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RECORDS RETENTION SCHEDULE (RC-2) - Part 1

- Sae Instructions before cormplating this fortn. Must be submitted with PART 2

Hection A: Local Government Unlt (To complete this form online, use “tab” key to jump from box to box.}
Clermont Gounty Tressurer's Qffice 1040
{Locat governmant entity) {Unit)
2 o U
i i P Q,Wxi'(«ij A Jeannle Zurmehly Treasurer H i/ oh f (&7
ure of responsible official) ¢ ’S {Marna) (Titls) (Date)

Boction B Records Commilssion

Clarmont Gounty Records Cammission (513} 738-8880
Regords Commission {Telephone number)
2425 Clarmont Center Drive Batavig 45103 Glarmont
{Addrass) {City} {Zip codda) {County)

To have this form returned o the Records Commission slectronivally, include an emall address:

| heraby certify that our records commission met in an open meeting, as reguired by Seclion 121.22 ORC, and approved the schedules
listed on this form and any continuation shests. | further cerlify that ouwr commission will make every effort to prevent these records
gariss from being destroyed, transfarrad, or othenvise diaposed of in violation of thess schedules and that no record will bé leowingly
disposad of which pertains to any pending legsd cage, clalm, setion or requsst, This action ls reflacted in the minutes kept by this

I’Z;/c;{/i q

Racords Commission Chalr Signature 4 / Date
Section G Ohdo Historical Sc:r;tmy « Btate A ives
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.@m«?@g%«m ’ /2?4: . 7 5..‘""9/{* st X‘QF'/L%%)?}
Signature 4 J Tile ate

gl D: AudHor of Btate |
| : ,,jf/L.Z;xtf ; W/VKM / -£.-20

Bignature Dt

Please Notfe; The State Archives refains RG-2 forms permanently.
It Is strongly reconunanded that the Records Qormmission refaln e permanant copy of this form
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and disbursemants

Form RC-2 Page 2 of 4
Records Retention Schedule
Treasurer’'s Office 1030
{L.ocal government etity) {Linit)
(1 o (2) 3 (4) (5) {6)
Schedule | Record Title and Description Retention Period Media Type For use by REC-3
Number Auditor of | Required
State or by QHS-
OHB-LGRP LGRP
Abstracts Of Manufactured Or v
10_30431 Mobile Home Tax 3 Years PaperiBleatronic .
1030-02 Advanged Payment Cerfificates | 3 Years Paper/Electronic [
‘ Budget -~ Fiseal allocation to P T .
1080-08 | B o e yorr 5 Years Paper/Electronic odiial
-f»uf?mw AT IRTES
Application & Cerfificate OfF T b jﬁ N
y Releage OF A Business - ; , au
1030-04 | o reation to the office that a local Lintil Auditecd Papwmwtronlcé sawi‘ o e
business ks closing i :
Remisaion of Real Property aral 1 7 W T m,z;}}%
Manufactured Home Tax Panalty ol mif‘ L pursuantto
1030-06 | Applications — Reguests by Until Audited Papet/Elactronic | P e o m
taxpayers to have late payment o Bl LR
penaities walved or refunded
1030-06 Returned Checks 2 Years Paper/Blectronic M
Mortgage Escrow-Additions .
103007 Deletions & Computer umm'gs 3 Years PaperiElectronic M
Hank Statements/Cancelled sy Her Fiscal
. Checks/Bank Deposit Recelpts — ears after Fisca :
1030-08 Dimily and monifly statement from bank | Year Paper/Electronic I’.'f]
containing acoount information- -
103009 Bankrupicies 2 years aftor discharge | Paper/Blectronic .
2 yiurs after bid .
1030410 Bids ~ Unsuccessiul awyardfa d er PaperfElectronic M
Boargd Of Revision Files {copy of | Until no longer of
1030-11 Auditor's Driginal) administrative value Paper/Electronic L1
103012 | Certifications Permanent &lacﬁ*&f&%mperf n
Contracts - Legal agreements with g #
A indivicluals, organizations, or antifies fe years avter ;
1030-13 procure goods andior services. sompletion of contract Paper/Electranic L]
Includes successfl bid packags.
Daily Cash Records (Balance
Bheeats) — Dosumentation of
103018 | transactions, balance, receipts ami 3 Years Paper/Electronic M
disbursemants, including Pay-in
recaipts
Dally Staterments - Listing of
103017 fransactions documsnting daily receipts | 3 Years Paper/Electronic i

SAOWLGRP- RC-2 (Part | & 2), Revised August 2014




Form RC-2

Records Retention Schedule

Treasurer's Office

1030

Page 3 of 4

{l.ocal government entity)

(Lrdt)

(1)
Scheduls
Muraber

(2)
Record Title and
Description

(3)
Ratention Period

{4
Madia Type

(8)

For use by
Auditor of
State or
OHBLGRP

{8)
RG3
Required
by OHS-
LGRP

103018

Eouipment Maintenance
Records

Life of Equipment

PaperiElectronic

CJ

1030-20

Fire Insurance Certificate for
Taxpayer Claims

Until Audited

Paper/Elecironic

.

