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See instructions before completing this form. Must be submitted with PART 2

Section-A: Local Government Unit (To complete this form online, use “tab” key to jump from box to box.) '

Clermont County General Schedule — All County Offices and Agencies
(Local goverqment entity) _{(Unit)

g (- m . Thomas Eigel County Administrator l-/s-I8
Slgnature @Eﬁﬁtﬁﬁ‘ - (Name) (Title) (Date)

Section B: Records Commission : - R

Clermont County Records Commission . . (513) 735-8660
Records Commission- | . : _ _ (Telephone number)

289 East Main Street ) Batavia 45103 Clermont

(Address) (City) - _ (Zip code) (County)

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

I hereby certify that our records commission met in an open meeting, as required by Section 121.22 ORC, and approved the schedules
listed on this form and any continuation.sheets. | further certify that our commission will make every effort to prevent these records
series from being destroyed, transferred, or otherwise disposed of in violation of these schedules and that no record will be kniowingly
dlsposed of which pertains to apy pending legalcase, claim, action or request. This action is reflected in the minutes kept by this

com jon.

Records Commission Chair Signat

Sectipn C: Ohio H?oncal SOcnety State Archives | »
A»\/ 6;"7‘ %—L 4r‘c/u v, ST /Q,/ Q//&‘

Signature 1 _) Title Date

Section D: Auditor of State

itz W  navs

Signaturé ' Date

o Please Note The State Archives retains RC-2 forms permanently.
lt is stronalv recommended that the Records Commission retain a permanent conv of this form
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Eorm RC-2

Schedule of Récbr’ds Retehtion and Disposition’

Sectlon E: Records Retentlon Schedule

‘General Schedqle AII Countv Offices and AqenCIes

Page 2of 6 .

(Local government entuty)

(1)
~Schedule
Number

T @)

- Record Title and Description

(3)

Retentlon Period

H A (4) -
Media Type

G1017-01

AUDIT TRAIL FILES - Data generated
during the creation of a database
during the processing cycle.

28 days (daily
backuip retention
-cycle), or transfer to
disk.

Electronic ..

G1017-02

‘unessential or superseded forms '

BLANK FORMS - Obsolete,

| Destroy immediately

v

,_I"-‘aper/Elecfronic_

G1017-03

'COPIES - Intenal copies of official
‘| records, used for reference

' Destroy immediately

PﬁperlElecffonic |

'G1017-04

BULLETINS, POSTERS AND
NOTICES - Information used for the
sole purpose of informing people of
events or other activities, including
unsolicited announcements,
“invitations, etc., not filed as ev:dence

| of office operatlons

Destroy immediately

v

Paper/Electronic

G1017-05

COR!}ESPONDENCE—EXECUTIVE
Documents the Administration of the

office and may contain information

conceming agency policies, fiscal and
personnel matters

2 years

Paper/Electronic

G1017-06

CORRESPONDENCE—GENERAL
Documents the operations of the office

‘and may include non-routine requests

for information which may pertainto
interpretations. (Informative and does
not attempt to influence policy)

1 year

Wo-

Paper/Electronic

G1017-07

| CORRESPONDENCE—PERSONAL

Any paper or electronic document
received and not defined as busmess
related’

bestrdy immediately

Paper/Electronic

G1017-08 -

CORRESPON'DENCE—
ROUTINE/TRANSITORY

Requests for routine information, -
drafts, memos, meetlng notices and
other documents which serve to
convey information' of temporary
|mportance

.Until no lohgef of

administrative value

Pap’er/Eiectroniq:‘ ,

61017:09

DEPARTMENTAL POLICIES & .
 PROCEDURES - Adopted and/or
lmplemented substantlal reports &
pohmes :

"Permanent;; .

.
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Form RC-2 - | - | T Page 30f 6
Schedule of Records Retention and Disposition

'General Schedule — AII CountvOches and Aqenc:es ‘ o

’ (Local govemment entity)

™ @ > @) —

'Schedule‘ Record Title andiDescription Reténtion‘ Period * |-~ Media Type
Number | - B o { - ‘
PP ’I

ELECTRONIC FORMS AND MEDIA
- Office copies of computer forms,
s | disks, tapes, cards, etc., usedas -
'G.1017-1 0 preliminary input or temporary -
storage or output control, the resuits
“of which are produced or are
otherwise available in record form,
microfilm, microfiche, or online

Destroy immediately All Varieties

) ~ | MINUTES OF AGENCY STAFF | | ] -
G1017-11 | MEETINGS - Documents intemal 2 years Paper/Eléectronic
" | policy decisions - ° ;

N

MONTHLY and WEEKLY REPORTS
- Documents status of on-going:

