Ohio Historical Society [
State Archlves of Ohio I
Local Government Recorde Program j

i

800 E. 17* Avenuo
Columbus, Ohlo 43211-2487
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RECORDS RETENTION SCHEDULE (RG-2)

AL SOUETY

Sea instruclions before completing this form,

Saction A: Local Government Unit

CiTY OF LAKEWOOD _ ALL CITY DEPARTMENTS

(local govesnment entity) {unit)

W o~ MICHAEL SUMMERS MAYOR o
(signature of rospahisible official) {name) (title} (daldy /7

Seagtion B; Rocords Conmunission

CITY OF LAKEWOOD RECORDS COMMISSION

216-629-6040

Records Conmmission

(telephone number)

12650 DETROIT AVENUE LAKEWOOD A4107 CUYAHOGA
(address) (clty) (zip code) (counly)

To have this form returned lo lhe Records Commission electronically, Include an emall 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
ilsted on this form and any conlinuation shests. | further cerify that our commisston will make overy effort to prevant these records
serios from being destroyed, lransferred, or otherwlse disposed of in violation of thosa schedules and that ho record will be knowingly
disposed of which perialns to any'pending legal case, ctaim, action or request, This action is reflacled In the minutes kepl by (his

coznyw /,,/M YO ?/ S

Racords Commisston Chair Slgnature Dale

Saction C: Ohio Historlcal Soclety - State Archives

g%'é@ ( ;fﬁ, Z2EA. L}kf’w"'?/ /@’/{MJQ (Lol al- y/ o/ /4
Gnature ale

Title
Section b Auditor of State
Stgnaluré ) Date

Please Nale: The State Archives retalns RC-2 forms pormanantly.
It Is strongly recommanded that tho Rocords Commission rotaln a permanent copv of this form

SAQILGRP-RC2-{Insl.) Revised February 2012
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Ohio Historical Society
State Archlves of Ohlo
Local Govarnmant Records Program

800 £, 17" Avenuo
Cofumbus, Ohlo 43211.2497

Sectlon E: Records Retention Schedule
CITY OF LAKEWOOD

ALL GITY DEPARTMENTS

{logat goveramant entily)

(unit}

()
Schedule
Number

(2)
Record Tltie and Description

{3)
Refentlon Period

{4)
Media
Type

. OHS-.

+(6)

For
Use by
Audlto
rof
-State.

Qr.

(6}
RG-3
Rout

rad

hy
OHS-
LGRP

COL 12-
01

Annual reports: Report of dutles, goals,
staffing, complated and ongolng
projects; used as a means of updating
Councli and other administrative staff,
(This record Is now Incorporated Into the
Annual Comprehensive Budget
dociment,)

Permanent

Varlots
paper,
digital

CLORP. ;

coL 12.
02

Agendas and dockets: Lists agenda
and docket items to be discussed at
varlous meetings of City Council, boards
and comimissions, etc. Used as a means
of notifying public of open public
maslings and whal will be discussed at
those meelings,

8 yoats

Various

paper,
digital

COL 12-
03

Bids, RFP responses and RFQ
responses: Bids and responses to
RFPs and RFQs for various professional
services, Used to maintain a compelitive
bldding and a quaiification progess,

Successful hids and respotises

Unstccessful bids and responses

8 years after completion
of project

2 years after letting of
contract

Various
paper,
dlgital

CoL12-
04

Budget preparation documents: Used
by all departments and divisions to
submit a budget that Is then Incorporated
into the final annual comprehensive
budget document approved by City
Council, Coples of this record are
normally kepl by each department or
division until the final Annual
Comprehensive Budget is approved and
passed by an appropriations ardinance.
Original and final copy with Finance
Department.

Untli final budget Is
approved by Council

Varlous
paper,
digital

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




Ohlo Historlcal Soclety
Stata Archives of Ohio
Local Government Racords Program

808 E, 17 Avonue
Columbus, Qhlo 432§1-2497

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

D) @ @) (@) (5)
Schedule Record Title and Description Retentlon Period Media |- For {6)
Numbaer Type -use by | RC-3
Audlto | Requl
rof rad
Stafo by
or OHS-
OHS- | LGRP
~ ) LGRP
coL 12- Contracts and agreements — inciudes | B years after explration Varlous
05 waivers and roleases paper, |
e o . digitai
COL 12- | Goples of purchase orders and 1 yoar Varlous
08 supporting documents: Involces, paper,
shipping and packing ists, efc.; used as digitai
a reference for departments and [}
divislons; originals are sent and kept by
ihe Finance Department . - | 3 L
CcoL 12. Coples and drafts: Used by various Until no longor of Various
07 departments and division until final adminlstrative value paper,
version of documsnt approved, digital ]
COL 12- Correspondonce; Electronic mail, Various
08 routine lellers, general, inner office papat,
memaos, faxes; used for various reasons. digital a
Translant; Doas not sel policy, establish | Unfil no longer of
guidslines or procedures, serves to admlnistrative value
convey information of temporary
tmportance In lleu of oral communication.
1 year or untll no longer
Routlne: Doss not set policy; Internal of adminlstrative valuo
corrasponrdence, or correspondsnces
from various Individuals, companles or O
organizations requesting informalion or 2 years or until no longer
other misc. inquirles. of administrative or
historlcal value,
Administrative; Daals with signlficant whichever is longer
aspects of the administralion of the city
or individual departments. Includes
informatlon that sels pollcy, programs,
fiscal, lagal or parsonnel maiters. ~
-l
COL 12- ' | Dapartment or division work 2 yoars Various
09 schedules; Includas dally schedules (paper, -
and work orders, digital) n
COL12- Disaster plans: Self-aexplanatory Untll updated or Varlous
10 supersodad (paper, |
o . digita)




