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Section E: RECORDS RETENTION SCHEDULE (RC-2) - Part2

Schedule
- Numbier

. (@) :
Record Title and Description

. 8)
Retentlon Perlod

(4)
Media Type

years after expiration;

ADM-1 | Agreements / Contracts appraise for !’a,pgr;_n}d O
. ; AR ‘ Electronic.
administrative value
e g Retain 1 copy Paper and/or |
ADM-2 | Annual Budgets - Internal petmanently Elctronic O
i ' o s S Eal Paper and/or ;
ADM 3 Annual Budget Preparation Documents 2years ' Electrorile I:I |
ADM-4 | Annual Equipment Inventory 5 years: Electronic O
ADM-5 | Annual Reports — District publishied etk copy Paper v
i e permanently _
ADM-6 | Appointment Calendars 3 years Paper, if used O
ADM-7? | Bidding Documentation
s = _ ] 3 years, attach to -
Al_ Info_r mél bids and quotes _ . purchase documentation Paper O
B) Bid_ Forms - Requests for Bids, Proposals and 5 years. Appraise for Paper and 0
Qualifications; bid tally sheets and evaluations administrative value Electronic. o
T TN LA 3 years after letting of
C) Vendor Proposals and Bids ~ unsuccessful sl Paper i
T oo | Paperandfor '
D) Vendor Proposals and Bids ‘sruc_c,es,s,ful incorporate Inta contract Electronle D
ADM:8 | Correspondence / Communications O
{A)'Gene.[a! -.--ir_\'ciudgs_"jntgrnal' énd external
correspondence, the content of which is: fiar Paper and/or
Informative aid does not'reflect any other typé of | - year Electronic
record - ;
(S) B_outlln'e/T ransitory - lm:i'udn'_gig_I ii_ntfernalr,:and Until no fonger of Paper and/o
external text messages, volcemall, Informal notes; | ;gministrative value Electronilc
and dacument drafts : ;
(C}Unsolicited Correspondence —such as sales - Paper and/or
| materials, publications, solicitations, newsletters Delete:stwill Electronic O
| o, n Until superseded, Paper and/or
ADM-9. | Directorles - Mailing Lists - Rosters olsinlte o feglasod by ]
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Section E: RECORDS RETENTION SCHEDULE (RC-2) - Part 2

Schedule 2) @) @
Number Record Title and Description Retention Period Media Type
ADM-10 | Employee Expense Reports - internal 3years Paper O
e, e . i Paper and/or
ADM-11 ,E_qu.lpmgnt Leases 5 years after expiration Electronic [:]
ADM-12 | Equipment and Vehicle Maintenance Records Life of the equipment Paper O
ADM-13 | Financial Records - Internal 3 years Paper D
A) Accounts recéivable and accounts payable, e |
involces; receipts, vouchers, FAMIS reports 3 years Féer D
B) Appropriation adjustments and transfers 13 years Paper E]
e P s Paper and
CJ Monthly finaricial statements 3 years Eleétronic |
D) Pay-ins to treasury 3years Paper l:]
| EJ Petty cash records 3 years Paper O
F) Purchase ordérs[ requisitions 3years Paper ]
G) Receipts - tompost supplies sales 3 years Paper O
ADM-14 | Facilit }6fﬁce Plans and Draﬁ;ln s Untlkno longer.of Paperand/ar O
: ey LAANRRRS RIRRING: administrative value Electronic:
ADM:15 Generatich Fe_'e_'Réports Retain 1 copy Paper and/or u
~ 7" | Internal log of fee revenues and disposal tonhages | permanently Electronic v
ADM-16 | Grants - District as applicant 2 years ' Electronic |
A) Applications - unsuccessful 2years Electranic ]
B) Applications- successful Maintaln as required by _' Paper and 0
Application, reports; financial documentation grant or 7 years Electronic
' " ) Paper and/or
-ADM-17 | Legal Notices > years Electronic O
e e 15 years; appraise for Paper and/or :
ADM-18 | Legal Opinions administrative value Electronic N
L 5-years after case closed Paper and/or
ADM-19 | Litigation Records and appeals exhauste d Electronic |:|
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of

