










OHIO Ohio Historical Society
H I S T O R Y S(ate Archives of Ohio

Local Government Records Program

800 E. 17* Avenue
Columbus. Ohio 43211-2497

OHIO HISTORY CONNECT ION

OCT - 9 am
STATE AND LOCAL

GOVERNMENT RECORDS
RECORDS RETENTION SCHEDULE fRC-2)

See instructions before completing this form.

Section A; Local Government Unit

CITY OF LAKEWOOD

Section B: Records Commission

CITY OF LAKEWOOD RECORDS COMMISSION

ALL CITY DEPARTMENTS (2)
(local gpyerfftment entity)

^^^%^===:(signature of responsible official)
MICHAEL SUMMERS

(name)

(unit)

MAYOR
(title) (date)

216-529-6040

Records Commission

12650 DETROIT AVENUE LAKEWOOD
(address) (city)

(telephone number)

CUYAHOGA
(zip code) (county)

To have this form returned to (he Records Commission electronically, include an email address: ieannine.petrus@lakewoodoh.net

I hereby certify that our records commission met in an open meeting, as required fay Section 121.22 ORC, and approved the schedules
listed on this form and any continuation sheets. I 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 pertain/to any pending legal case, claim, action or request. This action is reflected in the minutes kept by this
commission.

Records Commission Chair Signature Date

Section C: Ohio Historical Society - State Archives

Signature Title Date

Signature Date

Please Note: The State Archives retains RC-2 forms permanently.
It Is strontjiv recommended that the Records Commission retain a oermanent CODV of this form

SAO/LGRP-RC2-(inst.) Revised February 2012



OHIO Ohio Historical Society
H I S T O R Y state Archives of Ohio

Local Government Records Program

500 E. 17th Avenue
Columbus, Ohio 43211-2497

Section E: Records Retention Schedule

CITY OF LAKEWOOD ALL CITY DEPARTMENTS (2)

(focal government entity) (unit)

(1)
Schedule
Number

COL 14-
01

COL 14-
02

COL 14-
03

COL 14-
04

(2)
Record Title and Description

Blueprints, Plans & Maps; Used by
several different divisions and boards or
commissions to evaluate plans for
approval to improvements, rebuilds, new
buildings etc.

Call records: to include the report a
problem complaints and phone app
complaints. Could include anything from
reporting damage to public property or
nuisance matters in the community.
Both programs generate email to the
specific department or division for
reporting and resolution.

Damage to public property reports:
Includes date damage was reported,
location of damage, type of damage, etc.
Used for repairs and restitution to the
city if appropriate.

CIS Mapping Center: includes various
maps for underground utilities, pavement
conditions, trees, building line maps,
housing information, property owner
information, Lakewood IMap, etc. used
for various reasons by various
departments and divisions.

(3)
Retention Period

Life of Infrastructure

3 years

3 years provided no
legal action is pending

Until updates,
superseded or obsolete,
evaluate for historical
value

(4)
Media
Type

Various
paper,
digital

Electronic

Various
paper,
digital

Various
paper,
digital

(5)
For

use by
Audi to

rof
State

or
OHS-
LGRP

(6)
RC-3
Requ!
red
by

OHS-
LGRP

D

D

SAO/LGRP-RC2-(inst.) Revised February 2012



OHIO Ohio Historical Society
State Archives of Ohio
Local Government Records Program

800 E. 17th Avenue
Columbus, Ohio 43211-2497

(1)
Schedule
Number

COL 14-
05

COL 14-
06

COL 14-
07

COL 14-
08

(2)
Record Title and Description

Grant Files and Records:

includes the RFP, application, any
legislation, contracts, purchase orders,
programmatic and fiscal reports, close
out report and correspondence if any
grantor agency. Used for tracking and
reporting out on the grant.

Monthly Billing for Grants: billing for
grant funded services for Aging, Youth
and Early Childhood including but not
limited to Title III, Family to Family,
Passport, CSSP, JABG, Juvenile
Diversion Program and CDGB.

Permits: includes Block Party, Parking,
pavement opening permits, Parade or
special event, etc. Used by various
departments and divisions for purposes
of unusual circumstances.

Rental agreements: for use of city
property such as City Hall Auditorium,
Lakewood Park Women's Pavilion,
Kiwanis Pavilion, Lakewood Park
Gazebo. May also include refund
requests.

Studies, Plans & Reports: Used by
various departments and divisions may
include land use, traffic, water-flow
surveys, statistical reports for various
programs etc.

(3)
Retention Period

5 years provided audited
and any disputes
resolved or equipment Is
out of service.

3 years

3 years

1 year provided audited

Until no longer of
administrative value

(4)
Media
Type

Various,
paper,
digital

Various
paper,
digital

Various
paper,
digital

Various
paper,
digital

(5)
For

use by
Audito

rof
State

or
OHS-
LGRP

(6)
RC-3
Requi

red
by

OHS-
LGRP

D

D

MUUIIUU means uiey«<lib

SAO/LGRP-RC2-(lnst.) Revised February 2012

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.



OHIO Ohio Historical Society
H i s T o R r state Archives of Ohio

Local Government Records Program

800 £77" Avenue
Columbus, Ohio 43211-2497

(1)
Schedule
Number

COL 14-
09

(2)
Record Title and Description

Time cards, division vacation and
sick records: Used in specific divisions
for proof of hours worked. The
information is then input to the finance
payroll sheets and sent to the finance
department for payroll.

(3}
Retention Period

3 years provided audited
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(4)
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SAO/LGRP-RC2-(lnst.) Revised February 2012



OHIO Ohio Historical Society
" ' S T O R Y State Archives of Ohio

Local Government Records Program

800 E. 17* Avenue
Columbus, Ohio 43211-2497

OHIO Nistdnv ccsisiweef ION

OCT - 9

STATE AND LOCAL

RECORDS RETENTION SCH^K!̂ 1
See instructions before completing this form.

Section A: Local Government Unit

CITY OF LAKEWOQD Public.Safety- Building & Housing
(local goy^rfment'^nfity)

^M^J^^L(Signature of responsible official)
Michael Summers

(name)

(unit)

Mavor. Director of Public Safetv
(title) (date)

Section B: Records Commission

CITY OF LAKEWOOD RECORDS COMMISSION 216-529-6040

Records Commission

12650 DETROIT AVENUE LAKEWOOD

(telephone number)

44107 CUYAHOGA
(address) (city) (zip code) (county)

To have this form returned to the Records Commission electronically, include an email address: Ieannine.petfu_s<®lakewoodoh.net

I hereby certify that our records commission met in an open meeting, as required by Section 121.22ORC, and approved the schedules
listed on this form and any continuation sheets, i 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 anyjaending legal case, claim, action or request. This action is reflected in the minutes kept by this
commission.

Records Commission Chair Signature Date

Section C: Ohio Historical Society - State Archives

Date 'Signature Title

SectionnQa Auditor of State

Signature Date

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

SAO/LGRP-RC2-(lnst.) Revised February 2012



OHIO Ohio Historical Society
State Archives of Ohio
Local Government Records Program

800 E. if Avenue
Columbus, Ohio 43211-2497

Section E: Records Retention Schedule

CITY OF LAKEWOOD Public Safety- Building & Housing

{local government entity) (unit)

(1)
Schedule
Number

Building &
Housing
14-01

Building &
Housing
14-02

Building &
Housing
14-03

Building &
Housing
14-04

(2)
Record Title and Description

Applications/Licenses: includes
completed applications and licenses
issued for the following- tobacco
licenses, peddler/solicitor licenses,
coin operated amusement device
licenses, housing licenses for 1 and 2
family, housing licenses for
commercial (3 family, apartment
buildings, condo buildings,
business/residential), vacant property
registration applications and licenses,
entering adjoining property
applications and licenses,
bowling/billiard licenses, going out of
business licenses.

Census Bureau Reports: Used to
report any new residential (1, 2 or 3
family structures) or new commercial
residential (4 family or larger)
structures and their value. Produced
for the census bureau only, not used
for city purposes.

Contractor Registration: Includes
copies of certificate of insurance,
state licenses held and code of ethics.
All contractors working in the city
must be registered and show proof of
insurance with the city.

Monthly Statistical Reports:
includes Tax Abatement report sent to
the County Auditor's Office and State
surcharge report on permits
generated.

