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'S~lton A: tocalGover1'ment l'.ti:ui 

Cl!'.l~al govemrnel\! efility) (uiiiJ) 

.~r-:~c/Wl .Execuiive Director 

(JjJle) (da:i~) 

Sectfon JJ:Reeords Commission 

Records Commfsslon 
(telephone number) 

4.-J..t r -

Iher1:by:~ert1fy t!ia~ ourr~cords cotnmission metin anopen meetin_g, as required by Sectfon r2L22 ORC, Mlapproved the 
sc.hedu.les:listed on ibis.(Q.rm, and,,any coo;inua.Hql\.$~e.eis, t I\Jtl~~rctiift,yjJja\.Q~r ~061!\iisii!in..will m.ake ev~_ry~Jfo,i:t tc'>_pi'.evenl 
thr~frecq(4s:,te[_l~~'fnim:~~in;g ~tsgoYe,ilift~~ffe.rj'¢;dI 6.(~Jh:s(.Wf§~)IJ~po~~ qf111;·~iolaikm 0(!~~s.e;~hp~p,~;'.a.n~ tlfat n~ r¢cQid 
w1ILbe: knowmgly disposed.ofwhich pectams to. any pendtng leg~! ~se;.cla1m, ac119n or request. This action 1neflected 1n the 
1J1hit1\e.~kep(Qs,ih.is wiu.mis.~.iQll, • - • -• ,. • • • 

•ecords Commission Chait Siinature Date 

S~~t,l~tt C.:.<>~io,ffi}tQtYC<!n,n,4,tion -·Stat¢-Archly~ 

·, .£___ L?~ 'o) ( ~ :,,,,;::-,,fl~"'-c/i R~cd t_l, Arc.k:1,/.:5./- L.f/,2.l//i? 

Please Note: Tlie State-Atch /lies/et{li11s,RC•2f 01'111~perii/:at1e1/lly.-II.ifs_ttohglyree-011,11n;11dell·that/lie Jlecord('Co1h_11iissio11 
retaina-p·em1a1ie11t copy_ ofthisfonn: ' 

SAQ-/LQRP-RC-.2 (Part 1& i),Re.Vi§~d Augo:~t20i4 

https://kep(Qs,ih.is
https://disposed.of
https://6.(~Jh:s(.Wf


_Page__. _ .of_· _ 

$theifule 
Nu~t;er 

(2} 
~ecQr.d Tl~)~ an~ o·escriptlon . 

At>M~3 Annual Bud&et Prepara'tlon ·oocuments 

ADM,4 An.nu.af.Equlpme.nt:fnveritory 

ADM-6 Appolnlr,e:nt Calei:idars 

AoM-1 

APM-9 

Blddin_gdocumentation 

A} [nforn:i~I biQs and quotes 

BJ iji~ _Fo.c,ns-' R,etiues(s for Bid~,J>roposals and 
Qua!lfl{~tlqns; ~Ld t~JJY-..$.~e~ts;~:n~ ~v~iu~t!'dr,is 

:Correspondence/ Communlcatlons 

lA,)(3erwr.a.l-,'.fn:clufes:l~tetnar and external 
·co{re~~pnije~c~, th~ t<>.~ieht dfw~lch. is, 
Jnformative'.a:oaa6e.s Mfi'We¢t·arw ot.be.r Mte of 
.record' , 

(B}: Routfne/tra11sitory - lndudfng internal.and 
~x,te,r,n_<!I te~l !lie.s~c1ge~, ~oJ~!?m~)l. (o.f9..rm~i f1C:>tes1, 
·aoctdocu·ment drafts • 

(C)-UnsoUc\ted .Correspondenc.e-·such as.sale~ 
n'!ater!\lls, publl_ca~tqr1$,.so!lcltation_s1 ne\Vsletters 

Otrectpr(es •M.aliJng List$ • R_Ci_stets 

... ' J~1 .. 
Retention 'Perla~ 

ave.~:s'"ffei'~~iW.aJ!o'O; 
•appraise for; '•· 
·ai{roloisfr~th,'.e value. 

··~et.Jfn i.cop_y 
p~t.inane!'ltly. 

5 years, 

Refaln 1 copy 
P..~r.m.~ne;nt_ly. 

