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HISTORY

CONNECTION
RECORDS RETENTION SCHEDULE (RC-2)- Part 1

-See instructions before completing this foris, Must bé submitted with PART 2

Section At Local Government Unit

Cuyahoga County-Public Works Archives

{local government entry) . | {unit)

N LS %( Cl,sz.wL } Judith G. Cetina, PhD, ' Archivist June I ;201‘6_1
éxgna_t_ure of respongible officialy (nare) (title) (date)

Section B: Records Commission

Cuyahoga Couaty

(telephorie number)
2905 Franklin Blvd. Clevetand, OH 44118 Cuyahoga
(address) (city} -(zip code) (county)

To.have this form returned to the Records Commission electronically, include an email address:

Thereby certify that our records conimission:met in an.open meeting, as required by Section 121,22 ORC, and approved the
scheduleslisted on this form and any continuation sheets. I further certify that our commission will make every effort to prevent
these reeords series from being destroyed, transferred, or atherwise disposed.of i violation of these schedules and that no record
will be knowingly disposed of which pertains to any pending legal case, claim; actiont or request. This action is reflected in the
minutes kept by this commission.

g e WY B Ohiia - V- 2010

‘Records Commission Chair Sighature Date

Section C: Ohio History Connection - State Archives

y [ ¢ i Qs N lGvst L/ R

Signature Title: Date

Section D: Auditor of State

WM b M Ecords Moqé—— 6 - 2)- /b

ngnature Title: . Date
Please Notex The State Archives retains RC-2 forms permanemly Ivis strongly recornmended that the Recards Commission
rétain a permanetit copy of this forir

SAO-/LGRP- RC-2 (Patt | & 2), Revised August 2014 /e
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See instructions béfore completing this form.
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Section E: RECORDS RETENTION SCHEDULE (RC-2) - Part 2

Cuyahoega County

(local government entity)

Public Works-Archives

(unit)

(@
Schedule.
Number

@

Record Title and Description

3
Retention
Period

@
Media
Type

2016-1

Accessions Log

Retain
Permoneitly

Paper/
Electronic

20162

Accessions Documents (includes record
pick up orders, work orders, ete.)

" Retain
Permanently

Paper/:
Electronic

2016-3

Budget Preparation Documents
(Working Papers)

‘Retﬁn two
years, then
destroy

‘Pa.q'perl“
Electromnic

2016-4

Card Catalog to Micrefilm Holdings

Retain
Permanently

Paper

2016-5

- Correspondence (per RC-2-County
Executive, 2012-1, approved 8-15-2012)

Retain one
yesr, then
destroy

Paper/
Electronic

20166

Costing Sheets (Office Copies; originals
sent to Public Works)

Retain one
year, then

destroy

" ” Pqurf
Electronic

2016-7

Cost Bills

Retain until

‘-payment is

" received.

Paper

2016-8

Daily Sign In and Out Sheets

- Retainone |
year, then

destroy

Paper

|

2016-9

Delivery StipsiPacking Slips

‘ Retain.antil no

Tongerof
smisistrative
_value.

Paper

2016-10

Desk/Appointment Caléndars

Retain three
manths after
the end of

. the calendar

year.

Paper

2016-11

Disaster Plans

Retain until
updated or
‘superseded

Paper/
Electronic:

2016-12

Employee Evaluations-Office Copies
Originals sent fo Human Resources

" .Refain threé

years thien:
destroy

Paper/ .

Electronic

2016-13

Employment Applications/Resumes-

Unsuccessful-Not Hired

" Retain six

‘years, then
destroy

Paper/
Electronic

SAOQ-/LGRP- RC-2 (Part: 1 & 2), Revised August 2014
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Section E: RECORDS RETENTION SCHEDULE (RC-2) - Part 2

See instructions before completing thisform.

Cuyahoga County

Public Works-Archives

messages, veicemail, telephone messages,
or drafts of documents

(logal governiment-entity) (unit)
N @ & @)
Schedule Record Title and Description Retention Media
Number Perjod Type-
o " Auditeds i
| Financial Records (includes Invoices, | Retainthree | Pagertopmnassed m ibe mccrds
2016-14 | Pay-Ins, Purchase Orders, Requisitions, pie;gi . Elecranie | oon auditeld bilihe
Revenue Receipts, Vouchers audited Auditor of State qnd the
201615 Finding Aids (Indexes, Series N _Papentit teport has fheen
Descriptions) Permanently | 1€ d pursuant to
Sec. 117.26 O.R.C. i+
Loan Forms/Loan Agreements Retoin sl | Paper/
2016-16 ' retumedand | EfeCETORIE
then destroy
Mail (Unsolicited) or communications | Refanuntiino | Paper/
- 2016-17 ‘sent from other ageneies, outside. adminiteative | Electronic
institutions, commercial entities or “:‘;‘e':;r‘:?‘?
individuals for informational purposes "
- 2016-18 - Phone and Mail Request Logs Retain Paper/
Permanently | Electronic D
- 2016-19 Professional Association Records R‘ﬁ‘;‘ “;1“; no | Paper/ ,
(Archival, Records Management, adminstrative | Electronic O
Preservation) valie
2016-20 Record Retention and Disposition _ Retain- | Paper/
A ‘Documents - Permanently | Electronic O
2016-21 Research Records (Notes, copies of pages Untilno Paper/ »
| or entries from books, websites, indexes mﬁfgﬁ,&, Electronic O
or inventories gathered in response to fiscal or legal
research requests: s
201622 Service Requests (Communications el e
requesting assistance from Information | saministeaive 1
. Tech_,m]o‘gy value »
2016-23 “Shelf List Refalvuntl | Paper/ L
arvosedn | Electronie
2016-24 Specifications Retainuntl | Paper/
supetseded thest | Fiectronic 0]
2016-25 Transient correspondence (Per RC-2 Re'“‘]‘.;‘ﬁ“?:“ no | Paper/ N
County Executive, 2012-2, approved 8 | aaminstativey | o ONC 1
15-2012) Includes tést messages, instant useful

SAO-/LGRP-RC-2 (Part | & 2), Revised August 2014



- NOTES
Records omitted from the RC-2 for the Archives, dated 12-3-1997.

97-2  Accessions Sﬁl%ps--Subsume'd under Accessions Documents, 2016-2. )
97-3  Agendas (Compiled weekly by the Clerk of the Board) There is no longer

A Clerk of the Board under'the fiew form of County Government.
97-5  Unsuccessful bids. Not germane to work of Archives,

97-8,  See2016-5 Correspondence
9 &10

97-13, See2016-14 Financial Records
17, 18,20
- &26

97-19  Resolutions Reference isto records under the aegis of the Clerk of
Of the Board; an office no obsolete,

9724 Time Sheets. Time recotds are now created electronically under MyHR