G1017-12 -| projects and issues; advise' ' 1year . - Paper/Electronic l
. supervnsors of various events. and : . X
| issues ' i
T - v 1 Daily backup - 28 ] ;
1, o )y days \
: SYSTEM BACKUP FILES - To : P ;
G1017-13 | restore system in case of disaster or | Month-end - 1 year ‘Tapes/Electronic i
. | destruction : L ' . :
U Year-end 13 A - e
‘| months ™ i
TAPE RECORDINGS AND/OR r .- :
| SHORTHAND NOTES - Verbatim | Destroy afterthe | \ A _
G1017-14 | recordings of meetings later - approval of the Tapes :
’ summarized in other written.official official records . ‘ :

proceedings or minutes -~ . - | ‘

/

DRAFTS/TRANSIENT RECORDS -
| Drafts, working documents, memos,
G1017-15 | phone messages, meeting notices,
and other documents that have
temporary value = ¢ -

. : N N2 B
Until no Ion§erof L ey
administrative value . Pap er]Electrqmc

RECOVERY MEDIA - Records © | . . - o
relating to the protectionand - o o
- | reestablishment of computer--. .= - . | Until updated, R
- G1017-16" operating systems, data processmg - | superseded, or ~ All Media
services, equipment and data (back * | obsolete : : o Sk
up files) in case of a disaster. One - < R .
-copy to be stored off-snte : R - ‘ Tovm e

v . : it

SAO-/LGRP- RC-2 (Part 1 & 2), Revised August 2014



Form RC-2

Page 4 of 6

Schedule of Records Retention and Disposition

General Schedule — All County Offices and Agencies

(Local government entity)

(1) () 3 (4) N ) B R ()
Schedule | Record Title and Description Retention Period Media Type | Foruse by -.RC-3
Number ‘ - Auditor of - Requlred
- Stateor - | -by OHS- -
"OHS-LGRP |~ LGRP
EMAIL MESSAGES
Transitory Messages— Until no longer of
Temporary value administrative value
Intermediate/General 1 year, or retain
Messages—Documents according to
operations of office, requests for department’s schedule
G1017-17 non-routine information, etc. Electronic
Executive/Long Term or Retain 2 years or
Permanent Messages— according to )
Documents the Administration of | department’s retention
the office, information regarding schedule in format
policies, personnel, fiscal matters, | other than email
etc.
*SEE G1017-17A FOR
DISPOSITION OF DELETED
EMAIL MESSAGES
!
EMAIL EXCHANGE DUMPSTER | oms deleted from
° " user’s Deleted Items
(DELETED EMA".S)— DISpOSItIOﬂ folder are NOT
G1017-17A | of email messages that have been maintained. Electronic
deleted from a user’s Deleted . , .
ltems folder See ISD’s retention
schedule 1301-13 - RN
3 years, provided A
EXPENSE RECORDS — Copies of | audited ont om d the yeam
Purchase Orders, Requisitions, 93333 by the r ecords
G1017-18 | Invoices, Biling Records, Receipt | Maintained in County’s PaperlEIectronha L) been audi bad @the
Documents and Travel Expense accounting system per A v : an d the
Records Auditor’s retention
schedule
2 years Se 41
PAYROLL WORKSHEETS - Lo
3 Timesheets, Time Cards, Leave Maintained in County’s .
G1017-19 Requests, Individual Payrol Neoouniing Syeom g; > | Paper/Electronic
Deduction Reports, OBES Reports | auditor’s retention
schedule
EMAIL BACKUPS ~ Backup of Maintained by ISD per
G1017-20 | active email for disaster recovery ISD’s retention

purposes or accidental deletion

schedule (1301-13A)

SAO-/LGRP- RC-2 (Part 1 & 2), Revised August 2014



Form RC-2 I . o : Page 5 0f 6
Schedule of Records Retention and Disposition
' ' \

? -

’General Schedule ‘ AII Countv Offi ces and Aqenmes

(Local government entity) .

@)