3 year~; attac.h tQ 
purchase docuroerifatlon 

s·year:s. Appralstlqr 
a~m!nJ*a{lve value 

3rears after lettfng of 
COfWiltt 

111c·on,ot·ate fn.td:co11trad' 

(year 

Vntll r.w ldng~r. of 
·adinl.nlstratlve value 

Pelete·atwllf 

Until super.sede.d( 
o~s1>lefe1 or replaced 

(4) 
M~cuarvi>.e 

P~P-er- c!nd 
E{e.c'tronic. 

eap.~r ~nd/or •• 
· Eiect(oni~ 

P.~P~( ~fid/dr· 
•~lectf<irt.lc 

Eleritronlt 

Paper 

i>aper, ff used 

P.~pe,r 

-Paper and 
Hectronfc 

'Paper· 

Paper and/or 
El~cl.(qnfc: 

Paper and/or 
~l~c~ro11lc 

P~P..!!r a.nd/or 
Ele.ctrontc 

Paper ~n~/or 
Elec.tronlc 

P~~~cand/or 
Elecfronio 

: □ 

□ 

0 

□ 

- □ 

0 

Cl 

□ 

□ 

0 

Cuyahoga County Sol1ci Waste DistrictRecord Retentidn Schedule 
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... .. 
s.~he~µt~ : 
Numbet 

{2)' 
Recorct title.ah~ DescrlpU~r'i 

' 

(3) 
Re~e_n~J~:11)erJ9d· 

(4) 
Mediafype· 

; V ~:~}~ 

'}.~,'~-Wi' 
it"'-<>··
it1'li 
,] , 

11·t111]:,;)/· e~-~. -;;ji:· ,.. ,. ,a1·i ·t ,-it111}~tta.· • "p·· i-:~:.' 
;"'..J')'~ l. r o 1 -~~~ 

r; '~ilJq
~~f: 
'~} 

.. ~~;;~ 

Ci·AoM.io Employee Expense Reports - internal 
-

3·years P.apet 
. . 

ADM·1~ 

.... 

Jqt/lP.ment Leases syears after e~pli'atlon R~PerM~/qr 
Electronle: □ 

AQM-12 liqµlpment and·vehtd~ _fy'lafnt!!~ap_c.e ~ecor~s Ufe.<ltheequlpment Paper. □ 

ADM-13 FinanclalRecords - Internal ,3 years •Paper D 
Al Accounts receivable and ,ccQui'lb pa'yab!e, 
J~votc.es, r~ceipts, vouchers; FAMIS:reports 

3 y-ears· P~per tJ 

EH Appr9p'rr~tiort ~djusJments and transfers 3 years Paper [j 

~} M1l.nthiy fl~<i_rtclal.~tc1te.me;nts 3years raperand 
Electronic □ 

-
Pl P.c1y-lns tq veas.vrv. 3 yeac~ Paper □ 

El Petty cash records ~-ve~r.s. .PapE:r tJ 

FfPurchase orders/ requisitions ~ye"ars Paper o· 
G) _R_ec.~ipr~ - tomposbupplies sa·les- . . . , 

.. 
3years Pap~r □ 

ADM~14 F~cJllty/Offlt.e. ~far.is. a.nd. D~awings 
.. 

Until no longer.of-
a'drillills_trative' \lalue 

Pape( and/or 
Ele.ctrorifc; □ 

AOM~lS 

~ 

~er'iE;ifatlcfn fee R.ep9rts 
.internal l9g oflee r.e\ie'!Yt.ies .aM cjl$P.QS~.IJ.oon·age~ 

Retain 1:co_py 
p·e@anendv 

Pap.er ai:lp/Qr 
Efectrorilc □. 

ADM~iii Gran'ts - District as applicant 2Yea.rs •Electronic Cl 

A) Appllcatfons• unsuccessful _2years· El_~ctrorilc □-

B,}App,Usaflons- successfur 
.Applic.~tlQ1\(eportsJffnanct.al _docul'.!'entiltion 

Matn(atn aue:~Ulr.ed by-
.~rant or 1. year.s 

paper ~!i~ 
Electron.le □ 

· ADM-17 Le_gal _Noti<:es. syears P..ap.er an,d/ 9.r 
Electronic 

,.. 

