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(local government entity)
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ScheduleNumber Record Title and Description Retention Period Media Type For use byAuditorofStateorOHS-LGRP RC-3RequiredbyOHS-LGRP

DEPARTMENTS GENERAL ADMINISTRATIVERECORDS-100SERIES(SeriesIncludesCitymanager,lT,Communications,andSustainabilityoffices)

2024-101 -CM Budaet Files 5 years. Paper

I
This record series documents budget issues,includingbutnotlimitedtobudgetrequests,supportingmaterials,justifications,proposed andongoingprojects,analysis,andadditionalreportsgeneratedtobackupbudgetdecisions. Electronic

2024-102-CM ComDuter Generated ReDorts (non-sDecific\ Until no longer of administrative value. Paper IAdministration and  Financial Reports Electronic

2024-103-CM CorresDondence   and lnauiries Retain for 6 months.  File with related records ifcontentrequireslongerretention. Paper

I
2024-104-CM CorresDondence (Email\ Retain for 6 months.  File with  related  records ifcontentrequireslongerretention. Electronic I
2024-105-CIvl CorresDondence (Unsolicited\ Retain  until no longer of administrative value. PaperElectronic I

=orm:FP-RC2 (part  1 ),  Revised September 2011
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2024-106-CM Disaster Plans Until updated or superseded PaperElectronic I
2024-107-CM Drafts and Workina PaDers Retain until obsolete, superseded, or administrative Paper

I
This records series consists of materials used indeveloping,compiling,andassemblingafinalproductsuchasanagencyreportordatabase.Theseriesmayinclude,butisnotlimitedto,copiesofcorrespondenceormemoranda;circulateddrafts;dataentryforms;notes;calculations;andothersupportingdocuments. value is lost.  (No RC4 Required) Electronic

2024-108-CM EXDense Reports Copies and materials not required by the Finance Paper I(This record series includes travel,  meals,  mileage, Department retained  until no longer of administrative Electronic
and  monthly cellular telephone bills reimbursed viaallowance.) value.

2024-109-CM Facsimile Loos/Cover Sheets/ConfirmationNotices/BufferPrintouts Retain  until  no longer of administrative value. PaperElectronic I
2024-110-C M Faxed Items Retain  until  no longer of administrative value. PaperElectronic I
20241111 -CM Financial  Documents -Bills.  Invoices. Vouchers.

Retain  until no longer of administrative value.OriginalsonfileinFinanceDepartment
Paper

IPurchase Orders.  Requisitions. etc.  /coDies) Electronic

SAO/LGRP-RC2-(lnst.)  Revised September 2011
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2024-112-C M Grants/Loans (Funded\MunicipalityorAuthorized unit as administratorThisrecordseriesdocumentstheadministration ofagrantprogramincludingtheapplicationreviewprocessandexpenditureofgrantfundstoanentitybythemunicipality.Grantcyclecompletionhasnotoccurreduntilallreportingrequirementsaresatisfiedandfinalpaymentshavebeenreceivedforthatgrantcycle.(i,e.,CommunityFunding.OrganizationGrants,BusinessIncentivesProgram,BedTax) Retain 5 years after termination or in accordance Paper Iwith terms of grant, whichever is greater, thendestroy. Electronic

2024-113-C M Grants/Loans (Funded)MunicipalityasrecipientThisrecordseriesdocuments grant acceptance orapproval,completionandconformancewithgrantstipulationsrelatingtograntfundedprojectsconductedbythemunicipality.Projectcompletionhasnotoccurreduntilallreportingrequirementsaresatisfiedandfinalpaymentshavebeenreceived.Checkwithapplicablegrantingagencyforanyadditionalreciuirements. Retain 5 years after termination or in accordance Paper Iwith terms of grant, whichever is greater, thendestroy. Electronic

2024-114-CM Grants (Unfunded` Retain  1  year after notification of denial then destroy. Paper IThis record series documents grant proposals thatdidnotreceivefunding.Thisseriesmayinclude,butisnotlimitedto:letterofintent,applicationreviews,budget,supportingmaterialsandnotificationofdenial. Electronic

