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RECORDS RETENTION SCHEDULE (RC-2) — Part 1

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 Board of Caunty Commissioners 1010
(Lgca) governmept entity) (Unit)

avid L. Painter President (ﬂ 8 ZDZO

ignature of re$pdnsible official) (Name) (Title) (Date)

<

Section B: Records Commission

Clermont County Records Commission (513) 735-8660
Records Commission (Telephone number)

2425 Clermont Center Drive Batavia 45103 Clermont

(Address) (City) (Zip code) (County)

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

| 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 knowingly
disposed of which pertams to any pending legal case, claim, action or request. This action is reflected in the minutes kept by this

7 W/w/ ¢)23/20

Records Commission Chair Signature

Section C: Ohio History Connection - State Archives
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k_‘ &I’/@&/V.'bl; 2 £ *—/L¥ L,,— \ ('é‘b (4] PU"L’ (\ ,‘(3//4 ’JC’ Ljr%lw)L*"'j‘f_ ]/C” /"72 O

Signature Title Date

Section D: Auditor of State
Digitally signed by Martin E.

Martin E. Meeks meeks

Date: 2020.07.14 09:56:40 -04'00"

Signature Date

Please Note: The State Archives retains RC-2 forms permanently.
It is stronaly recommended that the Records Commission retain a permanent copy of this form

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



Form RC-2 Page 2 of 8
Records Retention Schedule
Board of County Commissioners 1010
(Local government entity) (Unit)
(1) (2) (3) (4) (5) (6)
Schedule Record Title and Retention Period Media Type For use by RC-3
Number Description Auditor of | Required
State or by OHS-
OHS-LGRP LGRP
Account Statements {in Until superseded (only most
1010-01 Fonnectlon with bond current copy maintained) Paper/Electronic |
issues)
1010-02 Airport Files Permanent Paper/Microfilm [ﬂ/ g
Maintain as necessary until
1010-03A | Annexation Files no longer of administrative Electronic ]
value in electronic format
1010-03B | Annexation Files Permanent Paper/Microfilm /
" Maintain as necessary until
1010-04A Annual Information no longer of administrative Electronic |
Statements 2 :
value in electronic format
Annual Information . .
1010-04B Statermshts Permanent Paper/Microfilm B/
Maintain as necessary until
1010-05A | Annual Reports no longer of administrative Electronic ]
value in electronic format
1010-05B | Annual Reports Permanent Paper/Microfilm @/
Abiaivi tion E Audited means: the years
1010-06 piary ‘nspection EXPENSe | .t audited Paper/Electronic | encompassed|by thEecorts
Reports and related files .
have been audited by the
Atditorof Sta dit
- Maintain as necessary until report has been released
Appointments to g . .
1010-07A | ooz rds/Commissions no Ion.ger of administrative Electronic pursuant to Sec.117.26 O.R.C
value in electronic format
Appointments to Maintained permanently as :
1010-07B | B ards/Commissions part of Journal (1010-35) Paper/Microfilm [
fgg;ig‘g:‘i':‘e‘l’: e Until audited (original
1010-08 Petition to Common Pleas maintained by Prosecuting Paper/Electronic |
Attorney)
Court)
Maintain as necessary until
1010-09A | Appraisal Reports no longer of administrative Electronic ]
value in electronic format
1010-09B | Appraisal Reports Permanent Paper/Microfilm [2/
1010-10 Audit Reports 5 years Paper/Electronic |

SAO-/LGRP- RC-2 (Part 1 & 2), Revised August 2014
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Form RC-2 Page 3 of 8
Records Retention Schedule
Board of County Commissioners 1010
(Local government entity) (Unit)
(1) (2) (3) (4) (5) (6)
Schedule Record Title and Retention Period Media Type For use by RC-3
Number Description Auditor of | Required
State or by OHS-
OHS-LGRP LGRP
: 2 years after contract :
1010-11 Bids - Unsuccessful award Paper/Electronic ]
Maintained permanently
as part of Journal (1010-
1010-12 Bids - Successful 35). Paper copy Microfilm ]
maintained by department
as part of contract
Bills - (computer printout i . g
1010-13 prepared by Auditor) Until audited Paper/Electronic |
Maintain as necessary
Bonds/Notes/Official until no longer of ,
1010-14A | giatements administrative value in . L]
electronic format
Bonds/Notes/Official : s e
1010-14B P——— Permanent Paper/Microfilm m
Maintained permanently
10101 | Budget- Annual as part of Journal (1010- | Paper/Microfilm [
Appropriations 35)
BCC Calendar/Schedule —
: Includes meeting notices and 1 year following end of .
ToA0s4T announcements for the fiscal year Paper/Electronic Ll
public/media
3 years
Clermont Cares Records —
1010-19 Includes complaints and Paper/Electronic ]
responses Complaints that do not
become “Cares” cases are
maintained until resolved
Capital Projects - Contract
documents, change orders, e
1010-20 close out and related planning Permanent Paper/Microfilm m/
information
Department Head Meeting
1010-22 Minutes and Department 1 year Paper/Electronic O
Weekly Reports
Department Special
E:gg;:;’:l ;::‘j:c::p-(—):trécludes Maintain as necessary
1010-24A | position papers, and other :gmi:iztl?aqgleer:;lue I Electronic [l
records providing history of new olactronic format
initiatives, programs,
departments
Department Special
Programs/Projects — Includes
proposals, plans, reports, Maintained permanently
1010-24B | position papers, and other as part of Journal (1010- Paper/Microfilm [

records providing history of new
initiatives, programs,
departments

35)
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Form RC-2
Records Retention Schedule