□ 

ADM-18 Legal Opinlc~M 
1~ y~arsrappralse for 
a.~l!)ln_1svativ~ va[ue.. 

Paper and/or 
Electropfc- CJ 

ADM-19 litigation Records S\1E!~rs a~er ~a:se closed 
hd •• ... I •• • ·I\. " da . i!Ppea s~~ ~.\l~~e.. 

P_aper and/or 
El~ctrcm!t □ 

Cuyahoga Count)' Solid Waste-District Record Retentiort S.chedule 



Schedule 
N.umller 

en 
tteJo\'d Title a.nd Pesctlptlon 

ADM-2Q Mail-Onsollcited 

ADMs21 Manuals - Handbooks •·Procedures 

APM-24 

At>M-25 

At>M-26 

PhQtos; \!iqeps, 
_D9cumentlng,sta"ff activlfies 
p'u61ications / Refer~nce Materials 
Tra·~~ tnagaJi.iies, tac~ s\fe.et~,;guldance: 
d.o"c.iirn-entf!fnd,itiah!lal~ used b' $faff-

Publlc.Records Reguests 

ADM;-27 - Re.cc,rds Ret'entlo!l and Oispositl?n: For°'s 

80-t -~~~r..4:Mi!e.Uns$ 
-Akendas,tneetlng minutes, board pai;~ets' 

ao-3 Board Resolutions 

compensation·Pol1cies 

BD-5 PistrlcrBy-Law·s-

ra1 
Ret¢1ltlortP~rlQ:d 

untllnolonge(6f 
admlrilsfrativevafoe 

l.intffsupers·ecledi• 
o~s9Jet~,-6r r~p[~~~d_ 

PntlJ:~otanger·•t 
adrnlrjls~r~tlv~ va_l1Je: 

. . . . . 

Until l:iQ lci.liger of 
atlmrnlstrafive v11lue 
Ontlls1,rnemi~ed; 
.Qtfsol~,t~:or_n~ ibnger 9.f 

- adi'iifrli$.tlatl\i,eV~lue 

,(years 

15 y~ai'sf~P.Ptalse·for 
adrnlrilWatlve vaf'ua 

·permanent 

l:intifsQperseded; 
. ' g~S.Q.l~t¢;6pegfo_ceg 

Ot1tii SQP.¢rsede:~;.••• 
~l;i~9l¢.te; g!JepJ;i.~e-~ 

(4) 
l'Jledla TVpi! 

Paper 

Papera·nd/or 
¢(~ctfQi)jc 

h .P~.r a.n~d/or 
Jl~ctrt>n!C 

Mlxed Media 

Pap.er and/or 
Electronle' 

Pap~r and/or · 
Etedr,onic· 

Paper-and/or 
Efedronlc-. :~·••'• . 

Pap·erand 
Eiec·uonk-· .. ,., . • • _._ .... 

P~l?etand. 
tlecViWJ¢ 

□ 

□ 

p 

!J 

□ 

□ 

0 

□ 

[] 

Accident- Injury Report's - Paper tl 

Appilcations1 Resumes·,-,.s~cce~ful 
PiaGein·em1jl~yee's 

-pe;rs_q_ntliJ(!le □ 

6years pap.Ei('.~od/.br 
61.ec_f~onlit □ 

Cuyaho&~ C.ol!iit~ Solid'.Waste DJstrfot Recotd RetentiotiSchedufe 
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Sched:ute • 
Number 

HR-4 

HR-'! 

HR-9 

HiHO 

HR-14 

(2)
Me~fr~T.itl~'Mij, Q~s.c~lpJlQo 

6mPk>Y~~-i>a.y(ijll ~rt~ a.eMfit~ ~lhi.... 
District malnfalns eonvenrence-.c(!pies of 
attendance records and sjg_nin·sheets: c5rl_gin~I~ 
of rec:orqs:peg~l'Jilng t<?'!>efn~fns~,P.~W<>-0 ~nd PE~S. 
are rnaintairted by cponty's. HR d_ep:artmen~. 

• • Employee Personnel Flies/ Records . 
Exampi'~s ln.du~e..apprJ~c1tlp[isi ~~·rrJtl~~!IOt\S1 

•evaIu·attons, pto.niotioh 'do~ctnne.n~atio.n, 
. refefohces;r'ecognltioh'i, p)~rsonnel action forms. 

