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800 E. 17" Avenue

Columbus, OH 43211-2474
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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 General Schedule — All County Offices and Agencies

(Local government entity) (Unit)
[
D) Thomas Eigel County Administrator 6/1/23
(Signature of resporsit’@ official——— (Name) (Title) (Date)
T RN

Section B: Records Commission

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

2425 Clermant 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 schadules
listed on this form and any centinuation 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 pertains to any pending legal case, claim, action or request. This action is reflected in the minutas kept by this

ﬁ?;mp q St #e, £)5 202 3

s

Records Comniission Chair Signature Date

Section C: Ohio Historical Society - State Archives

Digitally signed by Amy Czubak s
A m y CZU ba Date:2023.0622 1621320400 S0Overnment Records Archivist 6/22/2023
Signature Title Date

Section D: Auditor of State
H Digitally signed by Martin E. Meeks
Ma rtl n Ec Mee kS Date: 2023.06.26 15:11:12 -04'00"

Signature Date

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

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



Form RGC-2

Schedule of Records Retention and Disposition

Section E: Records Retention Schedule

General Schedule — All County Offices and Agencies

Page 2 of 7

(Local government entily}

{1)
Schedule
Number

(2}
Record Title and Description

(3)
Retention Period

(4)
Wledia Type

G1017-01

AUDIT TRAIL FILES - Data generafed
during the creation of a database
during the processing cycle

28 days (daily
hackup retention
cycie), or transfer to
disk.

Electronic

G1017-02

BLANK FORMS - Obsolste,
unessential or supsrseded forms

Destroy immediately

Paper/Electronic

G1017-03

GOPIES - Internal copies of official
records, used for reference

Destroy immediately

PaperiElectronic

G1017-04

BULLETINS, POSTERS AND
NOTICES - Information used for the
sole purpose of informing people of
events or other activities, including
unsoliclted announcements,
invitations, efc., not filed as evidence
of office operations

Destroy immediately

PaperiElectronic

G1017-08

CORRESPONDENCE—EXECUTIVE
Documents the Administration of the
office and may contain infarmation
concerning agency policies, fiscal and
personnel matters

2 years

PaperiElectronic

G1017-08

CORRESPONDENCE—~GENERAL.
Documents the operations of the offica
and may includle nen-routine requests
for infarmation which may pertain to
Interpretations. (informative and does
not attempt to influence policy)

1 year

Paper/Electronic

G10M7-07

CORRESPONDENCE—PERSONAL
Any paper or electronic document
received and not defined as business
related

Destroy immediately

PaperiElectronic

G1017-08

CORRESPONDENCE—
ROUTINE/TRANSITORY

Requests for routing infermation,
drafts, memos, meeting notices and
ather documents which serve to
convey information of temparary
importance

Until no longer of
administrative value

Paper/Electronic

G1017-09

DEPARTMENTAL POLICIES &
PROCEDRURES - Adopted andfor
implemented, substantial reports &
policies

3 years after
supersededfupdated

PaperiElectronic

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

Page 3of 7

Schedule of Records Retention and Disposition

General Schedule — All County Offices and Agencies

(Local government enfily)

servicas, equlpment and data (back
up files) in case of a disaster. One
copy to be siored off-sits

obsolete

(1) (2) {3) (4)
Schedule | Record Title and Description Rstentlon Period Media Type
Number
ELECTRONIC FORMS AND MEDIA
~ Office copies of computer forms,
disks, tapes, cards, efc., used as
preliminary input or tamporary . . .
G1017-10 storage o output control, the results Destroy immediately All Varietles
of which are produced or are
otherwise available in record form,
micrafilm, microfiche, or online
MINUTES OF AGENCY STAFF
G1017-11 | MEETINGS - Documents Internal 2 years Papet/Electronic
policy decisions
MONTHLY and WEEKLY REFORTS
— Documents siatus of on-going
G1017-12 | projects and issues; advise 1 year Paper/Electronic
supervisors of various events and
issues
Daily backup - 28
days
SYSTEM BACKUP FILES - To .
G101713 | restore system in case of disaster or | Month-end -1 year Tapes/Electronic
destruction
Year-end - 13
months
TAPE RECORDINGS AND/OR
SHORTHAND NOTES - Verbatim Destroy after the
G1017-14 | recordings of meetings later approval of the Tapes
summarized in other written officlal official records
proceedings or minutes
DRAFTSITRANSIENT RECORDS ~
Drafts, working documents, memaos,
G1017-16 | phone messagaes, meeting notices, Emﬂg t';?ﬁzr‘gﬁu @ Paper/Electronic
and other documents that have
temporary value
RECOVERY MEDIA — Records
relating to the protection and
reestablishment of cemputer Until updated,
G1017-16 | operating systems, data processing | superseded, or All Media