SAO/LGRP-RC2-(lnst.)  Revised  September 2011
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2024-115-CM Mail /Reaistered and Certified)Thisrecordseriesconsistsofreceipts for registeredorcertifiedmailsentoutbythedepartmentaswellasundeliverableregisteredorcertifiedmailitemsreturnedbythepostofficeforanyreason 1  fiscal year Paper

I
2024-116-CM Mail - Unsolicited  Mail Until no longer administratively necessary Paper IThis record series includes anonymouscorrespondencecontainingpotentiallyslanderousorunverifiedallegations,lettersthatexpress,groundlesscomplaints,unrequestedpromotionalitemsoradvertisementssentbyvendorsorthirdparties,Non-solicitedinformationalliteraturefromorganizationsorcompanies Electronic

2024-117-CM Mailina  List Until updated, superseded or obsolete PaperElectronic I
2024-118-CM Pavroll  Files Retain until no longer of administrative value.  Official Paper

I
Record series includes time sheets, time off fromworkforms,overtimeandflexreports,vacationandsickleavereports,attendancerecordsfordirectreportsl documents are retained in Finance Department. Electronic

2024-119-CM Photo Files Until information  is no longer current, then appralse Paper IFile includes prints, slides,  negatives,transparenciesandrelatedphotographic items. for historical value. Electronic

2024-120-CM Press Releases Retain  until no longer of administrative value Paper IFile includes press releases regarding brushco]]ection,snowremoval,leafcollection,trash, etc. (appraise for historical value). Electronic

SAO/LGRP-RC2-(lnst.)  Revised September 2011
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2024-121 -CM Record Retention Forms Retain RC1,  RC2,  RC3, and RC4 Permanently. Paper IRC1,  RC2,RC3,  RC4 and Inventory Forms Retain  Inventory forms until superseded. Electronic

2024-122-CM Subiect Files 2 years (appraise for historical value). Paper IThis record series documents various projects,Issues,programs,andactivitiesoverseenormanagedbytheofficeincludingbutnotlimited tocorrespondence,printedemails,plans,proposals,presentationsreports,andmemoranda. Electronic

2024-123-CM Transient Documents Until no longer administratively needed.  (No RC-4 Paper IDocuments include telephone messages,appointmentbooks,calendars,draftsand otherlimiteddocumentswhichservetoconveyinformationoftemporaryimportanceinlieuoforalcommunication. Required) Electronic

2024-124-CM Voicemail Messaae System Documentation Erase when no longer of administrative or legal Paper Ivalue. Electronic

2024-125-CM Word Processina Files Until  no  longer of administrative value. Electronic I
CITY MANAGER -200 SERIES

2024-201-CIvl Activitv Reports.  special ]nformational  Proiect Until no longer of administrative value; appraise for Paper
ReDorts.  Statistical and ODerational Reports historical value. Electronic

SAO/LGRP-RC2-(lnst.)  Revised  September 2011
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2024-202-CM Aareements.  Memorandums of Understandina Retain 3 years after termination or expiration then Paper

I
(MOU\.  and  Non -Fiscal Contract (CoDv\ destroy, Appraise for legal value. Electronic
This series consists of signed,  binding agreements,otherthancontractsinvolvingprocurementorpaymentofmonies,betweendepartmentswithinthelocality,otherlocalities,othergovernmentagencies,businessentitiesoranindividualorgroupofindividuals.

2024-203-CM Annual  Budaet ReDorts 5 Years (copies). Paper IReports to the local legislative body made on anannualbasisregardingCityrevenuesandexpendituresforthepreviousyearandoftheCity'scurrentfinancialcondition. Permanent records on file with City Clerk. Electronic*

2024-204-CM Annual   DeDartmental  ReDorts 5 Years. Paper IThis series includes reports documenting theactivitiesofvariousCityDepartmentsthroughoutthecourseoftheyear. Electronic

2024-205-CM Association and  Oraanizations File (Influences Retain relevant records for 5 years appraise for Paper IEQIRAThisrecord series consists of records fromorganizationsthathavesomeformofassociation orrelationshipwiththeCityofOberlinorCityManager'sOffice. historical value.