Ohioc Historlcal Scciety
Stato Archivaes of Ohlo
Local Qovernmont Recards Program

800 E. 17* Avenue _
Cofumbus, Ohio 42211-2497

() (2) (3) ) (6)
Schadule Record Title and Dascription Retentlon Parlod Madla For {6)
Number Typa usoe by | RC-3
‘Audito | Requi
rof rod
State hy
or OHS-
OHS- | LGRP
o LGRP
COL 12- Legal notices: Includes publication In 6 vears Varlous
11 newspaper for varlous charter changes, {papsr,
bidding, purchasing, abandoned digital) 0
property, Boards and Commissions
notices. Used to nolify public of pending
changes or prosurement makters, L -
coL12- Licenses and certifications: Current 1 year after oxpiration Various
12 licenses and cerlifications for employees {paper,
of varlous depariments and divisions. digital} .
GCOL 12- Manuals, handbooks and directives: b years untll Varlous
13 Used by departinents and divisions lo superseded, obsolete or | (paper,
inform amployees. Includes General replaced whichover Is digltal) 3
Orders and Speclal Orders. ... _|shorter R
COL 12- Meating notlces: Seif-explanalory. 1 year Varlous
14 (paper, 01
S RV digital)
COL 12- Minutes of meotings, Various
16 approved Petrimanent {paper, '
digitat) m/
Racordings of meetings 1 year provided
information has bean
substantlally transcribed
Drafts and notes Until minutes are Audio,
approved Video, GD {]
All above are used by Clly Councit and
varlous committess, boards,
commisslons, els., to keep record of Varfous
public meetings. {paper, (]
L digital)
COL 12. Munlcipal publications: Used for Untll supersedod or Varlous
16 various reasons to keep citizens obsoloto retain one copy | (paper, (|
informed, o slactronic)
COL 12- | Parking Viclations Bureau 3 years provided no Varlous 171
17 documents: Includes reviews, in-person | action pending {paper,
hearings, paid default jJudgments, digital) 0
appeats, scanned copies of parking
cllations, etc. Usad to manage the duties
of parking citations and appsaal process, R ) N .
coL 2. Press raleases; Used {0 keep media Untll no longer of Various .
18 and public informed of varlous clty adminlstrative value (paper, ISJ/
events, changes in refuse pick-up, digital)

special collechions, snow bans, sfc.

SAQNAGRP-RC2-(Inst.} Revised February 2012
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Chilo Historical Society
State Archives of Ohlo
Local Government Records Prograrm

400 E. 17" Avenue
Columbusg, Ohlo 432112497

SAO/LGRP-RC2-{Inst,) Revised February 20142

) 2) ) @) {6)
Scheadule Rocord Title and Description Retention Period Medla For {6)
Number Type uso by | RC-3
Audlte | Requl
rof rad
State by
or OIS-
OHS- | LGRP
e , , LGRP
COL 12- Real property files: includes purchase | Permanent Varlous
19 agreemenls, deeds, leases, easements, {paper, m/
and other evidence and instruments of digital)
real properly conveyancas,
COL12- Recalpts and recoipt hooks: Self- 2 yoars or unth audlted Varlous
20 explanatory. whichever is shortor {paper, i
digital)
COL 12- | Record requests: Self-explanatory. 2years Varlous
21 : {paper, )
S g digital)
CoL 12- Reference materlals: Seli-axplacnatory. | Until suporsedet, Various
22 ahsolete or replacad {paper, Ll
1. R digital)
COoL 12« Transient racords: Voice mails, post-it | Until no longer of Varlous
23 noles, phone massages, appolntment administratlve value (paper,
books, calendars, drafts and olher digital}
documents thal serve to convey O
information of temporary importance in
lleu of oral communication,
| 'COL12- | Record retentlon documents: 26 years Varlous
24 RC1, RC2, RC3 forms {paper, i
digital)
COL 12~ | Blank forms Untlt obscloto, or Paper,
25 supersedad, diglital




Ohio Historical Society HIO HISTORY COANECTION
State Archives of Qhio
Local Government Records Program

800 E. 17" Avenue GCT -3 2004
Columbus, Chfo 43211-2497

TE SAL
3CWE VENT RECORBDS
RECORDS RETENTION SCHEDULE (RC22)

See instructions before complsfing this form.