Schedule e N @
Number ‘Recard Title and Description Retentlon Perlod Media Type
_ b \ Until no longer of :
ADM-20 . Mali- Unsolicited | adrministr afi’\re.valge Papgr ‘ .
dar | ERT ) Uniil'sup‘e_rs’eded;: Paper and/or "
ADM-21 rl\rnar?uals Handbooks - Procedures . obsolete, ar replaced Elactronic EI 1
ADM-20 Memberships = Professional Associations Until.no longer of Paper and/or ; D
Records of staff involvement with: assoclatlons | admiinistrative valye Eléctronic :
# Phone Call Records e e
ADM-23 staff logs of calls recelved 2Zyears : Papgr
. Photos, Videos Until no langer of bt '
. i | Documenting staff activities administrative value Mbed tedis =
Pubiicatmns/ Reference Materials Until superseded
ADM-25 | Trade magazines, fact sheets, guldarice; | qbsole,te‘o,r no.longerof | Paper I:]
docamenits and manuals used by staff | adriinistrative value
43 g e . B _ Paper and/or '
ADM-26 PubHcRecorq!s;Re_quests | Zyears Electronic O
ADM-27 | Records Retention and Disposition Forms Permanent Paper O

- Board Meetings Tl Paper and M
BR-1 - Agendas, meeting minutes, board packets REHaRen: Electronic. :

i scaleliacs el el b orse ) 15 years; appralse for . Paper-and/or -
BD-2 ,B:nar,d Memoran_d.ums / Cofrespondence administrative value Hettranic ] J
BD-3 Board Resolutions Permanent FAneE a_npf/ or @/

_ . Electronic _

: ' i - Until superseded, Paper and
BD-4 = | Compensation Policies obsolete, or re place d | Electronic D
: T Untlisuperseded, | Paperand .
il PRSIEE Ry LANS obsolete, or replaced Electronic: O
BD-6 Recordings of Board of Directors Meetings Retaln 1 year’ Eléctronic . D

o e 7 6 years providing no '
HR-1 Accident I!-1]u‘r-y. Reports ackonpending Eaper D
" S , Place i employee's " ;
HR-2 Agpplications/ Resumes zsu.ccessful_ dersonhel fle Paper O

i o |t e e st Paper-and/or
HR-3 Applicatioris / Resumas - unsticcessful 6 years Blectronl O

Cuyahoga Counity Solid Waste District Record Retention Schedule
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Section E: RECORDS RETENTION SCHEDULE (RC-2) - Part 2

Schedule (2) 7 @) @
Number Record Title and Description Retention Perlod Media Type
HR-4 | Continuing Education Certifications Place In personnelfile Paper
: Turn in'upon resignation, | .
HR-5 ’ 5 +
HR-5 Employee ID's termination af fapiaced. Paper O
HR-6 Employee Evaluations Place in personnel file Paper I____]
Employee Payroll and Benfits Files —
| District maintalns convenience-coples of deare slier sl biar andilar
HR-7 attendance records and sign in sheets. Origlnals te\:minatesj deive Etézt'ro}iic -' O
of records pertalning to benefits, payroll and PERS | " ; -
are maintained by County's HR department.
Employee Personnel Flles / Records ‘ _
i Examples include applications, certificatiors; 5 years after employee Paser 0
' evaluations, proniotioh documentation, terminates B
references; recognitions, personnel action forms. .
’ A P s s Paper and
HR-9 _Job Descriptions Un;l]__sup_er__ge__d_ed Eléctronic D
- ; : Untll io longer of Papet and/or 5
ey : YRR administrative value electrontc O
HR-11 Notices to Employees —Bulletins and Posters Until superseded Paper O
y T T ot o S s | Paper and :
HR-12 Personnel Policles and Procedures Manual L.lnﬂl su_per.seded Electronic _ |:|
L gt st a1 At ; Paperand
HR_ 13 Ta_ble._Qf.Org_a_mz_ati_on Until supersede§ Electronlc D
HR-14 Waorkers’ Compensation Claims 10 years after last activity | Paper 1

