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Audited means: the years
éncompassed by the records

800 E. 17" Avenue have b '
Columbus, Ohlo 43211-2497 Audit een audited by the
or of State and the
Section E: Records Retention Schedule audit report has been
Cuyahioga County Department of Public Works Highway Design l'eleas‘ad pursuant to
Sec.117.26 O.R.C.
(local government sntity) (nity o
) @ RE) @)
Schedule Record Title and Description Retention Medla
Number o : Period Type
. Retain
2013-1 Bid Tabulations Permanently | Paper
. , '} Retain ‘ ;
2013-2 Bid Tabulations Permanently | Electronic’
_. Reainis |
2013-3 Design Plan Review Sets || years after: | Paper
| completion
of-projéct
then destréy
' . Retain‘until-
2013-4 Design Manuals and Specifications updated, Paper
: then retain
.one (1) copy
permanently
o _ Retain
2013-5 Design Manugls and Speeifications | Permanently | Elgctronic
- — Retain three
2013-6 Employea Records: (3) years
‘ : L then
Coples of time Sheets, Sign in/Sign Out Sheets, | destroy,
Coples of Leava Forms || provided
' v .| audited Paper
Copies of Performance Evaluations 1 Retain until
. : émployee
Original Permanent Employee Records are leaves
maintained by the Human Resources’ { Department '
Deparimiént. | then.destroy
' -Retain One
2018-7 Flood Insurance Studies frorn FEMA (1) copy ' Papor
permanently
Retain One
2013-8 Half Size (11" X 17") Record Plans for (1) copy’ Paper
completed projects permanently
Pérpetual Agreemerits with utllitles, railroads, Retain
20139 municipalities and other agencies permanently | Paper
Retain One
1 2013-10 Project Design Calculations, Hydraulic Analysis, | (1) copy Paper
Shop Drawings and Solils Reports’ permanently

SAQ/LGRP-RC2-{Insl.) Revised February 2012



Ohio Historical Society
State Archives of Ohlo
Local Government Records Program

80D E. 17" Avenue
Columbus, Ohlo 43211-2497

Section E: Records Retention Schedule
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Permanently

Cuyahoga County Department of Public Works Highway Design
{looal government éntity) {unit).
4}) ' o f2) ) 4
Schedule | Record Tiile and Description Retention Media
Number L c Period Type.
2013-11 Pro;ect Design Calculations, Hydraulic Analysls . {-Retain Electronic
Shop Drawings and Soils Reports Permanently
Proje¢t File: including correspondence, revlew
2013-12 | comments, digposition of comments, copies of | Retain Papér
: legislation, utility correspondence and reports Permansntly
from consuitants.
Project File: including correspondance, review
2013-13 ° | comments, dispogition of comments, coples of | Retain Elsctronic
- | legislation, utility correspondence and reports Permanently
from consultants.
2013-14 | Record Plans for completed projects | Retain Paper
‘ ‘ . Permanently
2013-15 Record Plans for completed profects Retain Electronic:.
. Permanently
2013-16 Standard Construction Drawings Retainuntil | Paper
|- updated '
| then retain
one-(1) copy
Permanently
2013-17 Standard Construction. Drawings -Retain Electronic:
Permanently
Retain untit
. 2013-18 Technical Bulletins, Design Guides and updated Paper
References then'retain
one: (1) copy
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