Section A; Local Government Unit

CITY OF LAKEWOOD _ ALL CITY DEPARTMENTS (2)
W? ntity) {unit)
5“‘”“‘" MICHAEL SUMMERS MAYGCR
(signature of resfonsible official) (name) {titte) (date)

Section B: Records Conumission

CITY OF LAKEWOOD RECORDS COMMISSION 216-529-6040
Records Commission (telephone number)
12850 DETROIT AVENUE LAKEWOOD 44107 CUYAHOGA
(address) {city) {zip code) (county)

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

I hereby certify that our records commission met in an open meetlng, as required by Section 121.22 ORC, and approved the schedules
llsted on this form and any continuation sheets. | further certify that our commisslon will make every effort to prevent these records
series from being destroyed, transfeired, or otherwise disposed of in violation of these schedules and that no record wilt be knowingly

disposed of which perlai any pending legal case, claim, action or request. This action is reflected In the minutas kept by this
comnyission.

' G-z~ y
Records Commission Chair Signature Date

Sectiop C: Chio Hlstoqcai Society - State Archives , N .
4’5/.4,? P b/go/fz-/,z i Aﬁ@ﬁf@lﬁ%ﬁﬁﬂ //’W/?/M/ZJJL A 0/ 25/ / #

8ignature Title Date
Section uditor of State
U s & /%,Vz/ (028 7Y
Signature ’ . i Date
Flease Note: The Stato Archives retains RC-2 forms permanently.
It is stronalv recommended that the Records Commission retain a permanent copy of this form

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




H Ohio Historical Society

HISTORY gGiate Archives of Ohlo

v Local Government Records Program
800 E. 17" Avenue

‘ Columbus, Ohlo 43211-2497

Section E: Records Retention Schedule

CITY OF LAKEWOOD ALL CITY DEPARTMENTS (2)
(local government entity} (unit)
(1) (2) () 4) - (5) '
Schedule Record Title and Description Retention Period Media For | (6)
Numboer Type use by | RC-3
Audito | Requi
r of red
State by
or OHS.-
OHS- | LGRP
LGRP |
COL 14- Blueprints, Plans & Maps: Used by Life of Infrastructure Various
01 several different divisions and boards or paper,
commissions to evaluate plans for digital Q/
approval to improvements, rebuiids, new
buildings etc.
COL 14- Call records: to include the report a 3 years Electronic
02 problem complaints and phone app

complaints. Could include anything from
reporting damage to public property or v
nuisance matters in the community. : 1
Both programs generate email to the :

specific department or division for
reporting and resolution.

CoL 14- Damage to public property reports: 3 years provided no Various
03 Includes date damage was reported, legal action is pending paper, O
location of damage, type of damage, etc. digital

Used for repairs and restitution to the
city if appropriate.

COL 14- GIS Mapping Center: includes various | Until updates, Various

04 maps for underground utilities, pavement | superseded or obsolete, | paper,
conditions, trees, building line maps, evaluate for historical digital
housing information, property owner value

information, Lakewood IMap, etc. used
for various reasons by various
departments and divisions. 1

SAO/LGRP-RC2-(Inst ) Revised February 2012
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Ohio Historical Society
State Archives of Ohio

V Local Government Records Program
“ 800 E. 17" Avenue

Columbus, Ohlo 43211-2497

(1) 2) 3 @) (5) )
Schedule Record Title and Description Retention Period Media For (6)
Number Type use by | RC-3
. Audito | Requi
r of red
State by
or OHS-
OHS- | LGRP
LGRP
COL 14- Grant Files and Records: 6 years provided audited | Various,
05 and any disputes paper,
includes the RFP, application, any resolved or equipment Is | digital
legisiation, contracts, purchase orders, out of service.

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 3 years
grant funded services for Aging, Youth
and Early Childhood including but not
limited to Title Il1, Family to Family,
Passport, CSSP, JABG, Juvenile
Diversion Program and CDGB.

COL 14- Permits: includes Block Party, Parking, 3 years Varlous
06 pavement opening permits, Parade or paper,
special event, etc. Used by various digital 0

departments and divisions for purposes
of unusual circumstances.

COL 14- Rental agreements: for use of city 1 year provided audited | Various
07 property such as City Hall Auditorium, paper,
Lakewood Park Women's Pavilion, digital
Kiwanis Pavilion, Lakewood Park ]
Gazebo. May also include refund
requests.
COL 14- Studies, Plans & Reports: Used by Until no longer of Various
08 various departments and divisions may administrative value paper,
include land use, traffic, water-flow digital 1
surveys, statistical reports for various
programs etc.

_, |  Auditelt meanst the yoars

encompassed by the records
have been audited by the
Auditor of State and the
audit report has been
released pursuant to
SAO/LGRP-RC2-(Inst.) Revised February 2012 Sec. 117.26 O.R.C.




Ohio Historical Society
State Archlves of Ohio
Local Government Records Program

800 E. 17" Avenue
Columbus, Ohlo 43211-2497

(1) (2) (3) @ (5)
Schedule Record Title and Description Retention Period Media For (6)
Number Type use by | RC-3
Audito | Requi
rof red
State | by
or OHS-
OHS- | LGRP
LGRP.
Paper
COL 14- Time cards, division vacation and 3 years provided audited
09 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.
Ol
1
]
(]
O
O
]
[}
LJ
0
U]
0l

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




OHIQ Ohio Historical Society HET OV £ M EEEE R
HISTORY State Archives of Ohio s
74 Local Government Records Program

800 E. 17" Avenue
Columbus, Chlo 43211-2497

Y gy Ry

RECORDS RETENTION SCHEBUE (RC: 57“" i

See instruclions before completing this form.