_.Job Descriptions 

.~o_b Posting$ 

Pe{sQoo.el PQllcfes and Procedures Manual 

Workersr·compensatlon.Claims 

(3) 
:Ri!Jettlti;in 11:etl<>d 

Place In per.sonnet file 

Turn fn:upon reslgnatlol'), 
ten:r:i.ln.~tfQ"n pr r.ei>l.aced • • 

5 years arw empioye~ 
tetMIM~e'$ . 

.? Y¢~(s ~tier eriiployee 
frrmlriates 

1,;!ntil supfrseded 

Urit1I'superseded 

'Ori'tirsuperseded 

(4) 
.M~dhfType. 

Pap,er P.(l~/or 
Eledr6i1ic 

Paperancl 
_El~C,t(<inlc 

-P~perana/or 
electronic 

Paper 

Paper and 
Elecfro1Jk 

Papenmd 
Efocti'O!'ll~ 

□ 

q 

□ 

tJ 

q 

tJ 

□ 

D 

□ 

syears: fl.ppraise for ••Agv~rt1$~rt1eot~ • Paper·alld/or Dblsfofit~I value : ElectronicPiiJd..a:<l~UsM tQ p.rqm,ote .Oist~l~t~erYl~e~ 

•Ano.u.~t<:gMt~¢.t$ :CtM-p,r~i;tl~~is.~teat:ishi~t Pap.er-and:1S years
Used to~track,munldpat contracts.data Eleettonk 

CollectlQn Ev.ent 'Datil .Paper and/or10 years □Us.edto documenfDisttkt recycilng
~ 
colledior1s •El.~·ttronfc. . . . . . . . . . 

District issuedGrants,'-'.CRAG and RCG
$WA 

.ApPl!~atlM$i!.~P.:~r.i~:afl~•e?1rierr~~ ~~c~!ii.en~s . 
.Pi!i.>er artd/9r,Ernergei)ty M11nagernent glan.~ untih_uperseded 
Electronic 



Page.__..of---'-i 

s.c~ed~I!!~ (2): •(3l (4) ~t .-- ·s•!1?i~~1 : ~ -">~i\?; 

Ntimb~'r fletord i'Jtfe .and [)e~trlplfon it'etentlo'n Period MedlaTvee r. 
'· 

" 
• 
~ 

;,-.f, 

Educati9,11~I:Materials·~ . Untii st1pers~d~d, 
P.aP:e:r :aricl/Qr □~W-(1 M<ltfr;i~!~ ~t~ate{I, ~n~ M'.~P1:W ~Wflti~!.u·deJ PliSO~tE(i,(tl~ long~Jof El~ctronfcMastet Recycle(couise,materials administrative value, 

sw~1 i:!e~lfh Department R'eports - ·1svears Paper and/or 
□Q.ya,r.W(Y ~¢p~rJs,.Mtw~J~~rv~vs, et~-1 •El~WQi:llCt 

l,c!~dJil\ Qispos~t'~~Ppf ts 
.. . 

Ret~in i copy·. ea.peca.~dlgr$1H •..-,••• \ "•'•"•: • > I . : • □· 
{Hlliua.l h)tetnat log:of disposc1I tonh~~es permiin:ently Electr<1nk 

SW-Q 
Leg{stiiUve·Records; 

C.Urre.ot_l:ilUS. JS yea.is 
P.ap~r.'an.dicir Clleg(slaHve'r~vl!iws,. tQmfnents; ari<1lys~s, et_c. El~ctronlc. 

.SW-10 Ohfo EPAAnnualD7sfrfct.Reports 15:ye*si•appratse f9r 
administrative vaiue 

P:<1peraiidior [J
Electrqnk 

. Urttll ~lipr::frs~gM;, 
P,i!PElC ~br$./o.r. []SW.•1.1, dhlo.EPA Guicf nte Documents obsolete ·r:no io· ·erof,... , . ' . '' .ii ·. ........... ... '. .... •·.~ Q..... .ng . electfonlc·

admlr\Jshatlv.e·value. 