2024-206-CM Bulletins.  Posters.  and  Notices Retain until no longer of administrative value, then Paper Idestroy. Electronic

2024-207-CM City Council  Packet (CoDies\: Retain until no longer of administrative value.  Official Paper IPackets of information presented to City CouncilmembersandappointeespriortoCityCouncilmeetings. packets retained in the Clerk's office. Electronic

SAO/LGRP-RC2-(lnst.)  Revised September 2011
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2024-208ICIV] Citv Manaaer Aaenda Files Retain until no longer of administrative value. Paper IThis file contains pre-meeting materials discussedduringagendasessioninpreparationforanupcomingCityCouncilmeeting. Electronic

2024-209-CM Citv Manaaer's ReDort 7 years (appraise for historical value). PaperElectronic I
2024-210-CM Citv Publications Until superseded or obsolete,  retain one copy Paper IThis series consists of official publications of localitymeantforpublicdistributionorgeneralinternaldistribution. permanently. Electronic

2024-211 -CM Citv Rosters (CoDv\: Until revised or superseded. Paper IThis series includes Master directories ofemployees,CityCouncilmembersandboards andcommissionsmembers. Electronic

2024-212-CM Continuina  Education Certification (CoDv) Original on file with  Human  Resource.  Retain copy Paper IProof of completion of continuing educationcourses. until no longer of administrative value. Electronic

2024-213-CM Contracts and Aareements (CoDies) Originals retained  in  Clerks Office.  Retain  until  no Paper IContracts and agreements for construction,equipment,supplies,services,specialprograms,andprojects. longer of administrative value. Electronic

2024-214-CM Council Member Files Term(s) of Office + 2 Years. Paper IRecords documenting interactions with individualCouncilmembersincludingregularmeetings,projects,andspecialissues,andconsistingofcorrespondence,notes,meetingagendas,memoranda,referencematerials,andotherdocumentsandfiles. Electronic

SAO/LGRP-RC2-(lnst.)  Revised  September 2011
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2024-215-CM Enaineerina ReDorts and Drawinas Copies retained  until no longer of administrative Paper Ivalue. Electronic

2024-216-CM EXDense Reports Original required documentation submitted to Paper IThis record series includes travel,  meals,  mileage, Finance Department. Copies and materials not Electronic
and  monthly cellular telephone bills reimbursed via required by the Finance Department retained  until no
allowance.) longer of administrative value.

2024-217-CM Feasibilitv Studv Retain until obsolete, superseded, or administrative Paper IThis record series consists of working papers,correspondence,consultingfirmreports,andmanagementcommitteereportsinvestigatingvariousprojectsofthegoverningagency.Thesefilescoverpotentialprojectsunderconsideration orthoseideaswhicharestudiedanddiscardedbyagovernmentalagency. value  is  lost. Electronic

2024-218-CM nventorv (ProDertv\ (CoDv\ Original is kept on file in the Finance department. Paper IThis record series may include a list of equipment Retain until obsolete, superseded, or administrative
maintained  by the office, value  is  lost.

2024-219-CM Leaal Files Copies retained  until no longer of administrative Paper Includes arbitration issues,  hearings,  notices,  et value.  Originals retained for 6 years, destroy when Electronic
cetera. obsolete or superseded.