Section A: Local Governmeant Unit

CITY OF LAKEWOOD Public Safely- Building & Housing
y Michael Summers Mavyor, Director of Public Safely
(6ignaturs of resgansible offlcial) {(name) (tifle) (date)

Section B: Records Commission

CITY OF LAKEWOOD RECORDS COMMISSION 218-529-6040
Records Commissicen {tefephone number)
12650 DETROIT AVENUE LAKEWOOD 44107 CUYAHOGA
{address) (city) (zlp code) (county)

To have this form returned to the Recerds Commission electronically, inciude an emall address: jeannine.petrus@lakewoodoh.net

| hereby certify that our records commission met in an ecpen meeting, as required by Section 121.22 ORCG, and approved the schedules
listed on this form and any conlinuation sheets. | further cedify that our commlssion will make every effori to prevent thess records
series from being destroyed, transferred, or otherwise disposed of It violation of fhese schedutes 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,
! / 915 17

Records Comimisslon Chalr Signature Date

S ct nCGC: Ohlo Histo j:al Society - State Archlves

me Lot [)WM/J/&/MMM 10)20)r4

Signature Titte Date '

Sectio Auditor of Sfate

il b MM [0-28 '(}/

Slgnalure Date

Please Note: The State Archives retalns RC-2 forms parmanently.
It is stronaly recommended that the Records Commission retain a permanant copv of this form

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




Ohio Historical Society
State Archives of Ohlo
Local Governiment Records Program

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

Section E: Records Retention Schedule
CITY OF LAKEWOOD

Public Safety- Building & Housing

(local government entity) {unit)
(1) (2) (3) {4) (5) (6)
Schedule Record Title and Description Retention Perlod Media For use by RC-3
Number Type Auditor of | Required
State or by OHS-
OHS-LGRP LGRP
Building & | Applications/Licenses: includes 2 years Various
Housing completed applications and licenses (paper,
14-01 issued for the following- tobacco digital)
licenses, peddler/solicitor licenses,
coin operated amusement device
licenses, housing licenses for 1 and 2
family, housing licenses for
commercial (3 family, apartment
buitdings, condo buildings, 0
business/residential), vacant property
registration applications and licenses,
entering adjoining property
applications and licenses,
bowling/billiard licenses, going out of
business licenses.
Building & | Census Bureau Reports: Used to 2 years Various
Housing report any new residential (1,2 or 3 {paper,
14-02 family structures) or new commercial digital)
residential (4 family or larger) O
structures and their value. Produced
for the census bureau only, not used
for city purposes.
Building & | Contractor Registration: Includes 2 years Various
Housing copies of certificate of insurance, (paper,
14-03 state licenses held and code of ethics. digitat)
All contractors working in the city ]
must be registered and show proof of
insurance with the city.
Building & | Monthly Statistical Reports: 5 years Various
Housing includes Tax Abatement report sent to {paper,
14-04 the County Auditor's Office and State digitat)
surcharge report on permits |

generated.

SAO/LGRP-RC2-(Inst.) Revised February 2012
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Ohio Historical Society
State Archives of Ohio
Local Government Records Program

800 E. 17" Avenue
Columbus, Ohilo 43211-2497

Section E: Records Retention Schedule
CITY OF LAKEWOOD

Public Safety- Buiiding & Housing

(locat government entity)

(unit)

(1)
Schedule
Number

(2)
Record Title and Description

(3)
Retention Period

Building &
Housing
14-05

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
canstruction 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.

6 years

(4)
Media

Type

Various

(paper,
digital)

(5)

For use by
Auditor of
State or
OHS-LGRP

(6)
RC-3
Required
by OHS-
LGRP

Building &
Housing
14-08

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.

2 years

Various

(paper,
digital)

Building &
Housing
14-07

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.

Permanent

Various

(paper,
digital)

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




oM Ohio Hiatorical Socloty

Hisroxy Stalo Arohivna of Ohlo N OHIO H]STOR'CAL SOC!ETY
V Laoal Govoramont Rocords Program

. 800 5. 17 Avenua . DEC 2 7 2013

V] Columhus, Ohlo 432112407

~ STATE ODAL
GOVERNMENT RECORDS

RECORDS RETENTION SCHEDULE (RG-2)

Seo Instruollons boloro complaitng this fomy,

Saclion A; Looal Gavaramont Unit

CITY OF L AKEWOOD Qlfica.of Gity Goungil
{toca) govararient onlily) {uni
‘ P AT T et Brlan Powars Peasklont of Councl /ﬂﬁ E’/ (D

{aignaiure of rosponsibla aificial) {nama) {Ulls) (data)”
§ectlon B: Resords Commlsalon )

GITY OF LAKEWOOD RECORDS COMMISSION 216-529-0040

Records Gonmlsalon - {telaphene numbser)