Board of County Commissioners 1010

Page 4 of 8

(Local government entity) (Unit)
(1) (2) (3) (4) (5) (6)
Schedule | Record Title and Description Retention Period Media Type For use by RC-3
Number Auditor of | Required
State or by OHS-
OHS-LGRP LGRP
Maintain as
necessary until no
1010-28A | Easements longer of Electronic ]
administrative value
in electronic format
Maintained
1010-28B | Easements permanently as part Paper/Microfilm h__]
of Journal (1010-35)
Maintain as
. necessary until no
1010-30A \I/?V?J%l: Ig;sss?::;oezglggtilr:e2so(1lgormal longer of Electronic O
administrative value
in electronic format
Regular Session Minutes (Informal | Maintained
1010-30B | work Sessions ceased in 2012) permanently as part Paper/Microfilm [l
of Journal (1010-35)
Maintained
permanently as part
of Journal (1010-35).
~ Grant Records - Includes Copy maintained by : :
101081 applications and agreements originating ERpETNICrofim ]
department per
funding agency
requirements
1010-33 | Grant applications - denied 1yearafterfunding | p,per/Electronic
denial O
Maintain as
necessary until no
1010-35A | Journals/Index to Journals longer of Electronic [l
administrative value
in electronic format
1010-35B | Journals/Index to Journals Permanent Paper/Microfilm D )
; : - 1 year from date ¢
1010-36 Liquor Permit Applications received Paper/Electronic |
Twenty-Six years
T ; after verdict is
1010-37 '(':':,'S:ttwgé %':;’:S’ Settlements (In- | ot med (Maintained Paper [
y by the Prosecutor’s
Office)
Litigation/Claims/Settlements (In- ;
1010-37A County Counsel) Permanent Paper/Microfilm N
Maintenance bonds — Includes Until release and
1010-38 bonds for Sidewalks, Water/Sewer acceptance of Paper/Electronic ]
and Street Improvements improvements

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




Form RC-2 Page 5 of 8
Records Retention Schedule
Board of County Commissioners 1010
(Local government entity) (Unit)
(1) (2) (3) (4) (5) (6)
Schedule | Record Title and Description Retention Period Media Type For use by RC-3
Number Auditor of | Required
State or by OHS-
OHS-LGRP LGRP
¢ ; Maintained
Marriage License Fees .
1010-40 distibution fecorda permanently as part of Paper/Electronic |
Journal (1010-35)
Minutes/Agendas/Meeting
1010-41 Notices/Announcements (from 1 year Paper/Electronic O
other agencies) :
Twenty-Six years after
Litigation/Claims/Settlements/ verdict is returned
1010-42A P
Case Files (Outside Counsel) (Maintained by the Paper [
Prosecutor’s Office)
Litigation/Claims/Settlements/ : ;
1010-42B P t
Case Files (Outside Counsel) ermanen Microfilm [
Maintain as necessary
. ; until no longer of ;
1010-43A | Opinions - Prosecuting Attorney administrative value in Electronic ]
electronic format
1010-43B | Opinions - Prosecuting Attorney | Permanent Paper/Microfilm [g- -
i Maintained
Policies/Procedures/Rules/ y ”
1010-47 ] permanently as part of Paper/Microfilm
Regulations/Long-Range Plans Journal (1010-35) L]
1010-48 Proclamations 1 yearromicgisiof Paper/Electronic
issuance L]
Property Maintain as necessary
Purchases/Sales/Appropriation until no longer of .
T040:=495 Cases/Sheriffs Forfeited administrative value in Elgctronic L]
Properties electronic format
Property gz
e Maintained
Purchases/Sales/Appropriation
1010-49B Cases/Sheriff's Forfeited permanently as part of Paper/Microfilm ]
: Journal (1010-35)
Properties
Public Defender Monthly : .
1010-50 Operating Expense Reports Until audited Paper/Electronic O
1010-51 Legislation - proposed Until final disposition Paper/Electronic O
1010-52 | Public Officials Bonds N gne Paper/Electronic ]
expiration
1010-53 Receipt Book Until audited Paper/Electronic O
Maintain as necessary
. until no longer of :
1010-54A | Resolutions sdminlstrative value in Electronic ]
electronic format
Maintained e
1010-54B | Resolutions permanently as part of Paper/Microfilm E/

Journal (1010-35)

