) ·(tit!¢) (date) 

Section B: ReooITd& Commission 

Cuyahoga'County .Records Commission Gl6-443-7.250 

(wlephone number) 

19.0:S:.FranklinBivd.. 
(address) 

cteveland, OH 
(city) 

44118 
(ilitcode) 

Cu_yahog?-
(county) 

To,have.thisform.retume.dto the Records Commission eiectronieally, include an emaii.address:. 

J hereby ¢ertffy that our rec~rds co~ssion met in an.open roteting, a~ reqUitetl 1WS~tipn.121.22 QRC,.and !!PProv~~ the 
scheduteaiisted on thisform.and any continuation sheets. i further certify that our commission will make every effort to prevent 
tltese ~~rMseri~ fron'lb.v.i.n& (JestrQyed:, tra11s.ferr~d•.or od,te~wise d~spos¢.Qf;lj.:l v.lolation ofth*sclw;lules ;md tbatno.(ecord 
will be knowingly disposed ofWhich pert~ins to any pendinglegal case, claim;.action or r¢quest. 'Fhis actii>nf$- retlected in the 
minutes kept by this <:oromissiPn. • • • • 

f,- , .. 101 

Date 

SecttQn q Qhl:9 ~toty Con.Jie~U<!!l •Sta(~AJ~hive$ 

~L?/t~ Lae;;,I Vraderttrtetf ~b A-rcJ'-°ivbf . ~/VI~
Si$llature • Tide. Diite 

S.l!CtlQn P: Aullftor q,Stat~ 

~7 m~~e,rh /Y)tnL- 6 - ;;-1-/,1, 
Signature Tille: . Date 
Please Note: the Stats Archives refaills RC;.2 Jonnspennane11tly. lits stronglyrs.C4mms,rded that the Records Commission 

•• .retaitJ i.tptU':ma1is1tt copy of fil.ijfi:fntf 

•• I ,) ·~. ASAQ-/4@:tlP~RC-2 (Patt t &2), Revi:S,ed, A~gust 2()l4 l:1_ .3D./l , 
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Section E: RECORDS: RETENTION SeHEOULE (RC:-2) -- Part2 
.$ee lnstru<:tianibif<1te co,npltring tfffsfdllfl, 

cuyaho$a: County Public Works:--Atchlves 
(IQ:¢111 goveni~etitentij;y,) (unit). 

(11 
Scb¢dule 
Number 

(l) 
Recot~ TitJea,i~ Des~riptfon 

(3) 
Retentio11 

Period 

(4) 
M:edta 
'.),)Pe 

2016~1 Accession$ Log R11tilln 
J'etn1an~~y 

P?li~rl 
El~tT«>llk [I'/ 

2016-l 

2016-3 

1016~4 

A~cessi'()QsDocuments (inelqde~ re~ord 
J¢J< :up ord:er~, work brders, ~t~l 
Budget Preparation Documents 

•(\Vork:ing.·Papets) 

Card:catalogto Microf't:lm Holdings 

Retain 
Pel'inanently 

ltetidntwo 
years,then 

<).~sti:ov 
Retain 

Permanently 

Paper/ 
Efoctronfc 

P~perl 
ijlectfijgic 

Paper 

□ 

0 

/ 
~ ,' 

2016-S Correspondence.(per RC-2-County 
Etecudve, 2012"11 approved s~1s.;2012) 

Retain ope 
year,then 

destr<>' 

Pat.ml 
.Ele¢tr.c;1.J1i~ 0. 

2016-6 CostingSheets (Office Copies; Qdginals 
seliUo Public Works) • 

.Retaill l)tte 
y~t,\hen • 
•destrqy 

Paper/
Electronic 

a· 
2016-'7 CostBfils Retain until Paper 

paymenti& 
received. 

[] 
2016-8 DaUy Sign Jn and Out.Sheets Retain one 

year:r then 
Pa:1>er 

destro" 
2016..9 D.elivery Slips/Packing.Slips Retahumtil no. 

lo!lgeroC 
adinlnlstra:tive 

• Vlilti~ 

fiJper 
D 

2016-10 nesk/Appointment Calendars R~~in.tlitee 
months idtet 

th_el.!~d~t 

ll!tp~ · 

D 
the calendat 

·eaJ 
2016-11 DJs.asttrPla11s lietam. u~til Papetf 

upd3tedor 
:in1w.rseded. 

El~tr9nic 0 
~Q.1(i-J2. 