200 DETROITAVENUE LAKEWOOD - 44107 ¢
(addrass) {city} (zlp coda) (county)

To havae tals form rolirned fo lhe Racords Cormmiasion elestronienlly, Includo an omall addrose: [oannine.palrua loh.ne

| horaby cenllly thal our racords commisston mel fn ap open meetlng, as required by Secllon 121.22 ORC, and approved the schedules
ilsled on this form and any confinuation sheels, | furlher cortlly thal our commlaelon will make avary offorf fo provent {hess reconls
serlog from belng deslroyad, (ransferied, or olhorwlse disposod of in viotalion of thass schedules and that o record will bo knowlngly

disprosed of which parlaia to any pending logal case, clafm, acilon of roquast, This aollon Is reMlacted In (he minules kept by Ihis
commlealo% ﬁ
ﬁ , T /Y- f/

Rocords Gomnvsslon Chalk Stgnature

Dalo

Saotlon Gt Ohlo Historlan] Socloty - State Arohives )

/ LTy AL f%ﬁfmﬂf '/@Aﬁ?—zﬁé’ ﬂ%{};ﬁdf 7 / 4/// }/ .

Signature Dalo

San O; Audltor of State
#Waféf« £ A" DLty

Slgnalure

bata

Ploase Nato!  The Stato Archlvos rotalns RC-2 forms permensnily.
It It sitonalv reconimondod that tho Records Comnifssion rotaln a porinationt copy of this form

SACHL.GRP-RG2+(Inst) Ravised Fabryary 2012



10 OChio Historical Soclety
SRY - State Archives of Ohlo

v Local Government Records Program
u 800 E, 17* Avenus

Columbus, Ohlo 43211-2497

Saction E: Records Rotontlon Schedile

CITY OF LAKEWOOD Office of City Councll
{local government antily) {unit)
() @ (3) () ®F © |
Schadule Racord Title and Doscription Retontlon Perlod Media For use by RC.3
Number Type Auditor of -
p Requlred
Stato or by OHS-
OHS8-LGRP {GRP
“City Charter and Amendmenis: Seil-explanalory. | Permanent © 1 Varlous o
GouncH (paper, 0
1200 digital) |
City Index to Ordinances and Resolutlons: Self- Parmanent Various
CouncH explanatory. {paper, [}
12-02 o digital)
Clty Liquor Llcense Recquests: Seil-explanalory, 3 years Varlous
Counet {paper, u
12.03 digltal)
City Oalhs of Office: Self-explanatory. 10 yoars after leaving Papor i
Counoil office 0
12-04
City Original Reports and Communications to Permanent Varlous
Coungil Councll Dacket: Used {o convey the necesslty {paper
12.05 of dockel matlers digital) O
Clty “Ordinances: Self-explanalory. Pormanent Papor ‘
Councl)
12-06
1
City Petllions: Recelved in the Cisk of Coungil B years - Paper
CouncH Office,
12.07 (]
CHy i Rosoiutions; Self-explanalory. Parmanent Various
Counc {paper,
12.08 digital) 0

SAON.GRP-RC2-(Inst.) Rovised February 2012
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O Ohio Historical Society | OHIGHIG O
HISTOR State Archives of Ohio i
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Local Government Records Program

000 E. 17" Avenue
X Columbuss, Ohlo 43211-2497

RECORDS RETENTION SCHEDULE (RC-2)

Sep instructions hefore compleling this form,

Section A: Local Government Unit

CITY OF LAKEWOQOD Civil Servica Gommission
{locpl ﬁguernmenl entity) (unity
e o Kevin Buller Law Diteclor /3 /«/‘/ 3
(slgnalure of responsible official} {name) {lile) (dafe} 7

Sactlon B: Records Commission

CITY OF LAKEWQOD RECORDE COMMISSION 216-529-6040
Records Cornmission {talephone number)
12660 DETROIT AVENUE LAKEWOOD 44107 CUYAHOGA
(address) {cily) (zlp cods) : {counly}

To have this form raturned o the Records Commilssion efoclronically, inglude an email address: Jeannine.pefrus@iakevwoodoh.net

i hereby cerlify that our records commission met In an open meeting, as requirad by Seclion 121.22 ORC, and approved the schodules
listed on 1his form and any confinuatien shaets, | furthar cerlify thal our commission will make every efforl fo prevent thase records
series from belng destroyed, transferred, or otheiwlse digposed of in violation of those schedutas and that no record will be knowingly
disposed of which partalns to apy pending legal case, claim, action or requesl. This action Is reflecled in fhe minutes kepl by this

commiafji?} M WO// - IVERETD

Racords Commission Chalr égnalure Dale

Secthp C: Ohlo Historloal Soclefy : State Archives

(/4:}2 L2l 22&1@4 %M ﬁ«aﬂ Y ézc/’;z{ﬂb‘d/& { / 5{/ / C’/

gignalure Title Date

tlon D: Auditor of State

Wdip & mwfﬂ” 914

Signalure Dale

Pleass Noto; Tho State Archivos ratalns RC-2 forms parmanontly.
it s stronaly recommended that the Racords Commission rotain a pormanent copy of this form

