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INSTRUCTIONS—RC-2

RECORDS RETENTION SCHEDULE (RC-2)
See instructions before completing this form.

"JL

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

Public Works Department
(local government entity)

/f/f/t / //
'l/yv*^/ / rp&f^****^*^--- — — Jeff Baumann

(signature of/espbnsiDle official) (name)

Section B: Records Commission

Records Commission

85 S. Main Street Oberlin
(address) (city)

(unit)

Public Works Director
(title)

(440) 775-7203
(telephone number)

OH
(zip code)

5-7-12
(date)

Lorain
(county)

To have this form returned to the Records Commission electronically, include an email address: banderson@city ofoberlin.com

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. I 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 pjBrtajns to any pending legal case, claim, action or request. This action is reflected in the minutes kept by this

Records Commission Chair Signature Date

Section C: Ohio Historical Society - State Archives

Signatory Title Date

Section Q: Auditor of State

£-(,
Signature Date

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

Form: FP-RC2 (part 1}, Revised September 2011
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Ohio Historical Society
State Archives of Ohio
Local Government Records Program
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Section E: Records Retention Schedule

This retention schedule supersedes all previous
retention schedules approved by the Oberlln City
Records Commission prior to May 10,2012.

Page at.

City of Oberlin Public Works Department

(local government entity) (unit)

(1)
Schedule
Number

2012-101-PW

2012-102-PW

2012-103-PW

2012-104-PW

2012-105-PW

2012-1 06-PW

201 2-1 07- PW

(2)
Record Title and Description

ALL PUBLIC WORKS DIVISIONS - 100 SERIES

Computer Generated Reports (non-specific)
Administration and Financial Reports

Correspondence and Inquiries

Correspondence (Email)

Correspondence (Unsolicited)

Facsimile Loos/Cover Sheets/Confirmation
Notices/Buffer Printouts

Faxed Items

Ohio Utilities Protection Services (OUPS) Locate
Tickets

(3)
Retention Period

Until no longer of administrative value.

Retain for 6 months. File with related records if
content requires longer retention.

Retain for 6 months. File with related records if
content requires longer retention.

Retain until no longer of administrative value.

Until no longer of administrative value.

1 year and no longer of administrative value.

3 years.

(4)
Media Type

Paper
Electronic*

Paper

Paper
Electronic*

Paper
Electronic*

Paper
Electronic*

Paper
Electronic*

Paper

' (5)
For use by
Auditor of

State or OHS^
, LGRP

,

- (6)
RC>3 .

Required
by OHS-

LGRP

' • D - -

D -;

E

' 0

D .

P

" D

•rm:FP-RC2 (part 1), Revised September 2011
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OHIO Ohio Historical Society
^^ *̂ State Archives of Ohio
0PS1E Local Government Records Program

w 800 E. 17* Avenue
Columtius, Ohio 43211-2497

(1)
Schedule
Number

2012-108-PW

2012-109-PW

2012-110-PW

2012-111-PW

2012-112-PW

201 2-11 3- PW

2012-114-PW

2012-115-PW

(2)
Record Title and Description

Photo Files
File includes prints, slides, negatives,
transparencies and related photographic items.

Press Releases
File includes press releases regarding brush
collection, snow removal, leaf collection, trash, etc.

Project Files (other than construction)

Purchase Orders fcooies}

Record Retention Forms
RC1 , RC2.RC3 and Inventory Forms

Studies

Subject Files
This record series documents various projects,
issues, programs, and activities overseen or
managed by the office including but not limited to
correspondence, printed emails, plans, proposals,
presentations reports, and memoranda.
Transient Documents
Documents include telephone messages,
appointment books, calendars, drafts and other
limited documents which serve to convey
information of temporary importance in lieu of oral
communication.

(3)
Retention Period

Until information is no longer current, then appraise
for historical value.

Retain until no longer of administrative value, then
destroy.

15 years after completion of project (appraise for
historical value).

1 year.

25 years after superseded. Permanent copy on file in
Clerk's office.

Until no longer of administrative value (appraise for
historical value).

2 years (appraise for historical value).

Until no longer administratively needed.

(4)
Media Type

Paper
Electronic*

Paper
Electronic*

Paper

Paper

Paper
Electronic*

Paper

Paper
Electronic*

Paper
Electronic*

(5)
For use by
Auditor of

State orOHS-
LGRP

(6)
RC-3

Required
byOHS-

LGRP
/

__/

D

. <
Q

a

D

^

D
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OHIO Ohio Historical Society
H I S T O R Y state Archives of Ohio

W
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BOO E. 17* Avenue
Columbus, Ohio 43211-2497

(1)
Schedule
Number

2012-116-PW

2012-117-PW

201 2-11 8-PW

2012-201-PW

Z012-202-PW

2012-203-PW

2012-204-PW

2012-205-PW

201 2-206- PW

2012-207-PW

(2)
Record Title and Description

Vehicle/EauiDment Records includina warranties

Voicemail Messaae System Documentation

Word Processina Files

ADMINISTRATION - 200 SERIES

Accident Reports (copies)

Annual Budqet Preparation Files (Workinq Papers)

Annual Departmental Budqet

Aooraisal - Citv Real Estate

Bids (Successful) - Equipment

Bids (Successful) - Projects

Bids (Successful) - Services

(3)
Retention Period

Life of Equipment.