2024-220-CM Lona Ranae Plans Studies 4 years. Paper IReports management forecasts and projections. Electronic

2024-221 -CM Manuals.  Handbooks.  Policies.  Procedures. 5 years after revised, superseded,  rescinded and no Paper IDirectives.  Rules. and Reaulations (copies)Thisseriesmayinclude,butisnotlimitedto, suchmaterialsasemployeehandbooks,standardoperatingprocedures,andcorrespondenceandmemorandastatingthepoliciesandprocedurestobefollowedbyemployees. longer of administrative or legal value. Electronic

SAO/LGRP-RC2-(lnst.)  Revised September 2011
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2024-222-CM Media Advisories and Alerts 1  year. Paper IBrief information releases to the media regardingIssuesrequiringimmediatedisseminationtothepublicornotsignificantenoughtorequireaformalPressRelease. Electronic

2024-223-CM Minutes /CoDies) Reference copy, dispose of when no longer Paper Iadministratively necessary (No RC-4 Required) Electronic

2024-224-CM Monthlv Calendar of Meetinas-Various Dlatforms Retain until obsolete,  superseded,  or until Paper I(Outlook. Zoom. Gooale\Thisrecordseriesconsists of calendars,appointmentbooks,planners,orotherrecordsshowingofficialdailyappointmentsandmeetings.Theseriesmightalsoincludelistsof"prioritizeddailytasks,"backgroundmaterials,issuesfordiscussion. administrative value is lost. Electronic

2024-225-CM Oraanizational Chart (Oriainals\ Retain  1  Permanent Copy for reference, appraise for Paper IThis record series consists of files related to visual historical value.  Copies can be disposed of when Electronic
representation of government lines of authority andresponsibility. revised, superseded, or obsolete.

2024-226-CM Presentations and SDeeches 2 years. PaperElectronic I
2024-227-CIvl Proposed Budaets 5 years (copies) Paper IOperating and Capital Budgets proposed by theCityManagerandFinanceDirectortotheCouncil. Permanent records on file with City Clerk. Electronic

SAO/LGRP-RC2-(lnst.)  Revised September 2011
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2024-228-CM Public ExemDt from  Disclosure Retain until revised, superseded and no longer of Paper IThis series of records pertains to blue prints,emergencyoperationsplans,otherdocuments andagreementsthatcontainproprietaryinformation. administrative value,  provided  no action  pending.Note..Custodiansofrecordsmustensurethatinformationinconfidentialorprivacy-protectedrecordsisprotectedfromunauthorizeddisclosurethroughtheultimateredactionand/ordestructionoftheinformation.Ultimatedestructionisaccomplishedthroughshredding,pulping,burning,andoverwritingorphysicallydestroyingmedia.Deletionofconfidentialorprivacyprotectedinformationincomputerfilesorotherelectronicstoragemediaisnotacceptable. Electronic

2024-229-CM Record Retention Compliance File 25 years after superseded.  Permanent copy kept on Paper IRC1,  RC2,  RC3, and Inventory Forms. file in Clerk's office. Electronic

2024-230-CM Reference Readina File Destroy when reference value ends. Paper IThis records series contains informational copies ofrecordsorganizedbyareasofinterest.Primaryfunctionisthatofreference. Electronic

2024-231-CM Senior Staff File 5 years minimum,  but may be retained  longer if Paper IRecords documenting various projects,  issues,programs,andactivitiesoverseenormanaged bytheofficeincludingbutnotlimitedtocorrespondence,emails,plans,proposals,presentations,reports,andmemoranda. useful. Electronic

2024-232-CM Service Contracts and Aareements (CoDies\ 4 years after expiration. PaperElectronic I
2024-233-CIvl Staff Meetina  File Retain as long as administratively necessary then Paper IThis series documents internal staff meetings. destroy. Electronic

SAO/LGRP-RC2-(lnst.)  Revised  September 2011
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2024-234-CM Subiect Files 2 years (appraise for historical value). Paper IThis record series documents various projects,issues,programs,andactivitiesoverseenormanagedbytheofficeincludingbutnotlimited tocorrespondence,printedemails,plans,proposals,presentationsreports,andmemoranda. Electronic