SAOILGRP-RC2-(Inst.) Revised February 2012



Ohlo Historical Society
State Archives of Ohic
Local Governmant Records Pragram

800 E. 17 Avenue
Columbus, Ohlo 432112497

Section E: Records Retention Schedule
CITY OF LAKEWQOD

Civil Service Commission

{local govarnment enlity)

{unif)

0 (2) (3) {4) )] (6)
Schedule Record Title and Doscription Retantion Poriod Medla For uga hy RC-3
Number Type ‘Audifor of | Required
~Slate or by OHS-
OHS-LGRP LGRP
CSC 12- Applications for examination: Includes | Life of the eligible | Various '
01 application, all required enclosures, all Hist or 2 years {paper,
documentation for extra credit. Used for | Whichover is digital) :
all competitive and non-compelitive shorter e O
examinations. .
CsSC12- Class spacificatlions: Used as Job 1 year after Various ‘
02 description that includes classification and | supersedod {paper, :
grade for salary band. digitat) 4
C8C 12- Elgible lisfs: Praduced and certified Until list oxpires Varlous
03 after scoras are verifiad and commission {paper,
sets dale of expiration, digital) ]
CSC 12 Ellgible list candidafes: Notification of Life of eligible st | Varlous
04 scores and placement on list, certiflcallon &';jcmfg; Is {paper,
to appointing authorily shottor digital) ]
CsCc12. Hearing caso flles: Appeals from 3 years Various
05 suspensions, removals, reduclions or {paper,
abolishment of positions, and by those digital)
removed or disgualified from an eligible 2
list.
CSG 12- Examination forms: Sign-in sheets, test | 2 years Various
06 number materlais, score sheets, protests {(paper,
for exam questions, random number fist, digilal)
release forms lo use Social Secuiity
numbers; forms used to fnalize exam
scores and frack exira credit, among O
othar things,
CSC 12- Surveys: Surveys used to compare city 1 yoar Varlous
o7 salary, examinations, ete. with those of {papar,
othar municipalitias, cligital) 0

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




Ohio Historical Society
Stale Archives of Qhlo
Local Government Records Program

800 E. 17" Avenuo
Columbus, Qhfo 43211-2497

1
Schedule
Number

(2
Record Title and Description

Test company reports: Job analysis
Information, type of tesling, exam
recommendalions, etc,, all ussd to
develop exams,

SAQILGRP-RC2-(inst.) Revised February 2012

(3) {4} (%) (6)
Retention Period Modia Foruse by RC-3
Type Auditor of | Reguired
State or by OHS-
- .} |onsiere | Lerp
1 yaar after Varlous
axplration of tha (paper'
ellgible tist digital)
(]
[




HIG HISTORY CONNECTION

Chio Historical Society
State Archives of Ohio -
Local Government Records Program ol | /14

800 E. 17" Avenue

Columbus, Chlo 43211-2497 - .
TE LOCAL

GOVERNMENT RECORDS

RECORDS RETENTION SCHEDULE (RC-2)

See instructions belore completing thls form.

Section A: Local Government Unit

CITY OF L AKEWOOD Pianning & Development/ Division of Community Development

Q:il;qgjzne t entity) {unit)
& j\/' Dru Siley Director, P&d/DCD
(signalure of responsible OHP? {namae) {title) {date}
L4
Section B; Records Commission
CITY OF LAKEWQOOD RECORDS COMMISSION 216-529-6040
Recerds Commission (lelephone number)
12650 DETROIT AVENUE LAKEWOOD 44107 CUYAHOGA
(address) {city} {zip code) {county)

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

| hereby certify that our records commission met in an open meating, as required by Section 121.22 ORC, and approved the schedules
listed on this form and any continuation sheels. 1 further cedify that our commisslon will make every sffort to prevant these records
series from being destroyed, transfarred, or otherwise disposed of In viclation of these schedules and that no record will be knowingly
disposed of which pertains tgany Win legal case, clalm, action or request. This action is reflected in the minutes kept by this

commission, .
- IS4
4

Records Cornmission Chair Signature Date

Section C: Ohio Hist’orical Soclety - State Archives

/ /‘/;15/}‘@;({. /.@%’/13%' : »gé’tf ,@/’M@M'M/M i v/ %i} 4

ignature Title

‘Sectio [ Auditor of State :
W}.ﬂx & SNt — (028 1Y
Signature ’ Dale

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

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




H Ohio Historical Society
HISTORY Giate Archives of Ohio

V L.ocal Government Records Program
800 E, 17" Avenue

u Columbus, Ohio 43211-2497

Section E: Records Retention Schedule

CITY OF LAKEWOOD Planning & Development/Division of Community Dev.
{local government entity) (unit)
(N (2 (3 (4) (5) (6)
Schedule Record Title and Description Retention Period Media For use by RC-3
Number Type Auditor of | Required

State or by OHS-
OHS-LGRP LGRP

P&D 14- Case Files: includes Low interest 5 years after file Various

01 loans, home improvement grants, closure (i.e. loan (paper,
rental restorations, HOME, Property satisfaction, volided, digital)
Acquisition Rehab and Resale foreclosure, etc.)