Erase when no longer of administrative or legal
value.

Until no longer of administrative value.

1 year provided no action pending. Originals on file
in Assistant City Manager/Human Resources
Department.
2 years, then destroy.

3 years.

Until superseded.

Life of Equipment.

1 5 years after completion of project.

3 years after completion of service.

(4)
Media Type

Paper
Electronic*

Paper
Electronic*

Electronic*

Paper

Paper
Electronic*

Paper
Electronic*

Paper

Paper
Electronic*

Paper
Electronic*

Paper
Electronic*

'• (5)
For use by
Auditor of

State or OHS-
LGRP

•

,

(6)
RC-3 .

Required
byOHS^

. LGRP

' q
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n

n
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H I S T O R Y state Archives of Ohio

Local Government Records Program

800 E. 17* Avenue
Columbus, Ohio 43211-2497

Page of

(1)
Schedule
Number

201 2-208- PW

2012-209-PW

201 2-21 0-PW

2012-21 1-PW

2012-212-PW

201 2-21 3- PW

201 2-21 4-PW

201 2-21 5-PW

2012-21 6-PW

201 2-21 7- PW

(2)
Record Title and Description

Bids (Unsuccessful)
Record series includes bids for equipment, projects
and services
Boards & Commissions
Record series records includes minutes, agendas,
memos, etc. (copies)
Capital Improvement Status Reports
Record series includes monthly Public Works
Status Reports, etc.
Contracts and Aareements
Record series includes agreements for equipment,
projects and services
Employment Applications - Hired fCooies)

Evaluations (annual) fCooies)
Maintained in Divisional Personnel Files.

Grant Files/Records - Federal/State

Personnel Files (Divisional)

Postaqe Meter Records

Public Hearina Notices

(3)
Retention Period

2 years after awarding of contract, provided audited.

1 year provided originals on file with City Clerk.

Until superseded.

Permanent.

Place in personnel file.

Active, plus 2 years (inactive when no longer
employed). Original is on file in Assistant City
Manager/Human Resources Department.

5 years provided audited and disputes resolved.

2 years after separation provided originals is on file in
Assistant City Manager/Human Resources
Department.

1 year, then destroy.

5 years.

(4)
Media Type

Paper
Electronic*

Paper
Electronic*

Paper

Paper

Paper

Paper
Electronic*

Paper
Electronic*

Paper
Electronic*

Paper

Paper
Electronic*

(5)
For use by
Auditor of

State or OHS-
LGRP

(6)
RO3

Required
byOHS-
LGRP_

D

D

D :

D

D

D

D

D

D

D
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State Archives of Ohio
Local Government Records Program

800 E. 17th Avenue
Columbus, Ohio 43211-2497

Edited **|* tJ?SU
^Slffî

Page of

(1)
Schedule
Number

201 2-21 8- PW

2012-219-PW

201 2-220- PW

201 2-221 -PW

201 2-222- PW

2012-223-PW

2012-224-PW

201 2-22 5-PW

201 2-226- PW

(2)
Record Title and Description

Qualification Based Selection- Professional Service
Contracts (Successful)

Qualification Based Selection- Professional Service
Contracts (Unsuccessful}

Receipts/Receipt Books

Special Assessment Records

Staff Meetings
Agendas, notes taken of, etc.

Union Contract Neaotiations Files (Cooies)

Union Contracts (copies)

Union Grievances/Grievance Responses

Work Orders/Work Reauests/Maintenance
Reauests

BUILDINGS AND GROUNDS - 300 SERIES

(3)
Retention Period

1 5 years after completion of project.

2 years after awarding of contract, provided audited.

2 years, provided audited.

3 years after final payment, provided audited.

1 0 years, appraise for historical value.

3 years after contract expires Originals on file in
Assistant City Manager/Human Resources
Department.

Retain 5 years after contract is superseded. Originals
on file in Assistant City Manager/Human Resources
Department.

2 years after employee separation. Originals on file in
Assistant City Manager/Human Resources
Department.

2 years.

(4)
Media Type

Paper
Electronic*

Paper
Electronic*

Paper

Paper
Electronic*

Paper
Electronic*

Paper

Paper
Electronic*

Paper
Electronic*

Paper
Electronic*

(5)
For use by
Auditor of

State or OHS-
LGRP

(6)
RC-3

Required
byOHS-

LGRP

:D

D

: D

D

D

D

D

D
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OHIO Ohio Historical Society
H I S T O R Y State Archives of Ohio

Local Government Records Program

800 E. 17* Avenue
Columbus, Ohio 43211-2497

(1)
Schedule
Number

201 2-301 -PW

201 2-302- PW

2012-303- PW

2012-304-PW

2012-305-PW

2012-306-PW

2012-307-PW

2012-308-PW

2012-401-PW

201 2- 402- PW

(2)
Record Title and Description

Cemeterv Burial Database

Cemeterv Burial Slips

Cemeterv Burial Transit Permits/Cooies of Death
Certificates

Cemeterv Data Sheets

Cemetery Deeds

Cemeterv Index to Burial Plots

Cemeterv Lot Sales

Cemeterv Receipt Books

ENGINEERING - 400 SERIES

Blueprints, drawinas, and maos (cooies from other
aqencies)

Blueprints, drawinas. and maos (originals)

(3)
Retention Period

Permanent.

