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APPROVAL PROCESS FOR RECORDS RETENTION SCHEDULE (RC-2) 
 

 Department submits Records 
Retention Schedule (RC-2) 
to Records Commission 

Does the Records 
Commission 
approve in an Open 
Meeting per 121.22 
ORC? 

Submit to OHS—LGRP for 
review (OHS—LGRP will 
forward to Auditor of State) 

Did the OHS—
LGRP and Auditor 
of State sign the RC-
2? 

RC-2 is now in effect: send a 
Certificate of Records Disposal (RC-
3) in 15 business days prior to 
disposal for records series 
indicated by OHS--LGRP 

Return to the department for revisions 

Return to the Records Commission for 
revisions NO

NO
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