(3)
Retention Period

2 years

2 years

2 years

5 years

(4)
Media
Type

Various
(paper,
digital)

Various
(paper,
digital)

Various
(paper,
digital)

Various
(paper,
digital)

(5)
For use by
Auditor of

State or
OHS-LGRP

(6)
RC-3

Required
by OHS-

LGRP

ni — i

'— '

n

SAO/LGRP-RC2-{lnst) Revised February 2012



OHIO Ohio Historical Society
H i s r o R v state Archives of Ohio

Local Government Records Program

800 E 17"' Avenue
Columbus, Ohio 43211-2497

Section E: Records Retention Schedule

CITY OF LAKEWOOD Public Safety- Building & Housing

(locaf government entity) (unit)

(1)
Schedule
Number

Building &
Housing
14-05

Building &
Housing
14-06

Building &
Housing
14-07

(2)
Record Title and Description

Yearly Operation Report for State
of Ohio Board of Building
Standards: includes state licenses
and expiration dates of licenses for
any employee working in the building
department and doing inspections for
the calendar year, total # of permits,
total # of inspections, Total amount of
construction fees collected, state
licenses and expiration dates for any
outside vendors used as a plans
examiner, etc. Required yearly in
order to maintain status as a State of
Ohio Certified Building Department.

Receipt books/Deposit
Receipts/Construction Drawing:
includes receipt books for receipt of
payment when processing has to be
held for the next day after cash box
has been closed for the day, deposit
receipts for power washing that are
refunded after the job is complete,
copies of release forms for
construction drawings to be picked up
by courier for copying and noted date
of return.

Street Files: includes all permits
issued, violation notices,
correspondence, complaints, housing
license (if applicable) tax abatement
information, etc. Used as a housing
history on that particular parcel.

(3)
Retention Period

6 years

2 years

Permanent

(4)
Media
Type

Various
(paper,
digital)

Various
(paper,
j?^_jirt|\)

Various
(paper,
digital)

(5)
For use by
Auditor of
State or

OHS-LGRP

(6)
RC-3

Required
by OHS-

LGRP

ni i

D

/
13i_i

SAO/LGRP-RC2-(lnst.) Revised February 2012













Ohio Historical Society
State Archives of Ohio
Local Government Records Program

$00 E. if Avenue
Columbus, Ohio 43211-2497

OHIO HISTORY CONNECTION

OCT - 9 2014

STATE AND LOCAL
GOVERNMENT RECORDS

RECORDS RETENTION SCHEDULE (RC-2)
See instructions before completing this form.

Section A: Local Government Unit

CITY OF LAKEWOOD Planning & Development/jjivision of Community Development
.-^oeaLgovernrnent entity)

^V--^A^ ̂  — -M
(signafure of responsible officjsfi)

Dru 31 lev
(name)

(unit)

Director. P&d/DCD
(title) (date)

Section B: Records Commission

CITY OF LAKEWOOD RECORDS COMMISSION 216-529-6040

Records Commission

12650 DETROIT AVENUE LAKEWOOD

(telephone number)

44107 CUYAHOGA
(address) (city) (zip code) (county)

To have this form returned to the Records Commission electronically, include an email address: jeannIne;petrusfqjfakewoodoh.net

I 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 pertainp tc^any pe^Jin^fegal case, claim, action or request. This action is reflected in the minutes kept by this
commission.

Records Commission Chair Signature Date

Section C: Ohio Historical Society - State Archives

>ignature Title Oate

ectio/r PH Auditor of State

Signature Date

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

SAO/LGRP~RC2-(lnst.) Revised February 2012



OHIO Ohio Historical Society
Ĵ ,̂̂  State Archives of Ohio
MrSjR Local Government Records Program

\Y/ 800 E. 17th Avenue
Columbus, Ohio 43211-2497

Section E: Records Retention Schedule

CITYOFLAKEWOOD Planning & Development/Division of Community Dev.

(local government entity) (unil)

(1)
Schedule
Number

P&D 14-
01

P & D 14-
02

P&D14-
03

(2)
Record Title and Description

Case Files: includes Low interest
loans, home improvement grants,
rental restorations, HOME, Property
Acquisition Rehab and Resale
Projects, Neighborhood Stabilization
Program. Files include applications,
mortgages, low-moderate income
proof, income verification, contractor
information to include insurance
bonds, etc.

Consolidated Plan: 5 year plan of a
community needs assessment for
certain areas, includes how the
anticipated federal funds will be used.
Plan is required in order to access the
federal funding.

HUD reports (CAPER) Consolidates
Annual Performance & Evaluation
Report: Required annually to report on
how the funds were spent.

(3)
Retention Period

5 years after file
closure (i.e. loan
satisfaction, voided,
foreclosure, etc.)

5 years after the end of
the plan period

5 years after the end of
the plan period

(4)
Media
Type

Various
(paper,
digital)

Various
(paper,
digital)

Various
(paper,
digital)

(5)
For use by
Auditor of
State or

OHS-LGRP

(6)
RC-3

Required
by OHS-

LGRP

D

D

n

D

SAO/LGRP-RC2-(lnst.) Revised February 2012



OHIO
OHIO HISTORY CONNECTION

OCT - 9 20tt

STATE AND LOCAL
GOVERNMENT RECORDS

RECORDS RETENTION SCHEDULE (RC-2)
See instructions before completing this form.

Ohio Historical Society
state Archives of Ohio
Local Government Records Program

800 E 17th Avenue
Columbus, Ohio 43211-2497

Section A: Local Government Unit

CITY OF LAKEWOQD Public Works- Engineering
(local government entity)

W \4sL---~-<£>
^signature of responsible official)

Joe Beno
(name)

(unit)

Public Works Director
(title) (date)

Section B: Records Commission

CITY OF LAKEWOOD RECORDS COMMISSION 216-529-6040

Records Commission

12650 DETROIT AVENUE __ LAKEWOOD

(telephone number)

44107 CUYAHOGA
(address) (city) (zip code) (county)

To have this form returned to the Records Commission electronically, include an email address; ieannine,petrus@lakewoodoh.net

I 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. I 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 pertain^ to any pending legal case, claim, action or request, This action is reflected in the minutes kept by this
commission. /'/ ]
Records Commission Chair Signature Date

Section C: Ohio Historical Society - State Archives

+,.
Signature Title Date

Section D: Auditor of State

Signature Date

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

SAO/LGRP-RC2-(lnst.) Revised February 2012



OHIO Ohio Historical Society
State Archives of Ohio
Local Government Records Program

800 E. If Avenue
Columbus, Ohio 43211-2497

Section E: Records Retention Schedule

CITY OF LAKEWOOD Public Works- Engineering

(local governmenl entily) (unit)

<1)
Schedule
Number

Engineer
14-01

Engineer
14-02

Engineer
14-03

Engineer
14-04

Engineer
14-05

(2)
Record Title and Description

Aerial photographs: self-explanatory

City Property Files: Kept as a record
of plans, repairs and maintenance for
all city owned property such as parks.
buildings, lots etc.

Project & Design files: Both Federal
and Municipal to include the bid book
(plans, specifications, agreement,
correspondence, Prevailing wage
reports, utility company drawings, field
notes, etc.) used for all projects
undertaken in the city for city
improvements or projects.

Special Assessments: self-
explanatory

Survey books: includes field notes,
diagrams, measurements used for
design of various street projects such
as water main replacements, waterline
replacements, street resurfacing, etc.

(3)
Retention Period

until superseded
evaluate for historical
value

Permanent

8 years after project
completion

3 years after final
payment

Permanent

(4)
Media
Type

Various
(paper,
digital)

Various
(paper,
digital)

Various
(paper,
digital)

Various,
(paper,
digital)

Various
(paper,
digital)

(5)
For use by
Auditor of

State or
OHS-LGRP

(6)
RC-3

Required
by OHS-

LGRP

/

ef'

,

^/

0

n

*-
SAO/LGRP-RC2-(lnst.) Revised February 2012



HI3T6HV CONNECTION

OHIO Ohio Historical Society
H I S T O R Y state Archives of Ohio

Local Government Records Program

800 E. If Avenue
Columbus, Ohio 43211-2497

OCT - 9 20tt

STATE AND LOCAL
GOVERNMENT RECORDS

Remember, at least 15 Business days before you intend to dispose of records, submit a Certificate of Records Disposal (RC-3) to
the OHS-LGRP. Copies of RC-3s will not be returned.

RECORDS RETENTION SCHEDULE (RC-2)
See instructions before completing this form.