2024-235-CM Survevs and Questionnaires 3 years, and no longer of administrative value. PaperElectronic I
2024-236-CM Vendors and SuDDlies  Information Until revised, obsolete, or superseded, then destroy. PaperElectronic I
2024-237-CM Voice Mail /Answerina Machine Messaaes: Document on paper and transfer information to the Paper IRelevant to specific Actions relevant records series listed on this or Citywide Electronic Voice

This series consists of recordings of incomingtelephonecalls.Thesemessageshaveabearingonactionsordecisionstakenornottaken. retention schedules. Recording

COMMUICATIONS MANAGER -300 SERIES I
2024-301 -CM Advertising and  Marketing 5 years Paper IAdvertising,  marketing and other promotionalmaterials Electronic

2024-302-CM Audio and Video Recordinas 5 years or indefinite as needed Paper IAudio or video recordings of Municipal Sponsoredeventsandprograms.Doesnotincludeboardmeetingsorinstructionalmaterials Electronic

SAO/LGRP-RC2-(lnst.)  Revised September 2011
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2024-303-CIV] Communitv Events File 3 years after the event date then destroy.  Significant Paper

I
This record encompasses documentation related tocommunityeventsorganizedbytheCommunicationsManager.Itincludesplanningmaterials,promotionalmaterials,participantregistrations,feedbackforms,andpost-eventevaluations. events should be retained for historical value, Electronic

2024-304-CM PhotoaraDhs 3 years, or indefinite as needed. PaperElectronic I
2024-305-CM Press Releases 3 years or indefinite as needed PaperElectronic I
2024-306-CM Publications 5 years or indefinite as needed Paper IMay also include newsletters,  programs, flyers,brochures,andhandbooks,Includesbothelectronicandpaperpublications Electronic

2024-307-CM Social  Media 3 years or indefinite as needed Paper ISocial media channels associated with theMunicipality,includingitsDepartments,Divisions,Programs,Events,etc. Electronic

2024-308-CM Website and WebDaaes 5 years or indefinite as needed Paper IOfficial City websites or webpages that containCityinformationandrecords Electronic

SAO/LGRP-RC2-(Inst.)  Revised September 2011



of

01-10    Ohio Historical society"s:Oay State Archives of Ohio
Local Government Records Program

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

(2) (3) (4) (5) (6) (2)
Record Title and Retention Period Media Type For use by Auditor RC-3 Required Record Title

Description of State or OHS-LGRP by OHS-LGRP andDescription

INFORMATION TECHNOLOGY MANAGER -400SERIES I
2024-401 -CM ComDuter EauiDment lnventorv Life of Equipment                                                                      ` Paper IEquipment that falls under the responsibility of thelTM Electronic

2024402-CM HelD Desk TicketsRecordsofuser-reported issues and resolut.ions 3 years after resolution Electronic I
2024-403-CM nformation (ComDuter\ Svstem Maintenance (a) Records related to system or component repair or Paper/Electronic IRecords service,  retain for the life of the system or

Records document the maintenance of City component;
computer systems and are used to ensure (b) Records related to regular or essential records
compliance with any warranties or servicecontracts,scheduleregularmaintenanceanddiagnosesystemorcomponentproblems,anddocumentsystemsbackups.Recordsmayincludebutarenotlimitedtocomputerequipmentinventories,hardwareperformancereports,componentmaintenancerecords(invoices,warranties,maintenancelogs,correspondence,maintenancereports,andrelatedrecords),systembackupreportsandprocedures,andbackuptapeinventories,andrelateddocumentation backups, retain 1  year after superseded or obsolete

SAO/LGRP-RC2-(lnst.) Revised September 2011
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2024-404-CIvl nformation (ComDuter\ Svstem Proaram and a)  Retain migration  plans until superseded or Paper/Electronic