Projects, Neighborhood Stabilization
Program. Files include applications,
mortgages, low-maoderate income

proof, income verification, contractor
information to include insurance U
bonds, etc.
P & D 14- | Consolidated Plan: 5 year plan of a Various 1 '
02 community heeds assessment for 5 years after the end of | (paper,
certain areas, includes how the the plan period digital)

anticipated federal funds will be used.
Plan is required in order to access the
federal funding.

O
P & D 14- | HUD reports (CAPER) Consolidates | 5 years after the end of | Various
03 Annual Performance & Evaluation the plan period (paper,
Report: Required annually to report on digital)
how the funds were spent. ,
]
g

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



QHIO Ohio Historical Society .
RY  State Archives of Ohio
74 Local Government Records Program

UcCT -3 2014
800 E. 17" Avenue
Columbus, Ohio 43211-2497

";‘\. VERD E gl‘l— ;. y
RECORDS RETENTION SCHEDULE (RC-2)

See insiructions before completing this form.

Section A: Local Governmant Unit

CITY-OF LAKEWQOQOD Public Works- Engineering
{local government entity) {unit}
Joe Beno Public Works Director
(@@nature of responsible official) (name) {title) (date)

Section B: Records Commission

CITY OF LAKEWQOD RECORDS COMMISSION 216-525-6040
Records Commission {telephone number}
12650 DETROIT AVENUE LAKEWOOD 44107 CUYAHOGA
{address) (city) (zip code) (county)

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

[ hereby ceriify thal 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 cerify that our commission will make evary effort to prevent these records
series from belng destroyed, transferred, or otherwise disposed of In violafion of these schedutes and that no record will be knowingly
disposed of which periging to any pending legal case, clalm, action or request. This aclion is reflected in the minutes kept by this

| 9 -/5 -1

Records Commission Chair Signalure Date

S?n C: Ohio Historical Society - State Archives

LFL 2; ;;:? 507‘7 LA uké/ﬂa/)*f }{)ﬂ ﬂaﬁfbﬂ’_/ ?/mﬁwﬁf | /D/ "25/ / 51

Signalure Tille Date
_Sewctl%: uditor of State

wils & /W,WL/ ) Op8 1Y
Slgnature ! Dale

Pilease Note: The State Archives refains RC-2 forms permanently.
It is stronaly recommended that the Records Commission retain a permanent copv of this form

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




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 Public Works- Engineering
(local government entily) (unit)
n (2) (3) (4) (5) (6)
Schedule Record Title and Description Retention Period Media For use by RC-3
Number Type Auditor of | Requlred
State or by OHS-
D - OHS-LGRP LGRP
Engineer | Aerial photographs: self-explanatory | until superseded Various
14-01 evaluate for historical | (paper,
Value dlgl(al) M
Engineer | City Property Files: Kept as a record | Permanent Various
14-02 of plans, repairs and maintenance for (paper,
all city owned property such as parks, digital)
buildings, lots etc. ]
Engineer | Project & Design files: Both Federal 8 years after project Varlous
14-03 and Municipal to include the bid book | completion (paper,
(plans, specifications, agreement, digital)
correspondencs, Prevailing wage .
reports, utility company drawings, field
notes, etc.) used for all projects
undertaken in the city for city
improvements or projects.
Engineer | Special Assessments: self- 3 years after final Various,
14-04 explanatory payment (paper,
digital)
C1
Engineer | Survey books: includes field notes, Permanent Various
14-05 diagrams, measurements used for (paper,
design of various street projects such digital)

as water main replacements, waterline
reptacements, street resurfacing, etc.

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




Ohio Historical Society Ui -3 2
State Archives of Ohio
Local Government Regords Program

800 E. 17" Avenue = r
Columbus, Chlo 43211-2497 ALY - =h oAl

— Remembey, at least 15 Business days before you intend fo 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 insiructions before compleling this form.

Section A: Local Govesrnment Unif

CITY OF LAKEWOOD FINANCE DEPARTMENT
(localgoverwen fa_n_tity) {unit)

% / B Jannifar Pae Finance Direcior N
(signam}d responsible official) {name) {title) < (datey

Section B: Records Commission

CITY OF LAKEWOOD RECORDS COMMISSION 216-529-6040
Records Commission (telephone number)
12650 DETROIT AVENUE LAKEWOQOD 44107 CUYAHOGA
(address) {city) (zip code) {county)

To have this form refurned to the Records Commission electronically, include an email address: ieannipe.petruslakewoodoh.net

| hereby certify thal 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 cerlify that our commission will make every effort to preven! these records
series from being destroyed, fransferred, or otherwise disposed of in violation of these schedules and that no record will be knowingly
disposed of which pertains t(iz;j\ding legal case, clalm, actlon or request. This action is reflected in the minutes kept by this

commission. ﬂ/{\j ﬁ&/““\/ ? ) (éf_ /{//

Records Commission Chair Signature Date

Section G: Ohio Historical Soclety : State Archives

biinie L’I/gsza’? ZZAN. ﬂéﬁﬂ‘/ Lopps o V/,Zézﬂ/fz&‘w/(l | 1o/ Y

Slgnature Title Date
Seotlon ; Ayditor of State

% g mﬁ/{—"’" /(‘)“‘a‘g’/}/
Signature Date

Flease Noto: The State Archives retains RC-2 forms permanently.
It Is stronalv recommended that the Records Commission refain a bermanent copv of this form

SAO/NLGRP-RC2-{Inst.) Revised February 2012




Ohio Historical Society
State Archives of Qhlo
Local Government Records Program

800 E. 17 Avenue
Cofumbus, Ohlo 43211-2497

Section E: Records Retention Schedule
CITY OF LAKEWOOD

FINANCE DEPARTMENT

{local government entity)

(unity

annuat check runs.