Section A: Local Government Unit

CITY OF LAKEWOOD FINANCE DEPARTMENT
(local government entity)

(signature/of responsible official)
Jennifer Pae

(name)

(unit)

Finance Director
(title)

Section B: Records Commission

CITY OF LAKEWOOD RECORDS COMMISSION 216-529-6040

Records Commission

J26.50 DETROIT AVENUE _ LAKEWOOD
(address) (city)

(telephone number)

.44107 CUYAHOGA
(zip code) (county)

To have this form returned to the Records Commission electronically, include an email address: ieannine.petrus@lakewoodoh.nej

I 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. I 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. '' "'

Records Commission Chair Signature Date

Sectign C: Ohio Historical Society : State Archives

Signature Title Date

Signature Date

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

SAO/LGRP-RC2-(!nst) Revised February 2012



OHIO Ohio Historical Society
H I S T O R Y state Archives of Ohio

Local Government Records Program

800 E. 17th Avenue
Columbus, Ohio 43211-2497

Section E: Records Retention Schedule

CITY OF LAKEWOOD FINANCE DEPARTMENT

{local government entity) (unit)

(1)
Schedule
Number

Fin 14-01

Fin 14-02

(2)
Record Title and Description

Accounts Receivable Records:
includes:

City issued Invoices: for fees, fines,
reimbursements, assessments for
money owed to the city for various
matters

Special Assessment Search: the city
receives a request from title agency or
person inquiring about money owed to
city or any pending assessments

County Assessments: assessment
certified to the County for non-payment
of services rendered by the City for
placement on homeowners property tax
bill.

Accounts Payable Records: incudes:

Department purchase orders includes
back up payment info such as invoices,
request for payments, direct pay
requests, copies of checks

Expenditure approved list report {EAL
report): vendor and account distributions

Check register

Annual run report: includes detail of
annual check runs.

(3)
Retention Period

3 years after final
payment

2 years

3 years after
certifying to the
county auditor

3 years

3 years

3 years

3 years

(4)
Media
Type

Various
(paper,
digital)

Various
(paper,
digital)

(5)
For use by
Auditor of
State or

OHS-LGRP

(6)
RC-3

Required
by OHS-
LGRP

D

D

SAO/LGRP-RC2-(lnst.) Revised February 2012



OHIO
H 1 S T 0 B ¥w

Ohio Historical Society
State Archives of Ohio
Local Government Records Program

800 E.17* Avenue
Columbus, Ohio 43211-2497

(1)
Schedule
Number

Fin 14-03

Fin 14-04

Fin 14-05

Fin 14-06

Fin 14-07

Fin 14-08

(2)
Record Title and Description

Audit Documents:
including but not limited to account
receivable, account payable, accrued
payroll and fixed assets.

Bank Statements: reconciliation
statements and balance sheets.

Budget Documents: to include the Tax
Budget, Estimate of Expenses, Monthly
Financial Reports, etc. Also includes
goals, accomplishments, strategic plan,
capital plan etc.

CAFR (Comprehensive Annual
Financial Report): includes balance of
all city accounts or funds (general,
special, capital and enterprise),
expenditures, revenues. Used for annual
reporting to city, auditor and council.

Capital Lease Program: includes all
property and equipment leased by the
city.

Community Development drawdowns:
includes copies of how the grant
programs money was spent and on what
projects

(3)
Retention Period

3 years (audited)

3 years (audited)

5 years then appraise
for historical value

Permanent

2 years after
expiration of lease

5 years

(4)
Media
Type

Various
(paper, .
digital) *

e
h
;
i

Various j
(paper, ,
digital)

Various
(paper,
digital)

Various
(paper,
digital)

Various
(paper,
digital)

Various
(paper,
digital)

(5)
For use by
Auditor of
State or

OHS-LGRP

udfted meai
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ave been at
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;ec. 117.26 C

(6)
RC-3
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by OHS-
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OHIO Ohio Historical Society
State Archives of OhioH I S T O R Yw Local Government Records Program

800 E. 17* Avenue
Columbus, Ohio 43211-24S7

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.

(1)
Schedule
Number

Fin 14-09

Fin 14-10

Fin 14-11

Fin 14-12

Ffn14-13

(2)
Record Title and Description

Debt Documents: including but not
limited to rating agency presentations,
amortizations schedules, continuing
disclosures, transcripts, etc.

Official Debt Statement

General Ledger: Includes monthly
reports (trial balance, detailed ledger
report, detailed journal entry report),
monthly expenditure and revenue
reports (detail & non-detail)

Fixed Asset Log: includes and
inventory of all city owned equipment,
property, assets. Department and
division inventory completed annually

Indirect Cost Plan: Allocations are
determined for those funds such as
Enterprise Funds, including but not
limited to, Water & Sewer and special
revenue funds like CDGB which are by
definition self-supporting and add to the
cost of the General Fund for those
operations. An amount is determined
annually as to what those funds pay into
the General Fund.

Municipal Liability Insurance: Self-
explanatory.

(3)
Retention Period

3 years audited

3 years after debt is
retired

3 years

3 years

5 years

8 years after
expiration

(4)
Media
Type

Various
(paper,
digital)

Various
(paper,
digital)

Various
(paper,
digital)

Various
(paper,
digital)

Various
(paper,
digital)

(5)
For use by
Auditor of
State or

OHS-LGRP

(G)
RC-3

Required
by OHS-

LGRP

D

n

j— -
i— '

D

SAO/LGRP-RC2-(lnst.) Revised February 2012



OHIO
H I S T O R Yw

Ohio Historical Society
State Archives of Ohio
Local Government Records Program

800 E. 17* Avenue
Columbus, Ohio 43211-2497

(1)
Schedule
Number

Fin 14-14

Fin 14-15

Fin 14-16

Fin 14-17

Fin 14-18

(2)
Record Title and Description

Payroll employee files: Includes new
hire paperwork, W-4, change in tax
withholdings, change of status (i.e. pay-
rate, change of address, change of
position title) direct deposit information,
garnishment information, court ordered
deductions, etc.

Payroll deduction records: includes
W-2's (printable)- report of wages, taxes
and withholdings to include insurance,
deferred compensation, credit union, etc.

Payroll records: original signed time
sheets (sorted by pay period and then by
year), employee reimbursements (i.e.
mileage, incidental travel, etc), employee
deduction register, earnings, pension
hospitalization and other insurance
deductions.

Quarterly Payroll Reports: includes all
bi-weekly payroll information referred to
in Fin 14-16

Retirement System Reports: earnings
and withholdings reported to OPERS
and Ohio Police and Fire Pension Fund.

(3)
Retention Period

2 years after
retirement

6 years

3 years

Permanent

50 years

(4)
Media
Type

Various
(paper,
digital)

Various
(paper,
digital)

Various
(paper,
digital)

Various
(paper,
digital)

Various
(paper,
digital)

(5)
For use by
Auditor of
State or

OHS-LGRP

(6)
RC-3

Required
by OHS-

LGRP

D

D

D

n

n

SAO/LGRP-RC2-(lnst.) Revised February 2012









OHIO Ohio Historical Society
H I S T O R Y state Archives of Ohio

Local Government Records Program

800 E, 17th Avenue
Columbus, Ohio 43211-2497

OHIO HISTORY CONNECTION

OCT - 9 2(M

STATE AND LOCAL
GOVERNMENT RECORDS

RECORDS RETENTION SCHEDULE (RCT-2]
See instructions before completing this form.

Section A: Local Government Unit

CITY OF LAKEWQQD

Section B; Records Commission

CITY OF LAKEWOOD RECORDS COMMISSION

Public Works-Fleet
(local government entity)

(signature of responsible official)
Joe Beno

(name)

(unit)

Public Works Director
(title) (date)

216-529-6040

Records Commission

12650 DETROIT AVENUE LAKEWOOD

(telephone number)

44107 CUYAHOGA
(address) (city) (zip code) (county)

To have this form returned to the Records Commission electronically, include an email address: Ieannine.petrus@lakewoodoh.net

I hereby certify (hat 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. I 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 pertaips^to any pending legal case, claim, action or request. This action is reflected in the minutes kept by this
commission. /wx^

r~
Records Commission Chair Signature Date

Section C: Ohio Historical Society - State Archives

Signature Title Date

;ctfaffl/tp: Auditor of State

-//
>ig nature Date

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

SAO/LGRP-RC2-(Inst.) Revised February 2012



OHIO Ohio Historical Society
H I S T O R Y state Archives of Ohio

Local Government Records Program

800 E. 17* Avenue
Columbus, Ohio 43211-24S7

Section E: Records Retention Schedule

CITY OF LAKEWOOD Public Works- Fleet

(local government entity) (unit)

(1)
Schedule
Number

Fleet 14-
01

Fleet 14-
02

Fleet 14-
03

(2)
Record Title and Description

Fuel reports: Used to track the
amount of fuel used for each vehicle,
or piece of equipment. Each vehicle
and area has an individual optical card
that registers the amount of fuel. Used
to bill back to the individual
departments, divisions or outside
entities. Original report sent to Finance
for this function.

Repair orders: Kept as a record of
repairs and maintenance for all fleet
vehicles and equipment to include
snow blowers, lawn mowers, leaf
blowers, chain saws etc. Record
includes parts used and time to repair.
Tracks costs to repair each piece of
equipment.