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




Form RC-2

Schedule of Records Retention and Disposition

General Schedule — All County Offices and Agencies

Page 4 of 7

(local government entity)

1)

(2)

(3)

(4)

purposes or accidental deletion

schedule (1301-13A)

Schedule | Record Title and Description Retention Period NMedia Type
Number
EMAIL MESSAGES
Transitoty Messages— Until no longer of
Temporary value administrative value
Intermediate/General 1 year, or retain
Messages—Documents according to
operations of office, requeasts for department’s schedule
G1017-17 non-routine information, etc, Electronic
Executive/long Term or Retain 2 years or
Permanent Messages— according to )
Documents the Administration of | department’s retention
- the office, information regarding schedule
policies, personnel, fiscal matters,
elc.
*SEE G1017-17A FOR
DISPOSITION OF DELETED
EMAIL MESSAGES
Items deleted from a
EMAIL EXCHANGE DUMPSTER )
\ " user’s Deleted ftems
(DELETED EMAILS)- Disposition | ¢l dar are NOT
@1017-17A | of email messages that have been | o idsined. Electronic
deleted from a user's Deleted ,
ltems folder See I1SI¥s retention
schedule 130113
FINANCIAL RECORDS ~ Records
pertaining to financial transactions years
including Accounts Payable and 3 years, provided records
Accounts Receivable; Purchase audited the
Orders, Requisitions, Invoices, y
G1017418 | Billing Records/Schedules, Receipt | paintained in County's | Paper/Elactronic the
Documents, Bank Records, accounting system per H
Canceled Checks, Cash Books, Auditor's retention '
Pay-Ins to Treasury, Travel schedule
Expense Records, and other
financial racords
2 years
PAYROLL WORKSHEETS -
) Timesheets, Time Cards, Leave Maintained in County’s N
@1017-19 Requests, Individual Payroll accounting system ger PaperiElectronic
Deduction Reports, OBES Reports | Auditor's retention
schedule
EMAIL BACKUPS — Backup of Maintained hy ISD per
G1017-20 | active emall for disaster racovary 1SD’s retention Electronic

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




Form RC-2

Schedule of Records Retention and Disposition

General Schedule — All County Offices and Agencies

Page 5 of 7

{Local government entity)

cell phones and documenting
County business

through G1017-08

{1 (2) 3 - (4)
Schedule | Record Title and Description | Retention Period Media Type
Number
5 years
PRCCUREMENT CARD
. REGORDS ~ Recelpls, Purchasing | copies maintained in
BI17-21 || ogs, Individual Billing Statements County's accounting | | 2PeT lectronie
and Deparfmaﬂf Bi”ing Staf@meﬂts systel-n per Auditor’s
retentlon schedule
SOCIAL MEDIA RECORDS~
Transitory and/or Duplicate recoids
, : Until updated .
G1017-22 | including posts to Twitter, ’ Electronic
Faceboolk, YouTube and Other superseded or obsolete
Relatad Applications
= ‘COUNTY AUCTION RECORDS ~ : .
G1017-23 | All records related to the County 1 year Paper/Electronic
Auction Process
ANNUAL INVENTORY ~
Departmental Inventory of alt
materials, machinery, tools and
G1017-24 other supplies under each county Zyoars Paper/Electronlc
office or department per Q.R.C.
305.18
PUBLIC RECORDS REQUESTS ~
CRC 149.43 - Requests to inspect .
61017-26 and review public records fo 2 years Paper/Elsctronic
include logs \
VOICE MAIL RECORDS -
Messages for recipients received
G1017-27 | via telephonea which can also be :grﬂli:igt!;?ﬁeer‘faflue Papetr/Electronic
stored and accessed in the
Countywide Email System
12 Calendar Days - If
Court action or other
G1017-28 | VIDEO SURVEILLANCE FILES incident, offload and Electronic
maintain unfil all
actions are complete
EMPLOYMENT
G1017-29 | APPLICATIONS— 1 year Paper/Electronic
UNSUCCESSFUL CANDIDATES
DISASTER RECOVERY/ . .
G1017-30 BUSINESS CONTINUITY PLANS Until superseded Paper/Electronic
TEXT MESSAGES ~~- Sent or Retain according to
j -
G1017-31 recatved on County or Personal content - see G1017-08 Electronic

