
    

 
 

 

Connie Council   3/31/2016

  Village Mayor     4/7/2016                                                                        

Please Note:   The State Archives retains RC-1 forms for seven years. 
It is strongly recommended that the Records Commission retain a permanent copy of this form. 

EXAMPLE

mailto:commissioners@ohiovillage.gov
LGRP
Sticky Note
In the local government entity field use the municipality, county, township, school, library, or special taxing district name.

LGRP
Sticky Note
In the until field fill out the department or unit, if applicable (e.g. Police Department).

LGRP
Sticky Note
This is the person or departmental official directly responsible for the records. 

LGRP
Sticky Note
Make sure that you include contact information in case we have questions.

LGRP
Sticky Note
If you include your email address we can return your reviewed form electronically.  

LGRP
Sticky Note
All records commission meetings are open public meetings subject to the provisions of Section 121.22 ORC, Ohio’s Public Meetings law.  Detailed commission minutes should be kept.  Failure to comply with Section 121.22 ORC could lead to revocation of approvals and void the Records Commission actions.

LGRP
Sticky Note
Make sure that the form is signed by the Records Commission Chair and that you have included contact information. Local records commissions are mandated and governed by Ohio Revised Code sections:  149.38 (counties), 149.39 (municipal corporations), 149.41 (school districts),  149.42 (townships), 149.411 (public libraries) and 149.412 (special taxing districts). 

LGRP
Sticky Note
Once the form has been filled out and signed by the responsible official and records commission chair, it is forwarded to the State Archives for review and signature.  We will sign the form and forward it to the Auditor of State’s Office.



 

Jan 1972-Dec 1980 Mayor’s 
Court Correspondence 
(Mayor’s Court no longer in 
existence), 1 box 

Jan 1942- Aug 1945 Civilian 
War Assistance Records, 2 
folders 

 

 
 

EXAMPLE

LGRP
Sticky Note
Schedule numbers can be expressed by a year and item numbering scheme for each records series being scheduled, for example, 16-1 and 16-2. Another option is to include a unique abbreviated identifier for each office, for example, Eng. [Engineer] 1, Eng. 2, etc.

LGRP
Sticky Note
Include the title of the records series and a brief description of each series for which a one-time disposal is being requested. List the beginning and ending months and years covered by the records series. For example: April 1945 to May 1992. Volume of the records (folders or boxes) is also helpful.

LGRP
Sticky Note
Include the media format of the records proposed for disposal.

LGRP
Sticky Note
If retaining records in an alternate media format, include the new format. For example, if you are disposing of paper originals and retaining a certified microfilm copy, list “Microfilm” here.

LGRP
Sticky Note
The RC-1 Form can also be used to transfer records not scheduled on your RC-2.  A deposit agreement is also required.  Email localrecs@ohiohistory.org for more information.