I

Software Documentation obsolete;
Records document the addition,  modification, (b) Retain other records  1  year after system
migration, or removal of software from a Citycomputersystem.Mayincludebutarenotlimited tosystemoverviews,operationlogs,joblistings,operatorinstructionmanuals,systemdevelopmentlogs,systemspecificationsandchanges(includingnarrativeandflowchartdescriptions),conversionnotes,datasetlogs,datasetinventories,datasetrecordlayouts,hardcopiesoftables,datadictionaries,datadirectories,programminglogs,programspecificationsandchanges,record`layouts,userviews,controlprogramtabledocumentation,programlistings,commercialsoftwaremanuals,andrelatedcorrespondenceanddocumentation superseded

2024-405-CM Information ComDuter Svstem Securitv RecordsRecordsdocumentthesecurityoftheCity'scomputersystems.Includesemployeeaccessrequests,passwords,accessauthorizations,andrelateddocumentation 3 years after superseded Paper/Electronic I
2024-406-CM nformation (ComDuteh Svstem User SuDDort a) Problem logs:  retain summary report 5 years; (b) Paper/Electronic IRecords Weekly reports,  detail  information and all other

Records document troubleshooting and problem-solvingassistanceprovidedbyagencypersonnel tousersofinformationsystems(computer,telecommunications,etc.)Recordsmayincludeassistancerequests,resolutionrecords,andrelateddocumentation records,  retain  1  year

SAO/LGRP-RC2-(lnst.)  Revised  September 2011
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2024-407-CM T Guidelines and  Policies 2 years after superseded Paper IRecords documenting policies and procedures forusersofinformationsystems Electronic

2024-408-CIvl Network Access Records 1  year or longer if needed Paper ISeries is used to document the configuration andauthorizationfornetworkservices.SeriesiscreatedtodocumentaccessrightsandnetworkconfigurationforMunicipality'sinformationsystems.Recordsincludeuserinformationandhardwareandsoftwarerequests.Seriesmayincludeprinterset-uprequests,requeststoaccessspecificprograms,GRUMP(GroupResourceandUserManagementPerson)approvalforaccesstoprograms,usernames/passwords,workgroups,directories,etc.Recordsincludeterminationrightsanddocumentationofdateandwhomadenetworkchanges.SeriesincludesPCinventoriesandreportstodocumentnetworkconfigurations Electronic

2024-409-CM Telecommunications Svstem Manaaement Records 1  year after system is  superseded or obsolete Paper

I
Records document the creation,  modification, ordispositionofCitytelecommunicationssystems.Recordsmayincludebutarenotlimitedtoequipmentrecords,repairorderforms,systemplanningrecords,telecommunicationsmaintenancecontracts,telecommunicationsserviceorders,andcorrespondence. Electronic

SAO/LGRP-RC2-(lnst.) Revised  September 2011
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SUSTAINABILITY COORDINATOR -500 SERIES I
2024-501 -C M nternshiDs 3 years Paper

IRecords related to student DarticiDation  ininternshios.MavincludereDorts.Iearninaobiectives.documentationofhoursworked.  andevaluationsetc. Electronic

2024-502-CM Proiect ProDosals 5 Years after Project Completion Paper IProDosals related to Sustainabilitv Proiects andclimateneutralaoals Electronic

2024-503-CM Strateaic Plans 10 years after expiration Paper ILong -Term Sustainability Strategies and goals(i.e.ClimateActionplan) Electronic

2024-504-CM Sustajnabilitv Assessments 5 Years Paper `E
Assessments of projects,  buildings., or programs Electronic

2024-505-Cwl Sustainabilitv Policies.  and  Procedures Until superseded plus 5 years PaperElectronic +++b

2024-506-CM Sustainabilitv Reserve Fund Until superseded plus 5 years Paper IOrdinance and backup papers,  memos, Electronic

2024-507-CM Trainina  Materials 3 Years Paper IIncludes any material developed or used  bv thedepartmenttosustainabilitvtrainina Electronic

SAO/LGRP-RC2-(lnst.)  Revised  September 2011


		2024-11-08T12:45:52-0500
	Connie Conner


		2024-11-14T14:59:21-0500
	Martin E. Meeks