1 - - @ (4)
Schedule | Record Title and Description | Retention Period Media Type
Number ‘ :
. Al
] : . - $§ years
' PROCUREMENT CARD A , o
047 RECORDS - Receipts, Purchasing | copies maintained in : o
101721 | Logs, Individual Biling Statements | Gounty's accourting . | © 2Per iectronic
and Department Billing Statements | gystem per Auditor’s
_ o retention schedule
SOCIAL MEDIA RECORDS—
Transitory and/or Duplicate records . ; . :
G1017-22 | including posts to Twitter, g:ﬂ;‘;gi?:; obsolete. | Electronic
) Facebook, YouTube and Other _ P ‘
Related Appllcatlons '
| COUNTY AUCTION RECORDS - | | L
G1017-23- | All records related to the County 1 year Paper/Electronic
. Auctlon Process ' :
ANNUAL INVENTORY —
Departmental Inventory of all
. materials, machinery, tools and . o
G1017-24 other supplies under each county 2 years Paper!_E Iectrpmc
office or department per O.RC.:
- 305.18
~ ] puBLic RECORDS REQUESTS - S
ORC 149.43 - Requests to mspect o VI
G1017-26 and review public records to - 2 years Paper/Electronic
include logs ' ‘
VOICE MAIL RECORDS — ‘ .
Messages for recipients received o e ' .
G1017-27 | via telephone which can also be ggrtrlxli:i:t'rzrt‘i?rzrvzfl ue Paper/Electronic
Ch stored and accessed inthe ' *
Countywide Email System . .
’ . 12 Calendar Days - If
) - ‘Court action or other
G1017-28 | VIDEO SURVEILLANCE FILES "incident, offload and - " Electronic”
' ‘ -maintain until all - ‘
_ actions are complete
, | EMPLOYMENT __—
G1017-29 | APPLICATIONS— | tyear Paper/Electronic
' ‘UNSUCCESSFUL CANDIDATES :
S DISASTER RECOVERY/ = . | i . NI
'; G1017-—30‘ ‘ BUSINESS CONTINUITY PLANS , 'Untll super.seded_ nPaper(Ele_ctromc, .
- L’i’éﬁ!ﬁiﬁs@m ooy | Retainaccordingt |
'G1017-31 .content - see G1017-05 Electronic -

| cell phones and documenting. ..

County business

through G1017-08

SAO-/LGRP- RC-2 (Part 1 & 2), Revised August 2014




Form RC-2

Schedule of Records Retention and Disposition

General Schedule All County Offices and Aqenmes

¢

Page 6 0f6

(Local government entlty)

L @ o (3 . (4)
Schedule | Record Title and Description Retention Period Medla Type
Number R ' -

G1017-32. | VISITOR LOG/SIGN-IN SHEET 1 year Paper/Electronic
G1017-33 |-PAY-IN TO TREASURY RECORDS | 3 Years, provided

) . : audited
CALENDARSIS_CHEDULES - Deek , / .
! and appointment calendars used to | Until no longer of oy

G1017-34 keep track of scheduled meetmgs administrative value Paper/Electronicy

and events ., . N
) ﬁSPEECHES/PRESENTATIONS - Until no longer of

- . Wiritten or recorded materials used |- administrative value. .
G1017-35 for or distributed during a speech, Appraise for hlstoncal PaperlEIectronlc

presentation, or.press conference.” | value

G1017-36 | BIDS - UNSUCCESSFUL 2 years after contract | paperiElectronic

REFERENCE MATERIALS: Agency |-
. _ copies of equipment/software . ’ , : o

G1017-37 - | manuals, State\Codeisegulations .23:,','; r?iZtIr::t‘i?rzr\:;flu e Paper/Electronic

: and other records used for reference - A :

purposes.
RESEARCH RECORDS: ) ——
Information compiled for the - . . )

G1017-38 | purposes of research or analysis, :;rtnli:i:tlr‘:t‘i%eer:aflue Paper/Electronic
such as comparing options, :
equipment, and/or plans of action.
UNIFORM RECORDS - . -

G1017-39 | Documentation on.uniforms | 3 years, provided Paper/Electronic
_ . audited .

- | purchased for employees

system.

~

*Media Type - Electronio Record is any combination of text, graphics, data, audio, pictorial, or other information
representative in digital form that is created, modified, mamtalned archived, retrieved, or distributed by a computer

*Electromc Mail (e-mall) is a format in which records are sent, received and/or drafted using electronic mailing systems.
.| E-mail is NOT a record series. Each Individual e-mail should be evaluated according to its content and retained in
accordance with the record series that the content most closely fits.

THIS GENERAL SCHEDULE HAS BEEN APPROVED BY THE CLERMONT COUNTY RECORDS COMMISSION FOR USE BY ALL o

) IR COUNTY OFFICES AND AGENCIES

\

THIS GENERAL SCHEDULE. DOES NOT:MODIFY OR SUPERSEDE ANY SPECIFIC OFFICE AGENCY OR DEPARTMENTAL
: i SCHEDULE ALREADY APPROVED BY.THE. RECORDS COMMISSION L :_

aateri, ot .::;..w’,_

' WHEN USING THIS GENERAL SCHEDULE A CERTIFICATE OF RECORDS DISPOSAL (RC- ) IS NOT REQUIRED BY THE
RECORDS COMMISSION.
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