2~16-13•• 

·E~el..ee Evaluatf()11s-.Offi~e Copies 
Q_riginals sent to Hu•an Re~ources 
EmplQyme11t.Applicatio11s/Res1:101~­

Unsuccessful-Not Hired 

• Retain·three 
:;ea~tiien 

destro: 
Retain sot 

.yws, tlien 
destro 

Papert ·· 
Electronic 

Pa~r/ 
E(ectr9nic 

D 

SAO-/LGRP- J.lC~2 (Plirfl f;t; 2), Revi~ed A1,1g1,1st2014 
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Se·ction E: RECORDS RETENTION SCHEDULE .(R0-2)- Part2 
Sei irutructions before coll!plel/ng tbisform. 

Cuyahoga gounty Public Works'"Archives 
(IQl!ill govemi)ient"eJtticy): (unit} 

(1) 
$¢lilldul.e 
NumJ)er 

{2) 
Rec9,rd Title ".,_<l Uesc,:ipti<:nl 

(3) 
R.ete.n.do-, 

Pedod 

(4) 
Media 
Type 

A.udi 

2016..14 
Financial Records (includesInvoices, 

Pay-Ins1 .Purchase Orders,.·Requisitions, 
Revenue Receipts, Vouchers 

ReWn tbtee 
.yeam~ 

ptovid~d 
audjted 

EP~~.o~ passed bl1 the recoras 
le1f;wg ~een auditqd b~e 

2016-1$ 

2016-16 

2016-17 

2016·18 · 

2016~.19 

2016-20 

2016-21 

2016-22 

2016-23 

2016-24 

:2016-25 

Finding Aids (Indexes,Series 
Descriptions) 

Loan Fornt$/Lottn Agreemen:ts 

lvl~dl (Unsolicited) or ~ommu.ni~tlons 
sent (rom other agencies, outside. 

institutions, com,mer~ial entities or 
individuals for f.nformational purposes 

Phone and Mail Request Logs 

Professional Association Records 
(Archival, Records Managellle11t, 

•• :Pt@eJ;va;tfo11} 
Record Jletention andUi$pQ$ition 

.Documents • 
Res~clt Records (NQtes, copies of pjges 
or .entries from books, websites,. indexes 
orinventories gathered in response to

•. ,• 

researcb requests~. 
Service Requests. (Colllmunications 

requesting assistanf!e ftolll Information 
Technolo: 
ShelfList 

Specifications 

Tr;ansient correspondence (Pet RC-t 
County E"e4!utive;.2012..2, approved 8-
15-2()12)lnclucles t@t111.ess~ges,lnsJant 

messages, voicemail~ telephone messages, 
or drafts of documents 

Retaln 
Perman~nt!y 

Retain urltil 
reccirdlS' 

returned and 
ihendestro 

R.etalifiintllno 
foJ1g~r(lf 

administrative 
value,tlten 

destroy·· 

Retain 
Permanently 

Retain until no 
longer~f 

admfhlstratfve 
.\11Iiie 

Retatn· 
Pei'lllanently 

Untilno 
longer of 

administrative, 
tr~ or legiil

value • 

Untll ri.Monget'
ot • 

administrl)tlve
• • value • 

Refaln until 
revised or 
S\lpersede<I 
~diihu1ntll 

SUpeNe<led th~ 
destro 

Retal11 1111tU nit 
• • lo.ngtr 

adnrlnlsfrattvely • 
useful 

Audi 
Paaooi 

El~--• 

Sec. 

Paper/ 
Electronic 

Paper/ 
Electronic 

P11per/ 
Eiectro~ic 

Paper/ 
Electronic 

Paper/ 
Electronic 

Paper/ 
~lectrollic 

Pa11er/ 
, EtectroiU~ 

Paper/., 
Eli!ctronic 

Paper/ 
EtecfronJc 

[£1'/ 

□ 

□ 

□ 

□ 

D 

D 

0 

SAO-/LGRP0 RC-2 (Part l 8t 2), Revised August 2014 



. NOTES 

Records omitted from the RC~2 for the Archives, ~ated 12-3-199'7, 

' · 

97-2 Accessions Slips·subsumed un.derAccessionsDocwnents, 2016-2. 

97-3 Ag~ndas (Co.mpiled weekly by the Cletk ofthe J3oard;)Th~re is no longer 

AClerk of the Board under'the new fonn ofCounty Government. 

97..5 Upsucqessful.bids. Not germJ1ne to work ofArchives. 

97-8, See 2016-5 Corr~spondence, 

9&10 

97-13, See 2016-14 Financial Records 

1?, 18, 20 

&26 

97-19 R.esolttti(ms R;eference l~to tecords undetthe ~egi~ Qfthe Clerkof 

Ofthe Bo~d; an office no obsolete. 

97:..24 time Sheets. Time records are now created electronically under MyHR 

l 