Vehicle and Equipment Inventory:
self-explanatory. Updated yearly or as
new equipment or vehicle is acquired.

(3)
Retention Period

3 years provided
audited

Life of the equipment

3 years

{4}
Media
Type

Various
(paper,
digital)

Various
(paper,
digital)

Various
(paper,
digital)

(5)
For use by
Auditor of
State or

OHS-LGRP

\udtted mea
sncompassc
have been a
Auditor of S
audit report
released pu
Sec. 117.26

(6)
RC-3

Required
by OHS-

LGRP

ns:theye
dbyther
jditedby
tate and tt
hasQSeen
•suant to
O.R.C.

D

n

n

jrs
scords
he
ie

SAO/LGRP-RC2-(lnst.) Revised February 2012



OHIO Ohio Historical Society
H I S T O R Y state Archives of Ohio

Local Government Records Program

800 E, 17th Avenue
Columbus, Ohio 43211-2497

OHIO HISTORY CONNECTION

OCT - 9 2(M

STATE AND LOCAL
GOVERNMENT RECORDS

RECORDS RETENTION SCHEDULE (RCT-2]
See instructions before completing this form.

Section A: Local Government Unit

CITY OF LAKEWQQD

Section B; Records Commission

CITY OF LAKEWOOD RECORDS COMMISSION

Public Works-Fleet
(local government entity)

(signature of responsible official)
Joe Beno

(name)

(unit)

Public Works Director
(title) (date)

216-529-6040

Records Commission

12650 DETROIT AVENUE LAKEWOOD

(telephone number)

44107 CUYAHOGA
(address) (city) (zip code) (county)

To have this form returned to the Records Commission electronically, include an email address: Ieannine.petrus@lakewoodoh.net

I hereby certify (hat 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. I 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 pertaips^to any pending legal case, claim, action or request. This action is reflected in the minutes kept by this
commission. /wx^

r~
Records Commission Chair Signature Date

Section C: Ohio Historical Society - State Archives

Signature Title Date

;ctfaffl/tp: Auditor of State

-//
>ig nature Date

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

SAO/LGRP-RC2-(Inst.) Revised February 2012



OHIO Ohio Historical Society
H I S T O R Y state Archives of Ohio

Local Government Records Program

800 E. 17* Avenue
Columbus, Ohio 43211-24S7

Section E: Records Retention Schedule

CITY OF LAKEWOOD Public Works- Fleet

(local government entity) (unit)

(1)
Schedule
Number

Fleet 14-
01

Fleet 14-
02

Fleet 14-
03

(2)
Record Title and Description

Fuel reports: Used to track the
amount of fuel used for each vehicle,
or piece of equipment. Each vehicle
and area has an individual optical card
that registers the amount of fuel. Used
to bill back to the individual
departments, divisions or outside
entities. Original report sent to Finance
for this function.

Repair orders: Kept as a record of
repairs and maintenance for all fleet
vehicles and equipment to include
snow blowers, lawn mowers, leaf
blowers, chain saws etc. Record
includes parts used and time to repair.
Tracks costs to repair each piece of
equipment.

Vehicle and Equipment Inventory:
self-explanatory. Updated yearly or as
new equipment or vehicle is acquired.

(3)
Retention Period

3 years provided
audited

Life of the equipment

3 years

{4}
Media
Type

Various
(paper,
digital)

Various
(paper,
digital)

Various
(paper,
digital)

(5)
For use by
Auditor of
State or

OHS-LGRP

\udtted mea
sncompassc
have been a
Auditor of S
audit report
released pu
Sec. 117.26

(6)
RC-3

Required
by OHS-

LGRP

ns:theye
dbyther
jditedby
tate and tt
hasQSeen
•suant to
O.R.C.

D

n

n

jrs
scords
he
ie

SAO/LGRP-RC2-(lnst.) Revised February 2012



H I S T 0 R
OHIO Ohio Historical Society

State Archives of Ohio
Local Government Records Program

800 E. 17* Avenue
Columbus, Ohio 43211-2497

OHIO HISTORY dONNCCTJON

OCT - 9 2IM

STATE AND LOCAL
GOVERNMENT RECORDS

RECORDS RETENTION SCHEDULE (RC-2)
See instructions before completing this form.

Section A; Local Government Unit

CITY OF LAKEWOOD
(local government entity)

(' "\ /M ^~~^\/7s/

(signature of responsffc^Xfficial)

Human Resources
(unit)

Jean Yousefi Human Resource Director
(name) (title) (date)

Section B; Records Commission

CITY OF LAKEWOOD RECORDS COMMISSION 216-529-6040

Records Commission

12650 DETROIT AVENUE LAKEWOOD

(telephone number)

44107 CUYAHOGA
(address) (city) (zip code) (county)

To have this form returned to the Records Commission electronically, include an email address: jeannine.petrus@lakewoQdoh.net

I 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. I 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 pend^g^Jegal case, claim, action or request. This action is reflected in the minutes kept by this
commission,

Records Commission Chair Signature Date

Sectloj} C: Ohio Historical Society : State Archives

li^m ( jMLdtsA,-
Signature Date

ctlorf Fi Auditor of State

/O
Signature Date

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

SAO/LGRP-RC2-(!nst) Revised February 2012



OHIO Ohio Historical Society
H I S T O R Y state Archives of Ohio

Local Government Records Programw 800 E. 1?" Avenue
Columbus, Ohio 43211-2497

Section E: Records Retention Schedule

CITY OF LAKEWOOD Human Resources

{local government entity) (unit)

(1)
Schedule
Number

HR 14-01

HR 14-02

HR 14-03

HR 14-04

HR 14-05

(2)
Record Title and Description

Government Compliance Forms and
Reports: Includes EEO-4 and VETS-
001 forms and OSHA annual report, etc.
Use is self-explanatory

Grievance Hearing Files: includes
notice of grievance, correspondence
regarding hearing, any exhibits
presented at the hearing and the
decision of the hearing officer. Used to
keep a record of the complaint and the
proceedings.

Health Insurance enrollment records:
Includes application/change form,
election form. Used to keep record of
enrollment and any dependent status
changes.

Injury Reports: Includes internal
incident report. Used to report any on the
job injury or accident where no
immediate need of medical care beyond
first aid is identified.

Job Descriptions: used provide a job
summary, essential job functions,
minimum qualifications required,
equipment used for the position, required
experience.

(3)
Retention Period

5 years

Permanent- paper
copy can be destroyed
if converted to a digital
file.

2 years after employee
leaves municipal
employment

2 years

Until superseded

(4)
Media
Type

Various
{paper,
digital)

Various
(paper,
digital)

Various
(paper,
digital)

Various
(paper,
digital)

Various
(paper,
digital)

(5)
For use by
Auditor of

State or
OHS-LGRP

(6)
RC-3

Required
by OHS-

LGRP

D

D

a

a

n

SAO/LGRP-RC2-(lnst.) Revised February 2012



OHIO Ohio Historical Society
H I S T O R Y stgte Archives of Ohio

Local Government Records Program

800 E. 17* Avenue
Columbus, Ohio 43211-2497

(1)
Schedule
Number

HR 14-06

HR 14-07

HR 14-08

HR 14-09

HR 14-10

(2)
Record Title and Description

Job Recruitment Files: includes the job
posting, copy of the signed Requisition
for Personnel, correspondence with civil
service commission if applicable,
applicants both internal and external

Mediation/Arbitration files: may
include copies of arbitrator decision, fact
finding reports, mediation reports, 3rd

party opinions on contract negotiations,
grievance matters, etc.

Monthly Medical Claim Statements:
Used to verify current
employee/dependent prior to payment of
insurance invoice.

Personnel Files: Includes application
for employment, letters of appointment.
insurance enrollment cards (life,
accident, deferred comp, beneficiary
forms), disciplinary forms, performance
evaluation forms, employment and
termination cards, changes in rate of
pay, copy of PERS Personal history
form, certification of other public service
in Ohio, application for life insurance,
application for membership in Police and
Fire pension fund, application for
membership from elected official, etc,

Worker's Compensation files: to
include the injury report, witness
statements, medical record, vouchers for
payment, BWC/ICO hearing notices and
final orders.