103021

Forfeltures aryd
Foreclosures

Permanent

Electronic/Paper!
WMicrofilm

1030-22

inheritance Tax Records —
Reaords listing the asseswment
value of a decedent’s real and
parsonal property or the sourt's
orddar for the amount of estate
taxes (o be pald In the absence of
an apprajsat

3 Years after Paid

Paper/Elactronic

10:30-28

Payments Into Treasury and
Jowrnal of Warrants
Redeemet] ~ Register listing
warrants/court order for defincyent
fax pavments that have been
oollected by the Treasury

3 Yoears

PaperElecironic

L

1030-28

Cheoks

Maintaly paper checks for 7
days then destroy, no RC-3
retjuired

Paper/Blectronic

1030-28

Minudes of Investment
Advisory Board

3 Years

PapariElectronic

1030-31

Night Deposit Log - Lisiing of
night deposits

Unitl] Audited

PaperiBlecironic

1030-32

Delinguent Payment
Contracts and Monthiy
Bsorow Contragts

3 Years

Paper/Electronic

1030-34

Personne! Files — Reconds
collected through the duration of
an emplovee's employment

2 Years After Employee
Terminates

Paper/Electronic

103038

Parsonal Property Tax
Records ~ Paymenis
gollacted by Tregsuwer's office

3 years

Papar/Blectronic

103037

Proas Releases and
Publications

3 Years

Paper/Electranic

5{3{3{35}@&

1030-39

Public Official Bonds, Cath
of Office and Employee
Blanket Bonds — Bonds fssued
to county efpoted officlals, the
amount of the bunds, date issued,
isgues of principles and sureties
and obligations and reeordsa
documenting an elected offinial's
capacily to serve from selsot
counly offices and area loeal
governmeants

10 Yearg After Last Bongd
Contained Therein Has
Expired

PaparfElectronic

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




Form RG-2 Page 4 of 4

Records Retention Schedule
1030

(Unit)

Treasurer's Office

{Local government entlty)

()
Schedule
Number

{2)
Record Title and
Desgcription

(3)
Retention Period

(4)
Media Typsa

(5)

For use by
Auditor of
State or
DHSALGRP

(6)
RC-
Requi

LGR

by OHS-

3
rixd

P

1030-40

Record of Tax Collection -
Form Seven

3 Years

Paper/Electronic

O

1030-45

Refunts, Overpayments and
Vouchers

Until Ohsolete

Papsr/Blactronic

1030-47

Returned Tax Bill Mail

3 Yeuars

Paper/Electronic

103048

Tax Settements —~ Statement
Identifving the amount of taxes
collacted at the end of a fax
aoflention cyole

5 Yoars

Papey/BElectronic

103048

Sower And Water
Cancellation Bonds And
Coupons

Permangni

EBlectronic/Paper!
Microfiim

ok

. T IS I
. .‘-&\W»ﬁ»}“‘jaiv;«u .

1030-60

Sewer Financial Bltatements

Until Audited

Paper/Electronic -

i
ZERIES LT

172 boen an

1030-81

Unelaimed Funds List State
of Ohio

1 Year

Paper/Electronic “

3

dilor of Dy -

1030-52

Tax Duplicates - Classified
Tax Duplicates ~ Personal
Property

3 Years

PaperlElectronic i

%

1ok «
7 m% %‘ﬁ‘%%d %0l
!

2000 purs
it 'f'gt)‘:“)“-"’r" )

IXEIRETD
oniled

1030-83

Tax Duplicates -~ Delinguent -
Clagsified

Tax Duplicates — Delinquent -
Personal Property

Tax Duplicates ~ Delinguent -~
Real

Estate

Tax Duplicates - Delinquent —
Manufactured Home

3 Yeurs

PaperiBlactronic

STFRR Y

S
St py

Cl

1030-54

Tax Duplicates - Real Estate
Tax Duplicaies -
Manufactured Home

Tax Duplicates ~ Bpecial
Assessments - List faxes and
auspssments by parsel, owner
information, legal description,
taxable veluation of alf real estale
andd date and amount of tax
payments for real estate,
manulactured homes and special
assessmants

Parmanent

Eloctronic/Paper!
Microfilm

1030-86

Tax Receipts ~ Record of fax
paymants into the Treastry for real
astate and menulfactured homes

3 Years

Paper/Blactronic

1030-56

Late Payment Envelopes

1 Year

PaperiElectronic

s ek

B Years After Last Entry
Recorded Therein Paper/Electronic L

1030-87 investment Information
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