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(1) 
Schedule 
Number 

(2) 
Record Title and Description 

(3) 
Retention Period 

(4) 
Media Type 

(5) 
For use by 
Auditor of 
State or 

OHS-LGRP 

(6) 
RC-3 

Required 
by OHS- 

LGRP 

2012-28-FD Surveys – Customer Service   
Copies of responses to level of service satisfaction, 
needs assessment and service expectation 
inquiries. 

1 year. Paper   
 

2012-29-FD Time Sheets, Full Time   
Employee time management record including but 
not limited to work schedules, and leave requests. 

1 year. Paper   
 

2012-30-FD Time Sheets, Part Time  
(See 2012-28-FD description). 
 

1 year. Paper   
 

2012-31-FD Training Records   
Records documenting completion of training by 
personnel, including but not limited to evaluations 
and certificates. Also includes routine training 
sessions, workshops and other events. 
 

Print and place in personnel file after employee 
leaves. 

Paper 
Electronic* 

 

 
 

*Retain electronic copy as long as intact and fully accessible.  
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