(3)
Retention Period

1 year

Permanent- paper
copy can be destroyed
if converted to digital
file

5 years

2 years after employee
leaves municipal
employment

Permanent record to
be employment card,
salary history and
resignation letter

10 years after date of
final payment

(4)
Media
Type

Various
(paper,
digital)

Various
(paper,
digital)

Digital
only

Various
(paper,
digital)

Various
(paper,
digital)

(5)
For use by
Auditor of
State or

OHS-LGRP

(6)
RC-3

Required
by OHS-

LGRP

ni — i

D

n

r~ii i

D

SAO/LGRP-RC2-(lnst.) Revised February 2012



OHIO
H I S T O R Yw

Ohio Historical Society
State Archives of Ohio
Local Government Records Program

800 E, if Avenue
Columbus, Ohio 43211-2497

(1)
Schedule
Number

HR 14-11

HR14-12

(2)
Record Title and Description

Unemployment claim files: self-
explanatory

Union negotiation files: includes notes
from negotiation meetings, may include
city reports on various matters such as
salaries of other employees, healthcare
costs, total compensation information for
individual positions, etc.

(3)
Retention Period

4 years after date of
final payment

Until no longer of
administrative value

(4)
Media
Type

Various
(paper,
digital)

Various
(paper,
digital)

(5)
For use by
Auditor of
State or

OHS-LGRP

(6)
RC-3

Required
by OHS-

LGRP

D

n

SAQ/LGRP-RC2-(lnst.) Revised February 2012



OHIO Ohio Historical Society
H I S T O R Y State Archives of Ohio

Local Government Records Program

800 E. lf*Avonuo
Columbus, Ohio 43211-2497

OCT - 9 20ft

STATE AND LOCAL
GOVERNMENT RECORDS

RECORDS RETENTION SCHEDULE (RC-2)
See instructions before completing Ihis form.

Section A: Local Government Unit

CITY OF LAKEWOOD
local government entity)

(signature of responsible official)

DEPARTMENT OF HUMAN SERVICES. ALL DIVISIONS
(unit)

TONi GELSOMINO Human Sen/ices Director
(name) (title) (date)

Section B: Records Commission

CITY OF LAKEWOOD RECORDS COMMISSION 216-529-6040

Records Commission

12650 DETROIT AVENUE LAKEWOOD

(telephone number)

44107 CUYAHOGA
(address) (city) (zip code) (county)

To have this form returned to the Records Commission electronically, include an email address; jeannine.petrus@lakewoodoh.not

I 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. I 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 io arjy pending legal case, claim, action or request. This action is reflected In the minutes kept by this
commission.

9 -/T -//
Records Commission Chair Signature Date

n C: Ohio Historical Society - State Archives

Signature Title Date

Signature Date

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

SAO/LGRP-RC2-(lnst.) Revised February 2012



OHIO
H I S T O R Y

w
Ohio Historical Society
State Archives of Ohio
Local Government Records Program

800 E. 17* Avenue
Columbus, Ohio 43211-2497

Section E: Records Retention Schedule

CITY OF LAKEWOOD Department of Human Services, All Divisions

(local government entity) (unit)

(1)
Schedule
Number

DOHS 14-
01

DOHS 14-
02

(2)
Record Title and Description

Client records: files include but are
not limited to identifying information,
contact information, referral for
service, intake assessment, case
manager notes, plan of care, health
records, clinical and progress notes,
correspondence with outside entity
(i.e. physician or other agency),
release of information forms, income
verification forms, assessment,

Juvenile Diversion case records;
Includes police report, notes from the
hearing, disposition of the magistrate,
records of community service
completed. Diversion program is used
in Heu of Cuyahoga County Juvenile
Court for minor criminal offenses.

(3)
Retention Period

6 years after last
contact

1 year after diversion
hearing

(4)
Media
Type

Various
(paper.
digital)

Various
(paper,
digital)

Various
{paper,
digital)

(5)
For use by
Auditor of
State or

OHS-LGRP

(6)
RC-3

Required
by OHS-

LGRP

a

a

SAO/LGRP-RC2-(lnst) Revised February 2012



I *
OHIO Ohio Historical Society
H I S T O R Y State Archives of Ohio

Local Government Records Program

800 E. If Avenue
Columbus, Ohio 43211-2497

OHIO HISTORY CONNECTION

OCT - 9 2014

STATE AND LOCAL
GOVERNMENT RECORDS

RECORDS RETENTION SCHEDULE (RC-2)
See instructions before completing this form.

Section A: Local Government Unit

CITY OF LAKEWOOD Department of Finance. Division of Information Systems
(local government entity) —

(signature of responsible official)
Jennifer Pae

(name)

(unit)

Finance Director
(title)

-,/ ,//
(date)'

Section B: Records Commission

CITY OF LAKEWOOD RECORDS COMMISSION 216-529-6040

Records Commission

12650 DETROIT AVENUE LAKEWOOD

(telephone number)

44107 CUYAHOGA
(address) (city) (zip code) (county)

To have Ihis form returned to the Records Commission electronically, include an email address: ieannine.petrus@lakewoodoh.net

1 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. I 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.

9
Records Commission Chair Signature Date

Section C; Ohio Historical Society - State Archives

- /O
/O &>

Signature Title Date

Section!): Auditor of State

Signature Date

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

SAO/LGRP-RC2-(lnst.) Revised February 2012



OHIO Ohio Historical Society
H I S T O R Y state Archives of Ohio

Local Government Records Program

800 E.-if Avenue
Columbus, Ohio 43211-2497

Section E: Records Retention Schedule

CITYOFLAKEWOOD Department of Finance, Division of Information Systems

(local government entity) (unit)

(1)
Schedule
Number

IS 14-01

IS 14-02

(2)
Record Title and Description

Employee Computer Use Forms: to
include-

Ncw-Add-Changc Access Form
used to set up new employees with
computer access and to add or change
access to current employees as
approved by the department director.

Remove Access Form used to
remove computer access for employee
after separation of employment.

Computer Use Policy Form signed
off by employee regarding city
computer policies.

Terminate Computer Account used
for Information Systems for tracking
when an access account has been
terminated.

Back-up to tape: used to back up
computer storage in case of
malfunction.

(3)
Retention Period

2 years after
separation from
employment

21 days No RC-3
required

(4)
Media
Type

Various
(paper,
digital)

Digital

(5)
For use by
Auditor of

State or
OHS-LGRP

(6)
RC-3

Required
by OHS-

LGRP

°

D

D

SAO/LGRP-RC2-(lnst.) Revised February 2012



I *
OHIO Ohio Historical Society
H I S T O R Y State Archives of Ohio

Local Government Records Program

800 E. If Avenue
Columbus, Ohio 43211-2497

OHIO HISTORY CONNECTION

OCT - 9 2014

STATE AND LOCAL
GOVERNMENT RECORDS

RECORDS RETENTION SCHEDULE (RC-2)
See instructions before completing this form.

Section A: Local Government Unit

CITY OF LAKEWOOD Department of Finance. Division of Information Systems
(local government entity) —

(signature of responsible official)
Jennifer Pae

(name)

(unit)

Finance Director
(title)

-,/ ,//
(date)'

Section B: Records Commission

CITY OF LAKEWOOD RECORDS COMMISSION 216-529-6040

Records Commission

12650 DETROIT AVENUE LAKEWOOD

(telephone number)

44107 CUYAHOGA
(address) (city) (zip code) (county)

To have Ihis form returned to the Records Commission electronically, include an email address: ieannine.petrus@lakewoodoh.net

1 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. I 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.

9
Records Commission Chair Signature Date

Section C; Ohio Historical Society - State Archives

- /O
/O &>

Signature Title Date

Section!): Auditor of State

Signature Date

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

SAO/LGRP-RC2-(lnst.) Revised February 2012



OHIO Ohio Historical Society
H I S T O R Y state Archives of Ohio

Local Government Records Program

800 E.-if Avenue
Columbus, Ohio 43211-2497

Section E: Records Retention Schedule

CITYOFLAKEWOOD Department of Finance, Division of Information Systems

(local government entity) (unit)

(1)
Schedule
Number

IS 14-01

IS 14-02

(2)
Record Title and Description

Employee Computer Use Forms: to
include-

Ncw-Add-Changc Access Form
used to set up new employees with
computer access and to add or change
access to current employees as
approved by the department director.

Remove Access Form used to
remove computer access for employee
after separation of employment.

Computer Use Policy Form signed
off by employee regarding city
computer policies.

Terminate Computer Account used
for Information Systems for tracking
when an access account has been
terminated.

Back-up to tape: used to back up
computer storage in case of
malfunction.

(3)
Retention Period

2 years after
separation from
employment

21 days No RC-3
required

(4)
Media
Type

Various
(paper,
digital)

Digital

(5)
For use by
Auditor of

State or
OHS-LGRP

(6)
RC-3

Required
by OHS-

LGRP

°

D

D

SAO/LGRP-RC2-(lnst.) Revised February 2012





























OHIO Ohio Historical Society
State Archives of Ohio
Local Government Records Program

800 £. 17" Avenue
Columbus, Ohio 43211-2497

OHIO HISTORY CONNECT/ON

OCT - 9 20H

STATE AND LOCAL
GOVERNMENT RECORDS

RECORDS RETENTION SCHEDULE (RC-2)
See instructions before completing this form.