SW,12 Ohio EPA Quarterly Fee R~ports 
ifyears; appralse for. 
~qr.oJ,rjJs1r.<1~fve v11,iu~ 

Paperand/or 
(t~~troofc d 

S'tH3 
Program Files and Triick1n_g·shee1s 'i<fy~·c1.rs o.r n:Q :l~11g~r ot R~R~(~ncf}or □Po.cu.meot·otS.trJc~.·prog(arnf ~n~pe(f<lt!l\af:ICe. ~cl_niltilstr,i~tyfvc1fue Eiectr,qnlG

. . . ... 
~. ... -

$W-14 M~-~W Rf~V'~fe.r Vdlunte.e'r' ~e.t<>r(ls 
. . 

A)ac1c~~roUn~.cMcks 1Q'. •le;irs ~a·p_er [l 

13) Volunteer hou.r records 3years - Electro.nlc 0 

SW-15 
Munldpal Waste tontracts and Bid Documents 15Year:s Paper and/or 0lncJud·es consortlum.do.c.u.me-nts EJetvonJc:_. . . ..... . -~- . 

·ry,ynf~lpal P(<1sr~_nr Rec~nf;' 1$:yearsr appral~efor Raper and/at 0,SW-1§ ,◊ptes, .Qf t>rocht:it~s, ifew~ ~liPRiligs, ¢Jc; ttil!t hJstortca.t.val:cie Ete:cfronfc:d6cum·entmunleipal waste and recycling setvices: / 

sW-17 News ~ilppln.g$ "-''Dishtc\ r~l_afoc;t 
ib:years;·appraise for l>~per andtor ·.lrrhistorlcai vafue EfettfQnic•.• ·.v , ·-·- ., .. - • •, .~ •... 

sW-1s oll.tte~~t(R.eco.rd$ .;Me4\·11 .s·vea,~,)~ppr:~fae for •••paper,aotllor 
□Pt~s'S l'el~a~~~i Sot:lat·01ediiposts, eJ~. ~dmlni~tfa\iye 1,1ai1.1e El~W◊hlc; 

l!ntiJ,${1persea~ctor 
.. .. . ' 

~SYf19 M' •Pap,!fr<!PS obs.orete. Retain ori:e-copy, 

SW-20 
Policy committee Meeting$" 
A~endas! mi'nutes and reports 

:10.year~ , Paper and/or 
Eiectronk □ 

SW-21 Publications/Brochures:-'created bythe District 
Untlf supersei:led or J>aper and dobsof!it~; Reta.In one,copy E{~ctronlc 

Cuyahoga County-SoliefWaste i5istrict Record Retention Schedule 
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Sectt:on E: RECOR_DS F{ET.ENTIONrSCHSbUL,i; (Re~a) - Part 2 _ 

(4){2) ..St.M((~i~ 
Med.laType.. R.e.eor~ f(tt~ ~fl~ Q~~c;.(t~i(o!1N\'.iml1~i'-

•Paper and/or·.·is V~axtAPPrnlsi! 'for.so.ltd waste Data [jsW-22 adr:nlnl~tr.ij_thi~-((~r~te. . ~!.~9t,r9.ri)~ 
•P~p~r ~l)d/q.r • 

lnc(udes survey data, wast~ {low dat~; etc; 
Re~ea-rch Flies .lJhtll nQlonger of . Etectront.clnd.1,1$trY 1.ntonna.tion; best pr.'a~tic.es, legl$1atlve CJ•~~.m)nis\raJiy~ .v~lue _lnforrnatroo,·progra·n,t~,·etc. 

unw n<rlQ'_rjg~r 9f
Speeches /PowerP.oint Presentations adrnlnlstr:atlv,eNalUe 

SolidWaste Planand Planl.lpdates P_ap_eran:i:I.Retain1 c.opy' □sw-2s Elec\rp;ilc .:Permanently; . 

~e,tain ll_ntil,Pl.arJI~ 
RatJfied a_!1~!\PpJ.OYfd,.b.Y qh.i,o :~PA 

Paper and/or
rJ@ecf tnd ~p)>fo.ved qysolidWaste eranDJafts ana W.otk1o·gFilesSlf.M.6 ~lec.tronfo
Obfi:>.EPA 
15 Years. Appra1sefor PaperSolJdWaste FadliWInformation tiJsJqrl.c:~I v~11,1~ 

Cuyaho~a County Soli<J WasteDistri9t Recbrd E,etention Schedule 
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