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Local Government Records Program

RECORDS RETENTION SCHEDULE (RC-2)- Part1

See instructions before completing this form. Must be submitted with PART 2

Section A: Local Government Unit

Ohio Village, Village of [

@Seneral Records/Village Wide

(local government entity) (unit)
/W/ it D) Jane Smith Fiscal Officer e
(signature of responsible official) (name) (title) (date)

Section B: Records Commission

Village of Ohio Village

Records Commission

(614) 555-1890

101 Main Street Ohio

=]

43211

(telephone number)

Franklin

(address) (city)

(zip code) (county)

To have this form returned to the Records Commission electronically, include an email address:

commissioners@ohiovillage.gov @

=

| hereby certify that our records commission met in an open meeting, as required by Section 121.22 ORC, and

approved the schedules listed on this form and any continuation 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 minutes kept by this commission.

\'77/\, ' - 77

9230075

Records Commission Chair Signature

Date

Section C: Ohio History Connection - State Archives

=

Signature Title Date
Section D: Auditor of State
Signature Title Date

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


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). In this case we have a general schedule meant for use by the entire village. 

LGRP
Sticky Note
This is the person or departmental official directly responsible for the records. Since this is a village wide schedule, the fiscal officer from the records commission signed. 

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.
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Section E: RECORDS RETENTION SCHEDULE (RC-2) - Part 2

See instructions before completing this form.

Ohio Village, Village of General Records/Village Wide

(local government entity) (unit)

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

(1) (2) (3) (4) (5) (6)
Schedule Record Title and Description Retention Period Media Type For use by RC-3
Number Auditor of Required
State or by
LGRP LGRP
Gen-001 | Agendas 1 year Paper/
@ Records documenting items to be Electronic |:|
discussed during a meeting
Gen-002 | Awards @ Until no longer of Paper/
Certificates and awards given to administrative value | Electronic |:|
municipal departments, divisions, and/or
officials
Gen-003 | Bids (Successful) 8 years after Paper
Records documenting the publicizing, expiration |:|
hearing and awarding of quoted bids to of contract
vendors for services and/or merchandise, | (ORC 2305.06)
including request for proposal, invitation
to bid, requests for qualifications and @
statement of qualifications
Gen-004 | Bids (Unsuccessful) 2 years Paper
Records documenting the publicizing and |:|
hearing of quoted bids to vendors for
services and/or merchandise not
selected, including request for proposal,
invitation to bid, requests for
qualifications and statement of
gualifications
Gen-005 | Blank Forms Until obsolete or Paper/
Unused forms that are either obsolete superseded Electronic |:|
and/or superseded ’6‘
Gen-006 | Bulletins, Posters, Notices and Displays Until no longer of mer
Announcements and informational administrative value |:|
notices related to municipal functions
Gen-007 | Calendar (Desk/Appointment) Until no longer of Paper/
Calendars used to track meetings and administrative value | Electronic |:|
events in conjunction with job functions
Gen-008 | Contracts & Agreements 8 years after
Legal agreements with individuals, expiration |:|
organization or entities to procure goods | (ORC 2305.06) Paper
and/or services



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. Please provide information about the content and use of the records series.

LGRP
Sticky Note
Articulate a retention period for the record in terms of time (for example: six years), an action (for example: until audited), or both (six years after audit).  If you have a legal citation for the retention period, you may include that as well.

LGRP
Sticky Note
Include the format(s) of the record (paper, electronic, microfilm, etc.)
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Section E: RECORDS RETENTION SCHEDULE (RC-2) - Part 2
See instructions before completing this form.
Ohio Village, Village of General Records/Village Wide
(local government entity) (unit)
(1) (2) (3) (4) (5) (6)
Schedule | Record Title and Description Retention Period Media Type For use by RC-3
Number Auditor of Required
State or by
LGRP LGRP
Gen-009 | Copies of Records
Internally duplicated records created for | Until no longer of Paper/ |:|
administrative convenience or reference | administrative value | Electronic
Gen-010 | Correspondence
Communications from external and |:|
internal sources; documents actions, 2 years Paper/
policies, procedures and programs Electronic
Correspondence (Transient)
Gen-011 | Communications which serve to convey Until no longer of |:|
information of temporary importance administrative value | Paper/
Electronic
Meeting Minutes Retain until
Gen-012A | Official record of the proceedings of a microfilmed and Paper |:|
meeting quality checked.
@ Permanent if not
microfilmed
Gen-012B | Meeting Minutes
Official record of the proceedings of a Permanent Microfilm |:|
meeting
Gen-012C | Meeting Minutes
Official record of the proceedings of a 10 years Electronic |:|
meeting
Gen-013 | Press/ News Releases
Announcements sent to the media to 3 years Paper/ |:|
inform the public about actions, events Electronic
or programs
[]
[]
[]
[]

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



LGRP
Sticky Note
If different media types of the same records are being maintained for different retention periods this can be expressed on separate lines.