Section A: Local Government Unit

CITY OF LAKEWOOD Public Works- REFUSE AND RECYCLING
(local government entity)

(signature of responsible official)
Joe Beno

(name)

(unit)

Public Works Director
(title) (date)

Section B: Records Commission

CITY OF LAKEWOOD RECORDS COMMISSION 216-529-6040

Records Commission

12650 DETROIT AVENUE
(address)

LAKEWOOD
(city)

(telephone number)

44107
(zip code)

CUYAHOGA
(county)

To have this form returned to the Records Commission electronically, Include an email address: jeannine.petrustailakewoodoh.net

I 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. I 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 ̂ ny pending legal case, claim, action or request. This action is reflected in the minutes kept by this
commission.

1A^/t/v__,

Records Commission Chair Signature Date

Section C: Ohio Historical Society - State Archives

Signature Title Date

lAudltor of State

Signature Date

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

SAO/LGRP-RC2-(lnst.) Revised February 2012



OHIO Ohio Historical Society
H I S T O R Y state Archives of Ohio

Local Government Records Program

800 E. 17th Avenue
Columbus, Ohio 43211-2497

Section E: Records Retention Schedule

CITY OF LAKEWOOD Public Works- Refuse and Recycling

(local government entity) (unit)

(1)
Schedule
Number

Refuse &
Recycling
14-01

Refuse &
Recycling
14-02

Refuse
and
Recycling
14-03

(2)
Record Title and Description

All Recycled Refuse Tracking:
Used to track all types of recycled
refuse. Includes yard waste, Single
Stream curbside recycling, Drop Off
recycling material (i.e. Styrofoam,
waste oil, hazardous household
waste, etc) Tracks revenue based on
tonnage and sales

Refuse and Recycle Toter
database: Used to track toters
assigned to specific address. Tracks
compliance with Refuse regulations.

Vedda Root Reports: A reader that
automatically measures the capacity,
temperature (inside and outside) and
detects leaks of a fuel tank. Used to
report to EPA for in-ground tank
regulations.

(3)
Retention Period

10 Years

Life of Toter

Life of Tank

(4)
Media
Type

Various
(paper,
digital)

Various
(paper,
digital}

Various
(paper,
digital)

(5)
For use by
Auditor of

State or
OHS-LGRP

(6)
RC-3

Required
by OHS-

LGRP

D

°

n

a
SAO/LGRP-RC2-(lnst.) Revised February 2012



OHIO Ohio Historical Society
H I S T O R Y State Archives of Ohio

Local Government Records Program

800 E. 1?" Avenue
Columbus, Ohio 43211-2497

Section E: Records Retention Schedule

CITY OF LAKEWOOD Public Works- Refuse and Recycling

{local government entity) (unit)

(1)
Schedule
Number

Refuse &
Recycling
14-04

(2)
Record Title and Description

Weight Slips for Refuse and
Recycling Tonnage: Used to track
refuse that is taken to the solid waste
facility. Kept to compare monthly
report from the solid waste facility and
slips that are given to each driver
when the load is dropped off.

(3)
Retention Period

3 years or until audited
and audit report is
released

(4)
Media
Type

Various
(paper,
digital)

(5)
For use by
Auditor of

State or
OHS-LGRP

Audited means
encompassed t
have been audi
Auditor of State
audit report ha;
relt
Set

>ased pursu
;. 117.26 O.R

(6)
RC-3

Required
by OHS-

LGRP

the years
y th&ecc
ed by the
and the
been

Fntto

c-

D

D

D

rds

SAO/LGRP-RC2-(lnst.) Revised February 2012



OHIO Ohio Historical Society
state Archives of Ohio
Local Government Records Program

800 E. 17th Avenue
Columbus, Ohio 43211-2497

HISTORY CONNECT-ION

OCT - 9 20ft

STATE AND LOCAL
GOVERNMENT RECORDS

RECORDS RETENTION SCHEDULE (RC-2)
See instructions before completing this form.

Section A; Local Government Unit

CITY OF LAKEWOOD Public Works- Streets. Traffic Signs & Signals. Forestry
(local government entity)

^signature of responsible official)
Joe Beno

(name)

(unit)

Public Works Director
(title) (date)

Section B: Records Commission

CITY OF LAKEWOOD RECORDS COMMISSION 216-529-6040

Records Commission

12650 DETROIT AVENUE LAKEWOOD
(address) (city)

(telephone number)

44107 CUYAHOGA
(zip code) (county)

To have this form returned to the Records Commission electronically, Include an email address: ieannine.petrus@lakewoQdoh.net

I hereby certify that our records commission met in an open meeting, as required by Section 121.22 ORC, and approved (he schedules
listed on this form and any continuation sheets. I 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. f\ f)

f^UL^
Records Commission Chair Signature Date

Section C: Ohio Historical Society - State Archives

JO
Signature Title Date

Section, pfl Auditor of State

Signature Date

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

SAO/LGRP-RC2-(lnst,} Revised February 2012



OHIO Ohio Historical Society
i s r o R * state Archives of Ohio

Local Government Records Program

800 E. 17* Avenue
Columbus, Ohio 43211-2497

Section E: Records Retention Schedule

CITY OF LAKEWOOD Public Works- Streets, Forestry, Traffic Signs & Signals

(local government entity) (unit)

(1)
Schedule
Number

Forestry
14-01

Streets 14-
01

Streets 14-
02

(2)
Record Title and Description

Tree Keeper: Used to track public
property trees that have been
removed, stump removal has been
done, new plantings with type of tree,
trimming, major pruning of individual
trees. This record includes the
location of the tree as well.

Street Repair Records: Kept as a
record of repairs and maintenance to
streets where other city divisions have
opened the street for repairs to
utilities. Includes record of inspections
before final closure of a street
opening by an outside contractor for
utility connections. Also records of
Street repair cost records.

Storm street maintenance reports:
Cost summary of each storm event.
Includes record of number of trucks,
amount of salt used, number of man
hours. Used to track approximate
costs to maintain streets during storm
events.

(3)
Retention Period

Life of the tree

3 years

3 years

(4)
Media
Type

Various
(paper,
digital)

Various
{paper,
digital)

Various
(paper,
digital)

(5)
For use by
Auditor of

State or
OHS-LGRP

(6)
RC-3

Required
by OHS-

LGRP

n

n

a

D

Section E: Records Retention Schedule

SAO/LGRP-RC2-(lnst.) Revised February 2012



OHIO
H I S T O R Y

Ohio Historical Society
State Archives of Ohio
Local Government Records Program

800 E. 17* Avenue
Columbus, Ohio 43211-2497

CITY OF LAKEWOOD Public Works- Streets, Forestry, Traffic Signs & Signals

CITY OF LAKEWOOD Public Works- Streets, Forestry, Traffic Signs & Signals

{local government entity) (unit)

{1}
Schedule
Number

Traffic 14-
01

(2)
Record Title and Description

Signs & Signals Tracker: Used to
track all signs in the city. Includes the
type of reflective material used,
replacement information and asset
tag number.

(3)
Retention Period

Life of Sign

(4)
Media
Type

Various
(paper,
digital)

(5)
For use by
Auditor of

State or
OHS-LGRP

(6)
RC-3

Required
by OHS-

LGRP

D

a

a

a

SAO/LGRP-RC2-(fnst.) Revised February 2012



OHIO Ohio Historical Society
state Archives of Ohio
Local Government Records Program

800 E. 17th Avenue
Columbus, Ohio 43211-2497

HISTORY CONNECT-ION

OCT - 9 20ft

STATE AND LOCAL
GOVERNMENT RECORDS

RECORDS RETENTION SCHEDULE (RC-2)
See instructions before completing this form.

Section A; Local Government Unit

CITY OF LAKEWOOD Public Works- Streets. Traffic Signs & Signals. Forestry
(local government entity)

^signature of responsible official)
Joe Beno

(name)

(unit)

Public Works Director
(title) (date)

Section B: Records Commission

CITY OF LAKEWOOD RECORDS COMMISSION 216-529-6040

Records Commission

12650 DETROIT AVENUE LAKEWOOD
(address) (city)

(telephone number)

44107 CUYAHOGA
(zip code) (county)

To have this form returned to the Records Commission electronically, Include an email address: ieannine.petrus@lakewoQdoh.net

I hereby certify that our records commission met in an open meeting, as required by Section 121.22 ORC, and approved (he schedules
listed on this form and any continuation sheets. I 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. f\ f)

f^UL^
Records Commission Chair Signature Date

Section C: Ohio Historical Society - State Archives

JO
Signature Title Date

Section, pfl Auditor of State

Signature Date

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

SAO/LGRP-RC2-(lnst,} Revised February 2012



OHIO Ohio Historical Society
i s r o R * state Archives of Ohio

Local Government Records Program

800 E. 17* Avenue
Columbus, Ohio 43211-2497

Section E: Records Retention Schedule

CITY OF LAKEWOOD Public Works- Streets, Forestry, Traffic Signs & Signals

(local government entity) (unit)

(1)
Schedule
Number

Forestry
14-01

Streets 14-
01

Streets 14-
02

(2)
Record Title and Description

Tree Keeper: Used to track public
property trees that have been
removed, stump removal has been
done, new plantings with type of tree,
trimming, major pruning of individual
trees. This record includes the
location of the tree as well.

