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Section A: Local Government Unit

,C,uyLahoga County Department of Public Works

(local government orrtto) %

^?x /JftPfMV* Brian S' krfscoJI. F*-5-

(signature of responsible official) t (name)

Section B: Records Commission

Cuyaho^a County Records Commission ' ;

Records Commiaslon

29d5 Franklin Blvd. . Cleyelan^OH

(address) .(pity)

To have this form returned to the Records Commission electronically, include

Highway Design

^Mjilt) t

Chief S0o$of> Engineer

(title)

216-443-75GO

(telephone number)

(/ip.Qode)

June 5, 201 3

(date)

•

Cyyahoga_

(cpunty)

I hereby CQrtify that our records comirnisslon. rhet III an ope^
listed on this form and any continuation sheets. I further certify that pur: commlsaipn yvll.l make every effort to prevent these records
serlgsfrom tpelng destroyed, transfarred, or'otherwise disposed of in violation ot those schedules arid that no reco^
disposed of which pertains to any pending legal case, claim, action or'.request. Thisaction is reflected in the miiiutes kept bythfs
commission: ' ' ' ; >
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Section C:Ohfp Historical Society -State Archivesection C:Ohfp Historica

.-. Title

Ion D; Auditor of State

Signature

PteaaoNoto: The Stato Archives r&tains RG-2 forms permanently.
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Section E: Records Retention Schedule 

Cuyahoga County Department of Public Works Highway Design 

(tintt) 

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

Retain 
2013-1 Bid Tabulations Permanently Paper 

Retain 
2013-2 Bid Tabulations Permanently . Electronic 

Retain 15 
2013-3 Design Plan Review Sets years after Paper 

completion 
of project 
then destroy 
Retain until 

2013-4 Design Manuals and Specifications updated, Paper 
then retain 
one (1) copy 
permanently 
Retain 

2013-5 Design Manuals and Specifications Permanently Electronic 

Retain three 
2013-6 Employee Records: (3) years 

then 
Copies of time Sheets, Sign In/Sign Out Sheets, destroy, 
Copies of Leave Forms provided 

audited Paper 

Copies of Performance Evaluations Retain until 
employee 

Original Permanent Employee Records are leaves 
maintained by the Human Resources Department 
Department- then destroy 

Retain One 
2013-7 Flood Insurance Studies from FEMA (i) copy Paper 

permanently 
Retain One 

2013-8 Half Size (1 1" X 17") Record Plans for (Ijcopy Paper 
completed projects permanently 
Perpetual Agreements with utilities, railroads, Retain 

2013-9 municipalities and other agencies permanently Paper 

Retain One 
2013-10 Project Design Calculations, Hydraulic Analysis, (1)eopy Paper 

Shop Drawings and Soils Reports permanently 
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Audited means: the years 
encompassed by the records 
nave been audited by the 
Auditor of State and the 
audit report has been 
released pursuant to 
Sec.117.260.R.C. 

(6) (8) 
For use by RC-3 
Awtft^ot Required
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Section E: Records Retention Schedule 

Cuyahoga County Department of Public Works Highway Design 

(local government entity) (unit) 

(1) (2) 0) (4) (S) 
J6>Schedule Record Tltte and Description Retention Media For̂ UWiby jfo? 

Number Period Type 

2013-11 Project Design Calculations, Hydraulic Analysis, Retain Electronic >"r S * 
. I, ',

Shop Drawings and Soils Reports : Permanently ' . &vKy» ,rW^" 1 1Project File: including correspondence, review 
1 ,̂ 'iiV ' I ^ i /2013-12 commehts, disposition of comments, copies, of Retain Paper 

legislation, utility correspondence and reports Permanently V,«f rirji!1"* V '*/ 
from consultants. t L < 1 . . ), 

Project File: including correspondence, review '  r/'- ^ 15 1 v> ^ ,2013-13 comments, disposition of comments, copies of Retain Electronic 
legislation, utility correspondence and reports Permanently "*i ^*t>' JS j * 
from consultants. bn ti.lyii'j L*Ai.Jj / 

2013-14 Record Plans for completed projects Retain Paper 
iPermanently .fe. .t . i,. 
» 

2013-15 Record Plans for completed projects Retain Electronic fc ̂ *«H*t(^* ̂f * i.Ld 

Permanently ^ 
•, J ,'" '"! 

2013-16 Standard Construction Drawings Retain until Paper ' ' M ,̂lS 
i '"' tupdated 

then retain *&*<> M 
one (1) copy M > Ir v4 * 
Permanently 

2013-17 Standard Construction Drawings Retain Electronic 1 !• 

Permanently at 
Retain until i 

2013-18 Technical Bulletins, Design Guides and updated Paper i ! ) 

References then retain 
one (1) copy D 
Permanently 
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