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




Form RC-2

Schedule of Records Retention and Disposition

General Schedule - All County Offices and Agencies

Page G of 7

{Local government entliy)

subsection 601{d) of the Social
Security Act, as amended, (42
U.5.C. 801{d)) of Goronavirus Relief
Fund Payments

OIG-CA-20-021)

(1) ) o (3) @)
Schedule | Record Title and Description Retention Period Media Type
Number
a1 017.:52 VISITOR LOG/SIGN-IN SHEET 1 year Paper/Electronic
G1017-33 | PAY-IN TO TREASURY RECORDS | o Years, provided
audited
CALENDARS/SCHEDULES - Desk
and appointment calendars used to | Until no longer of
G1017-34 keep track of scheduled meetings administrative value Paper/Electronic
and events
SPEECHES/PRESENTATIONS ~ Untll ho longer of
Written or recorded materials usad administrative value.
| G1017-35 for or distributed during a spesch, Appraise for historical Paper/Electronic
presentation, or press conference. value
G1017-36A | BIDS - UNSUCCESSFUL z\xz?é’s after contract Paper/Electronic
G1017-368 | BIDS ~ SUCCESSFUL gvﬂ:?gs after contract Paper/Elactronic
REFERENCE MATERIALS: Agency
copies of equipment/software
G1017-37 | manuals, State Codes/Ragutations, ;Jgrf;’lt[n:‘;tlg’:ffzrv‘:lu . | Paper/Electronic
and other records used for reference
purposes.
RESEARCH RECORDS:
Information compiled for the
G1017-38 | purposes of research or analysis, ;";::Ii:i:t':;?ﬁ%rv‘;ﬁu e Paper/Electronic
such as comparing options,
equipment, and/or plans of action,
UNIFORM RECORDS — 3 vears. provided
G1017-39 | Documentation an uniforms at?dlte d, p Paper/Electronic
purchased for employeess
BUDGET RECORDS - Local copies
of Departmental budgets and
G1017-40 | woiking papers. Official Budgst 3 years Paper/Electronic
Appropriations maintained in BCC
Journals.
8 years after .
G1017-47 | CONTRACTS completion Paper/Electronic
CORONAVIRUS RELIEF FUND
PAYMENT RECORDS ~
Documentation and financlal records
) § years (US Dept. of
G1017-42 that support compliance with Treasury Memorandum | PaperiElectronic

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




Form RC-2 Page 7 of 7
Schedule of Records Retention and Disposition

General Schedule — All County Offices and Adgencies

{Local government entity)

(1) {2} (3) (4}
Schedule | Record Title and Description Retention Period Media Type
Number

GRANTS - UNSUGCCESSFUL ~

G1017-43 | Grant applicaticns that are not 2 years Paper/Electronic
successiul

GRANTS ~ SUCCESSFUL -

Includes application, progress 5 years provided

G1017-44 repoits, ﬁnanpial records, and any ab;c;i:ﬁg;: ; :3 ;ﬁg;lired PaperfElectronic
other supporting documents
G1017-45 | PRESS RELEASES S years, anbraise for | paperiElectronic (Historical)
G1017-46 | JOB POSTINGS 1 year Paper/Electronic
-é‘l 017-47 | AGENDAS 2 yoars Paper/Electronic

*Media Type - Electronic Record is any combination of text, graphics, data, audio, pictorial, or other information
representative in digital form that is created, modified, maintainerl, archived, retrieved, or distributed by a computer
system.

*Electronic Mail {e-mail) i a format in which records are sent, received andfor drafted using electronic mailing systems.
E-mail is NOT a record series. Each Individual e-mail should be evaluated according to its content and retained In
accordance with the record series that the content most closely fits.

THIS GENERAL SCHEDULE HAS BEEN APPROVED BY THE CLERMONT COUNTY RECORDS CONMISSION FOR USE BY ALL
COUNTY OFFICES AND AGENCIES.

THIS GENERAL SCHEDULE DOES NOT MODIFY OR SUPERSEDE ANY SPECIFIC OFFICE, AGENCY, OR DEPARTMENTAL
SCHEDULE ALREADY APPROVED BY THE RECORDS COMMISSION,

WHEN USING THIS GENERAL SCHEDULE, A GERTIFICATE OF RECORDS DISPOSAL (RC-3} IS NOT REQUIRED BY THE
RECORDS COMMISSION.

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 '
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