Street Repair Records: Kept as a
record of repairs and maintenance to
streets where other city divisions have
opened the street for repairs to
utilities. Includes record of inspections
before final closure of a street
opening by an outside contractor for
utility connections. Also records of
Street repair cost records.

Storm street maintenance reports:
Cost summary of each storm event.
Includes record of number of trucks,
amount of salt used, number of man
hours. Used to track approximate
costs to maintain streets during storm
events.

(3)
Retention Period

Life of the tree

3 years

3 years

(4)
Media
Type

Various
(paper,
digital)

Various
{paper,
digital)

Various
(paper,
digital)

(5)
For use by
Auditor of

State or
OHS-LGRP

(6)
RC-3

Required
by OHS-

LGRP

n

n

a

D

Section E: Records Retention Schedule

SAO/LGRP-RC2-(lnst.) Revised February 2012



OHIO
H I S T O R Y

Ohio Historical Society
State Archives of Ohio
Local Government Records Program

800 E. 17* Avenue
Columbus, Ohio 43211-2497

CITY OF LAKEWOOD Public Works- Streets, Forestry, Traffic Signs & Signals

CITY OF LAKEWOOD Public Works- Streets, Forestry, Traffic Signs & Signals

{local government entity) (unit)

{1}
Schedule
Number

Traffic 14-
01

(2)
Record Title and Description

Signs & Signals Tracker: Used to
track all signs in the city. Includes the
type of reflective material used,
replacement information and asset
tag number.

(3)
Retention Period

Life of Sign

(4)
Media
Type

Various
(paper,
digital)

(5)
For use by
Auditor of

State or
OHS-LGRP

(6)
RC-3

Required
by OHS-

LGRP

D

a

a

a

SAO/LGRP-RC2-(fnst.) Revised February 2012



OHIO Ohio Historical Society
H I S T O R Y state Archives of Ohio

Local Government Records Program

800 E. 17th Avenue
Columbus, Ohio 43211-2497

OHIO HISTORY CONNECTION

OCT - 9 20H

STATE AND LOCAL
GOVERNMENT RECORDS

Remember, at least 15 Business days before you intend to dispose of records, submit a Certificate of Records Disposal (RC-3) to
the OHS-LGRP. Copies of RC-3s will not be returned.

RECORDS RETENTION SCHEDULE (RC-2)
See instructions before completing this form.

Section A: Local Government Unit

CITY OF LAKEWOOD FINANCE DEPARTMENT - Division of Tax. Utility Pilling and Vital Statistics
(local government entity) -

.- ^

(signature of responslble^officlal)

^--^
Jennifer Pae

(name)

(unit) /

Finance Director / *• r /I
(title) / (date)

//

Section B: Records Commission

CITY OF LAKEWOOD RECORDS COMMISSION 216-529-6040

Records Commission

12650 DETROIT AVENUE LAKEWOOD
(address) (city)

(telephone number)

44107
(zip code)

CUYAHOGA
(county)

To have this form returned to the Records Commission electronically, include an email address: jeannine.petrus@lakewoodoh.net

I 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. I 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 ft> afiy pe^djng legal case, claim, action or request. This action Is reflected in the minutes kept by this
commission. HI J)

AJJifl
Records Commission Chair Signature Date

Section C: Ohio Historical Society : State Archives

Signature Title Date

Auditor of State

Signature Date

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

SAO/LGRP-RC2-(lnst.) Revised February 2012



OHIO Ohio Historical Society
H I S T O R Y state Archives of Ohio

Local Government Records Program

800 E. lfh Avenue
Columbus, Ohio 43211-2497

Section E: Records Retention Schedule

CITY OF LAKEWOOD FINANCE DEPARTMENT- Divisions of Tax, Utility Billing and Vital Statistics

(local government entity) (unit)

(1)
Schedule
Number

Tax 14-01

UB 14-01

UB 14-02

UB 14-03

(2)
Record Title and Description

Municipal Income Tax Records: to
include Student exempt forms, payment
receipt vouchers, refund vouchers, tax
return forms,

Bad Check Records: includes checks
returned as NSF, closed accounts etc.

Homestead Exemption Records: for
reduction in water and sewer monthly
charges

Original application of homeowner plus
documents that would show proof of
disability, proof of low income or proof of
over the age of 65 and low income for
qualification.

Annual renewal application

Master Meter Readings: City receives
readings from the City of Cleveland and
logs into a hand written ledger,
spreadsheet mailed to city from City of
Cleveland and City receives bill from City
of Cleveland for water use. Ledger and
spreadsheet are used for reconciliation
of billing statement for discrepancies.

<3)
Retention Period

6 years

2 years

3 years after proof of
no longer homeowner
or immediately upon
notification of death

3 years

1 year (audited)

(4)
Media
Type

Various
(paper,
digital)

Various
(paper,
digital)

Various
(paper,
digital)

Various
(paper,
digital)

(5)
For use by
Auditor of

State or
OHS-LGRP

Xudfted mea
incom passe

(6)
RC-3

Required
by OHS-

LGRP

n

n

rts: the ye
d by the r

lave been audited by t
\uditor of State agd th
mdit report has been
•eleased pursuant to
>ec.117.26O.R.C.

irs
icords
he
e

SAO/LGRP-RC2-(lnst) Revised February 2012



OHIO Ohio Historical Society
^r^J State Archives of Ohio
0R|jD Local Government Records Program

\Y/ 800 E. 17"1 Avenue
Columbus, Ohio 43211-2497

(1)
Schedule
Number

UB 14-04

UB 14-05

VS 14-01

VS 14-02

VS 14-03

VS 14-04

(2)
Record Title and Description

Service Turn On and Turn Off
Records: includes- Record of seller,
date of last reading, meter reading and
any notes from the staff. Also record of
purchaser, date for start of service and
current meter reading on date of start of
service and any notes from staff.

Water Billing Records: includes record
of usage charges, sewer charges, meter
reading, account number and payment
stubs. Used to verify billing printed and
mailed by an outside vendor and to
record payments.

Burial Permit Stubs; Permits to
transport the deceased to cemetery, out
of state and out of country.

Certificates: Birth and death
Self-explanatory

Vital Statistic Reports: Report that is
sent to the State of Ohio for verification
of the number of births, deaths and
burial permits.

Vital Statistic Requests: received in-
person or through the mail requesting a
certified copy of the birth or death
certificate on file. Used to produce a
certified copy.

(3)
Retention Period

Until property
transfers ownership

3 years

5 years

Permanent

5 years

1 year after audit

(4)
Media
Type

Various
(paper,
digital)

Various
(paper,
digital)

Various
(paper,
digital)

Various
(paper,
digital)

Various
(paper,
digital)

Various
(paper,
digital)

Ai
ei
hi
Ai
ai
re
S<

(5)
For use by
Auditor of

State or
OHS-LGRP

jdrted mean
com passed
ve been auc
idftor of Sta
dit report hi
eased pursi
c. 117.26 O.

(6)
RC-3

Required
by OHS-

LGRP

D

n

n

a/

a

n
;: the year
by the rec
itedbyth
e and the
sbeen
lant to
*.C.

5

ords
»

SAO/LGRP-RC2-(lnst.) Revised February 2012



OHIO
H I S T O R Y

Ohio Historical Society
State Archives of Ohio
Local Government Records Program

800 E. 17th Avenue
Columbus, Ohio 43211-2497

OHIO HiSTORY CONNECTION

OCT - 9

STATE AND LOCAL
GOVERNMENT RECORDS

RECORDS RETENTION SCHEDULE (RC-2)
See instructions before completing this form.