Permanent.

5 years.

Until placed in database.

Permanent.

Permanent.

Permanent.

Permanent.

Until no longer of administrative value (appraise for
historical value.)

Permanent.

(4)
Media Type

Electronic

Paper

Paper

Paper

Paper
Electronic*

Paper

Paper

Paper

Paper
Electronic*

Paper
Electronic*

(5)
For use by
Auditor of

State or OHS-
LGRP

(6)
RC-3

Required
byOHS-
LGRP
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&

D

n
/;
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OHIO Ohio Historical Society
H I S T O R Y state Archives of Ohio

Local Government Records Programw
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Page of

800 E. 17th Avenue
Columbus, Ohio 43211-2497

(1)
Schedule
Number

2012-403- PW

2012-404-PW

2012-405- PW

2012-406-PW

2012-407-PW

2012-408-PW

2012-409-PW

201 2-41 0-PW

2012-41 1-PW

201 2-41 2-PW

201 2-41 3-PW

(2)
Record Title and Description

Bridae Inspection Records

Census Files - Local

Chanae Orders

Citv Enqineer's Job Orders

Compliance Reports, all types

Daily Reports

Drawinas/Maps List

Excavation Permits

Licenses, Permits. Certifications (General)

Pav Requests

Plat Maps

(3)
Retention Period

Life of Bridge.

Permanent.

15 years after completion of project.

3 years.

5 years, appraise for historical value.

5 years, appraise for historical value.

Until superseded.

Permanent.

Until updated, appraise for historic value.

3 years provided audited.

Until updated, appraise for historic value.

(4)
Media Type

Paper

Paper

Paper
Electronic*

Paper
Electronic*

Paper
Electronic*

Paper
Electronic*

Paper
Electronic*

Paper

Paper
Electronic*

Paper
Electronic*

Paper
Electronic*

(5)
For use by
Auditor of

State or OHS-
LGRP

<e>
RC-3

Required
fayOHS-
LGRP

£3
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OHIO Ohio Historical Society
B U T Q R * state Archives of Ohio

Local Government Records Program

800 E. 17* Avenue
Columbus, Ohio 43211-2497

Page of

(1)
Schedule
Number

2012-414-PW

201 2-41 5-PW

201 2-41 6- PW

201 2-41 7-PW

201 2-41 8- PW

201 2-501 -PW

2012-502-PW

201 2-503- PW

2012-504-PW

(2)
Record Title and Description

Project Files (Construction}

Project Files (Private Projects)

Sidewalk Maintenance, Repair and Construction
Records

Street Address Assianments

Summaries of Bids

GENERAL MAINTENANCE • 500 SERIES

Gasoline Usaae Records

Larae Trash Pick-Uo and Dumoster Requests

Recycling, Loqs
Series includes material recovery records including
weight tickets, yard waste documentation, and
special programs.
Recvclino/Solid Waste Invoices
Series includes College billing, large trash Invoices,
commercial refuse charges, and Allied Waste
detailed refuse reports.

(3)
Retention Period

15 years after completion of project (appraise for
historical value).

15 years after completion of project (appraise for
historical value).

5 years after completion.

Permanent.

1 5 years after completion of project.

2 years, provided audited.

1 year.

2 years, appraise for historical value.

2 years.

(4)
Media Type

Paper
Electronic*

Paper
Electronic*

Paper
Electronic*

Paper

Paper
Electronic*

Paper

Paper

Paper
Electronic*

Paper
Electronic*

(5)
For use by
Auditor of

State or OHS-
LGRP

(6)
RC-3

Required
byOHS-
LGRP

d
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d
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OHIO Ohio Historical Society
H I S T O R Y state Archives of Ohio

W Local Government Records Program

800 E. 17* Avenue
Columbus, Ohio 43211-2497

(1)
Schedule
Number

2012-505-PW

2012-601-PW

2012-701-PW

2012-702-PW

(2)
Record Title and Description

Refuse/Recvclinq Violations

WASTEWATER - 600 SERIES

Water Quality Monthly Reports - Wastewater

WATER - 700 SERIES

Water Quality Monthly Reports - Water

Backflow Tests

(3)
Retention Period

1 year.

10 years.

1 0 years.

3 years.

(4)
Media Type

Paper
Electronic*

Paper
Electronic*

Paper
Electronic*

Paper

(5)
For use by
Auditor of

State or OHS-
* LGRP

~ .

-

(6)
RC-3

Required
byOHS-
LGRP" .

D -

. a./.

D,;

-EP

D, -
*Retain electronic copy as long as intact and fully accessible.

SAG/LGRP-RC2-(!rist.) Revised September 2011