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




Form RC-2

Board of County Commissioners

Records Retention Schedule

1010

Page 6 of 8

(Local government entity) (Unit)
(1) (2) (3) (4) (5) (6)
Schedule | Record Title and Description Retention Period Media Type For use by RC-3
Number Auditor of | Required
State or by OHS-
OHS-LGRP LGRP
Road, Bridge, Ditch/Culvert, Maintain until no longer
1010-55A | Mileage Reports received from of administrative value Electronic |
County Engineer in electronic format
Road, Bridge, Ditch/Culvert, Maintained
1010-55B | Mileage Reports received from permanently as part of Paper/Microfilm D/
County Engineer Journal (1010-35) '
Reports, Plans, Studies, etc. Until superseded or no
1010-56 from outside agencies (i.e. longer of Paper/Electronic [
CCAO, OKI, ODOT) administrative value
Road/Street/Alley Vacation Maintain until no longer
1010-57A Records establishment/Transfer/ of administrative value Electronic D
Acceptance Name Change in electronic format
Road/Street/Alley Vacation Maintained )
1010-57B Records establishment/Transfer/ | permanently as part of Paper/Microfilm 5
Acceptance Name Change Journal (1010-35) "
1010-58 Sheriff’'s Monthly Meal Reports 1 year Paper/Electronic [
; Maintain until no longer
Tax Levy Issues/ Resolutions/ £ . :
1010-60A Proceeds/ Reports/ Contracts 9f admlnlsfratlve value Electronic 1
in electronic format
101060 | T2x Levy Issues/ Resolutions/ | WM Lo
Proceeds/ Reports/ Contracts p yasp P lcrotiim L]
Journal (1010-35)
Maintained
1010-62 Travel Requests permanently as part of Paper/Electronic ]
Journal (1010-35)
Maintained
Building Permits/Certificates of permanently as part of "
1010-64 Occupancy - county buildings Capital Projects (1010- Electronic L]
20)
Insurance .
1010-65 Policies/Plans/Contracts Permanent Paper/Microfilm O
Liability and Health Insurance
1010-66 Acquisition Records/ Renewal Permanent Microfilm |
Reports
Contracts — Includes general
] construction, collective bargaining, 8 years after 2
1010-68 public depository, tax abatements, | completion PaperiElectronic ]
goods and services, etc.
i Reports - Required by statute to : 2 -
1010-71 be filed in BCC office Until audited Paper/Electronic ]
Applications for
Boards/Commissions — May
1010-72 include applications, letters of 1 year from receipt Paper/Electronic O

interest and resumes for successful
and unsuccessful applicants

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




Form RC-2 Page 7 of 8
Records Retention Schedule
Board of County Commissioners 1010
(Local government entity) (Unit)
(1) (2) (3) (4) (5) (6)
Schedule | Record Title and Description Retention Period Media Type For use by RC-3
Number Auditor of | Required
State or by OHS-
OHS-LGRP LGRP
OFFICE OF PUBLIC
INFORMATION
Audio and Video Recording of Maintained three years
1010-73 Regular Sess'?"’ public hearings through a contracted Electronic ]
and other meetings of the Board of third party
Commissioners
Backup of Audio and Video Maintained until 1010-73
Recording of Regular Session, is verified as available ;
101074 public hearings and other meetings | through the contracted Electronic [
of the Board of Commissioners third party
1010-75 Audiovisual, PR, and Training Three years, appraise for T/;L;lsg/r:ieg" N
Materials historical value Other Media
Image Files — Visual Three years, appraise fo
(Heskerval
Mailing Lists / Marketing Lists - Until u
. - S— pdated, ;
1010-77 | List of individuals and addresses superseded or obsolete Electronic ]
for mail and email distribution
Three years/appraise for . /
1010-78 | Press/News Releases historical valus Paper/Electronic ) k N
(Hstaieal
Publications - Brochures and _ P
promotional material created by Three years, appraise for . /
101079 county agencies to inform the historical value Paper/Electronic N & .
public of services and functions. (i shrie nl
Transitory Video/Audio/lmage
Files — Unused and no-value
digital clips/images from recorded
Sessions, Interviews (both internal | Until no longer of ;
1010-80 and external), Events, Annual administrative value Electronic L]
Reports, and other occasions
where video/audio/images are
captured.
B-Roll Video/Audio/lmage Files —
Digital clips/images that are
considered supplemental or Until no longer of N
1010-84 alternative to the main footage, yet | administrative value Electronle L
have administrative value and may
be used in the future.
SOCIAL MEDIA RECORDS
Transitory and/or Duplicate ]
1010.82 | Fecords including posts to Twitter, Until updated, Electronic 0

Facebook, YouTube and Other
Related Applications

superseded or obsolete

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




Form RC-2 Page 8 of 8
Records Retention Schedule

Board of County Commissioners 1010
(Local government entity) (Unit)
(1 (2) (3) (4) (5) (6)
Schedule | Record Title and Description Retention Period Media Type For use by RC-3
Number Auditor of | Required

State or by OHS-
OHS-LGRP LGRP

Backup and Metadata of all posts )
1010-83 | to Twitter, Facebook, YouTube and | Three years Electronic |
Other Related Applications

Audited means: the years
encompassed by the records
have been audited by the
Auditor of State and the audit
report has been released
pursuant to Sec.117.26 O.R.C

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