5 years. Appraise fo

Paperand/or

e Pada ed_'i:té_prqmp_te District services historical value ' Electronic O
W |1 eiton O
W ' flcs)gflc:?:oi\::::aa;?étri'ct recycling collectlons 10 e ‘ j :g;:rr:;;:lor O
SW-4 gg;::g;:]s:::dr f ;:EZS;‘ER;g ::si F:l%fum,énfs 5 Years | Paper !
SW-5 Emergency Management Plans Until superseded Paper and/or O

Electronic

Cuyahioga County Solid Waste District Record Refention Schedule
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Schedule

chedul P e (3 )
Number Record Title and Description Retentlon Period Medla Type

Educational Materials-

ijntii__sﬁpers‘édéd,

Paper and/or

Electronic

SW-6 MateFials cfeated and used by staff Inchides obsolete or no longerof | . 0 O
el R e e ST Elactronic. s
Master Recycler course materials administrative value,
Health Department Reports it Paper and/or '
W7 | Quarterly Reports, anihual surveys, ete: 15 yeas Electronic: U
< Landfill Disposal Reports ' Retaln 1 copy Paper and/or O
> | Annual Internal log of disposal tonnages permanently Electronic
Legistative Records . . oo | Paperand/or |
S Legistative reviews, comments, analyses, efc. Current plus 15 yedrs Electrontc: D
A F- o Sl el 15 years; appraise for Paperand/or —
SW-10 Ohio EPA Annual District Reports a dtieteative value I_E‘Iectronicr D '
i 7 Untll superseded,; | paserindlor _
SW-11 | Ohio EPA Guldance Docunients obsolete or niv lopgerof | oro a0/ d O
STo it L electronic :
administrative value. , : .
s . . Y= 15 years; appralse for Paper-and/or
SW-12 | Ohio EPA Quarterly Fee Reports | el alve vk Elctronic O
S-S Program Flles and TracKing Sheets | 10 years or no longer of Paper and/or ]
P Document District programs and performance administrative value Electronic
SwW-14 Master Recycler Volunteer Records
A) Background Checks 10 years Paper O
B) Volunteer hout records 3 years Electronic: |:I
Municipal Waste Contracts and Bid Documents A Paper and/for
s Includes consortium documents 2% ey Electronic O
Municipal Program Records S T e
SW-16 | Coples.of brochures, news cligpings, etc, that | L2 ¥e2rs; appraisefor | Paper and/or O
Lol A : . hiistorical value Electronic: ; "
document municipal waste and recycling services S N
- G e s S 10.years; appraise for Paperand/or h 7
SW-17 News Clippings = Disttict related _ historical value | Etectronic
ow.ag | Outreach Records~Media Syears.Appralsefor | Paperand/or O
B Press releases, social media posts, etc. administrative value Electronle -
., € o untll supersededor |
SWHR Widps obsoleté. Retaln one copy Paper IB/ _
G Policy Committée Meetings- 5 Papér and/or
SW-20 A_gendas_, mlnutes.and__repods_ 10years 7 Electronic D
SW-21 Publications / Brochures: ~created by the District Unt] sugersedad or PARE.drid D

obsolete. Retain one.copy |
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of _

historical value

“Schedule - e 0l @
Number . Record Title and Description Retention Period Media Type
?SW-Z'Z Solld Waste Data ' : 15 jii;eéir_'s'_; Appr.ajéé for Paper and[or
‘ Includes survey data, waste flow data, etc: administrative value Electronle ,
: Research Files VVVU'nt'iI o Id"{ i 6? ' Paper and/or
SW-23 industry information, best practices, Iegls[atlve 'a dﬁiniéira‘tigv 5 véiue Electronic
Infofmation, programs, ete. et i
A VRS alr uslseinis Tt Until no longer of L Sl
SW 2{ Speeches / PowerPomF Presentations adnifistrative vaiue Elg{;,tron_t_c
-sw-is Solid Waste Plan and Plan Updates ‘Retain 1 copy Paper and
RSN Ratifled and Approved by Ofiio EPA -permanentlv Electronic
' : Retain until Pian s =
5W-36 Solid Wasté Plan Drafts and Working Fileés ratified and approved by Paper andfor
Electronic
Ohio EPA
SW-27 Solid-Waste Facility Information 15 Years. Appratse for Paper
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