Section A: Local Government Unit

CITY OF LAKEWOOD Public Works^Water/Waslewater Collection
(local government entity)

(signature of responsible official)
Joe Beno

(name)

(unit)

Public Works Director
(title) (date)

Section B: Records Commission

CITY OF LAKEWOOD RECORDS COMMISSION 216-529-6040

Records Commission

12650 DETROIT AVENUE LAKEWOOD

(telephone number)

44107 CUYAHOGA
(address) (city) (zip code) (county)

To have this form returned to the Records Commission electronically, include an email address: ioa n n|ne. petrus® I a kewo odph. net

i hereby certify that our records commission met in an open meeting, as required by Section 121.22 ORC, and approved Ihe schedules
listed on this form and any continuation sheets. I 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,

Records Commission Chair Signature Date

Section C: Ohio Historical Society - State Archives

Signature Title Date

Section D: Auditor of State

Signature Date

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

SAO/LGRP-RC2-(lnst) Revised February 2012



OHIO Ohio Historical Society
m s T O R y state Archives of Ohio

Local Government Records Program

800 E. if Avenue
Columbus, Ohio 43211-2497

Section E: Records Retention Schedule

CITY OF LAKEWOOD Public Works- Water/Wastewater Collection

(local government entity) (unit)

(1)
Schedule
Number

W/WWC
14-01

W/WWC
14-02

W/WWC
14-03

(2)
Record Title and Description

Sanitary Sewer Records: May
include call reports, Home owner
inquiries and EPA reports. Used to
track calls to specific parcels and
track nature of the call or problem.

Sewer Repair Records: to include
log sheets for the type of repair made,
materials used for the repair, OUPS
dig sheets, etc. Used to track repairs
and costs for the repairs.

Sewer Testing Records: records
result of dye tests may include home
owner inquiries. Used for code
compliance

(3)
Retention Period

Permanent

10 years

5 years

(4)
Media
Type

Various
(paper,
digital)

Various
(paper,
digital)

Various
(paper,
digital)

(5)
For use by
Auditor of

State or
OHS-LGRP

-

(6)
RC-3

Required
by OHS-

LGRP

D

D

D

D

SAO/LGRP-RC2-(lnst.) Revised February 2012



OHIO Ohio Historical Society
H I S T O R Y state Archives of Ohio

Local Government Records Program

800 E.
Columbus, Ohio 43211-2497

Section E: Records Retention Schedule

CITY OF LAKEWOOD Public Works- Water/ Wastewater Collection

(local government entity) (unit)

(1)
Schedule
Number

w/wwc
14-04

(2)
Record Title and Description

Water usage reports: Raw data
collected from the parcel and then
downloaded to the computer for utility
billing to process billings to
customers.

(3)
Retention Period

2 years or until audited
and audit report is
released

(4) 1
Media
Type

Various
(paper,
digital)

(5) ~1
For use by
Auditor of

State or
OHS-LGRP

(6)
RC-3

Required
by OHS-

LGRP

D

D

a

a

SAO/LGRP-RC2-(!nst) Revised February 2012

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.



OHIO
H I S T O R Y

Ohio Historical Society
State Archives of Ohio
Local Government Records Program

800 E. 17th Avenue
Columbus, Ohio 43211-2497

OHIO HiSTORY CONNECTION

OCT - 9

STATE AND LOCAL
GOVERNMENT RECORDS

RECORDS RETENTION SCHEDULE (RC-2)
See instructions before completing this form.

Section A: Local Government Unit

CITY OF LAKEWOOD Public Works^Water/Waslewater Collection
(local government entity)

(signature of responsible official)
Joe Beno

(name)

(unit)

Public Works Director
(title) (date)

Section B: Records Commission

CITY OF LAKEWOOD RECORDS COMMISSION 216-529-6040

Records Commission

12650 DETROIT AVENUE LAKEWOOD

(telephone number)

44107 CUYAHOGA
(address) (city) (zip code) (county)

To have this form returned to the Records Commission electronically, include an email address: ioa n n|ne. petrus® I a kewo odph. net

i hereby certify that our records commission met in an open meeting, as required by Section 121.22 ORC, and approved Ihe schedules
listed on this form and any continuation sheets. I 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,

Records Commission Chair Signature Date

Section C: Ohio Historical Society - State Archives

Signature Title Date

Section D: Auditor of State

Signature Date

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

SAO/LGRP-RC2-(lnst) Revised February 2012



OHIO Ohio Historical Society
m s T O R y state Archives of Ohio

Local Government Records Program

800 E. if Avenue
Columbus, Ohio 43211-2497

Section E: Records Retention Schedule

CITY OF LAKEWOOD Public Works- Water/Wastewater Collection

(local government entity) (unit)

(1)
Schedule
Number

W/WWC
14-01

W/WWC
14-02

W/WWC
14-03

(2)
Record Title and Description

Sanitary Sewer Records: May
include call reports, Home owner
inquiries and EPA reports. Used to
track calls to specific parcels and
track nature of the call or problem.

Sewer Repair Records: to include
log sheets for the type of repair made,
materials used for the repair, OUPS
dig sheets, etc. Used to track repairs
and costs for the repairs.

Sewer Testing Records: records
result of dye tests may include home
owner inquiries. Used for code
compliance

(3)
Retention Period

Permanent

10 years

5 years

(4)
Media
Type

Various
(paper,
digital)

Various
(paper,
digital)

Various
(paper,
digital)

(5)
For use by
Auditor of

State or
OHS-LGRP

-

(6)
RC-3

Required
by OHS-

LGRP

D

D

D

D

SAO/LGRP-RC2-(lnst.) Revised February 2012



OHIO Ohio Historical Society
H I S T O R Y state Archives of Ohio

Local Government Records Program

800 E.
Columbus, Ohio 43211-2497

Section E: Records Retention Schedule

CITY OF LAKEWOOD Public Works- Water/ Wastewater Collection

(local government entity) (unit)

(1)
Schedule
Number

w/wwc
14-04

(2)
Record Title and Description

Water usage reports: Raw data
collected from the parcel and then
downloaded to the computer for utility
billing to process billings to
customers.

(3)
Retention Period

2 years or until audited
and audit report is
released

(4) 1
Media
Type

Various
(paper,
digital)

(5) ~1
For use by
Auditor of

State or
OHS-LGRP

(6)
RC-3

Required
by OHS-

LGRP

D

D

a

a

SAO/LGRP-RC2-(!nst) Revised February 2012

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.



OHIO
H I S T O R Y

Ohio Historical Society
State Archives of Ohio
Local Government Records Program

300 E, 17* Avenue
Columbus, Ohio 43211-2497

OHIO HISTORY CONNECT ION

OCT - 9

STATE AND LOCAL
GOVERNMENT RECORDS

RECORDS RETENTION SCHEDULE (RC-2)
See instructions before completing this form.

Section A: Local Government Unit

CITY OF LAKEWQOD Public Works- Wastewater Treatment
(Ipcal government entity)

J&> -~G Joe Beno

(unit)

Public Works Director
gnature of responsible official) (name) (title) (date)

Section B: Records Commission

CITY OF LAKEWOOD RECORDS COMMISSION 216-529-6040

Records Commission

12650 DETROIT AVENUE LAKEWOOD

{telephone number)

44107 CUYAHOGA
(address) (city) (zip code) (county)

To have this form returned to the Records Commission electronically. Include an email address: leannlne.petrustgjlakewoodoh.net

I 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. I 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.

IL
Records Commission Chair Signature Date

Section C: Ohio Historical Society - State Archives

Title Date

Section D
r

ditor of State

:£.
Signature Date

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

SAO/LGRP-RC2-(lnst.) Revised February 2012



OHIO Ohio Historical Society
H I S T O R Y state Archives of Ohio

Local Government Records Program

800 E. if Avonue
Columbus, Ohio 43211-2497

Section E: Records Retention Schedule

CITY OF LAKEWOOD Public Works- Wastewater Treatment Plant

(local government entity) (unit)

(1)
Schedule
Number

WTP 14-01

WTP 14-02

WTP 14-03

(2)
Record Title and Description

Bio Solids: Includes chain of custody
sheets, SVRT Sludge Analysis bench
sheets, Sludge Cake Analysis bench
sheets, Sludge Analysis bench
sheets, Digester Analysis bench
sheets, Thickened Sludge Analysis
bench sheets and Filter Press bench
sheets

Operations documents. Includes
Chain of custody sheets, pH Bench
sheets, Ammonia Bench sheets,
CBOD Analysis bench sheets, COD
Analysis bench sheets, Bacteria
Analysis bench sheets, Solids
Analysis bench sheets and
RAS/MLSS Analysis bench sheets.

NPDES EPS Annual Report:
National Pollutant Discharge
Elimination System.

(3)
Retention Period

5 years

3 years

10 years

(4)
Media
Type

Various
(paper,
digital)

Various
(paper,
digital)

Various
(paper,
digital)

(5)
For use by
Auditor of

State or
OHS-LGRP

(6)
RC-3

Required
by OHS-

LGRP

n

X

a

Section E: Records Retention Schedule

SAO/LGRP-RC2-(lnst.) Revised February 2012