(1) (2) ®3) @ (5) (6)
Schedule Record Title and Description Retention Perlod Media For use by RC-3
Number Type Auditor of | Required
State or by OHS-
o i OHS-LGRP LGRP
Fin 14-01 | Accounts Recelvable Records:
includes:
3 years after final Various
City issued invoices: for fees, fines, payment {paper,
reimbursements, assessments for digital)
money owed to the city for various
matters
Special Assessment Search: the city 2 years
receives a request from title agency or ]
person inguiring about money owed to
city or any pending assessments
County Assassments: assessment 3 years after
certified to the County for non-payment certifying to the
of services rendered by the City for county auditor
placement on homeowners property tax
bill.
Fin 14-02 | Accounts Payable Records: incudes:
Department purchase orders includes
back up payment info such as invoices, 3 years Various
request for payments, direct pay (paper,
requests, copies of checks digital}
Expenditure approved list report (EAL | 3 years 0
report): vendor and account distributions
Check register 3 years
Annual run report: includes detail of 3 years

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




HISYORY

]

N

Ohio Historical Society
State Archives of Ohio
Local Government Records Program

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

projects

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

) @ 3) (4) (5) (6)
Schedule Record Title and Description Retention Perlod Media For use by RC-3
Number Type Auditor of | Required
State or by OHS-
_______ OHS-LGRP LGRP
Fin 14-03 | Audit Documents: 3 years (audited) Various
including but not limited to account (paper,
receivable, account payable, accrued digital) rs
payroll and fixed assets. by'the records
ave been audited by the
Fin 14-04 | Bank Statements: reconciliation 3 years (audited) Various
statements and balance sheets. (paper,
Fin 14-05 | Budget Documents: to inciude the Tax | 5 years then appraise | Various |
Budget, Estimate of Expenses, Monthly for historical value (paper,
Financial Reports, etc. Also includes digital)
goals, accomplishments, strategic plan,
capital pfan etc.
Fin 14-06 | CAFR (Comprehensive Annual Permanent Various
Financial Report): includes balance of {paper,
al! city accounts or funds (generat, digital)
special, capital and enterprise),
expenditures, revenues. Used for annual
reporting to city, auditor and council.
Fin 14-07 | Capital Lease Program: includes all 2 years after Various
property and equipment leased by the axpiration of lease {paper,
city. digital)
(]
Fin 14-08 | Community Development drawdowns: | 5 years Various
includes copies of how the grant (paper,
programs money was spent and on what digital) 0




encompassed by the records

SAO/LLGRP-RC2-(inst.} Revised February 2012

have been audited by the
10 Ohio Historical Society Auditor of State and the
HISTORY State Archives of Ohio audit report has been
v Local Government Records Program released pursuant to
800 E. 17 Avenue Sec. 117.26 O.R.C.
' Columbus, Ohlo 43211-2497
M 2 (3) (4) (5) (6)
Schedule Record Title and Description Retention Perlod Media For use by "RC-3
Number Type Auditor of | Required
State or by OHS-
_ OHS-LGRP LGRP
Fin 14-09 | Debt Documents: including but not 3 years audited Various
limited to rating agency presentations, (paper,
amortizations schedules, continuing digital)
disclosures, transcripts, etc. 0
Official Debt Statement 3 years after debt is
retired
Fin 14-10 | General Ledger: Includes monthly 3 years Various
reports (trial balance, detailed ledger (paper,
report, detailed journal entry report), digital)
monthly expenditure and revenue
reports (detail & non-detail)
S 0.
Fin 14-11 | Fixed Asset Log: includes and 3 years Various
inventory of all city owned equipment, (paper,
property, assets. Department and digital) ' ]
division inventory completed annually _
Fin 14-12 | Indirect Cost Plan: Allocations are 5 years Various
determined for those funds such as (paper,
Enterprise Funds, including but not digital)
limited to, Water & Sewer and special
revenue funds like CDGB which are by
definition self-supporting and add to the 0
cost of the General Fund for those
operations. An amount is determined
annually as to what those funds pay into
the General Fund.
Fin 14-13 | Municipal Liability Insurance: Self- 8 years after Varlous
explanatory. expiration (paper,
digitai}) (]




OH

HISYORY

[\

N

Ohio Historical Society
State Archives of Ohio
Local Government Records Program

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

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

) (2) 3 4 6 (6)
Schedule Record Title and Description Retention Period Media For use by RC-3
Number Type Auditor of | Required
State or by OHS-
OHS-LGRP LGRP

Fin 14-14 | Payroll employes files: Includes new 2 years after Various

hire paperwork, W-4, change in tax retiroment (paper,

withholdings, change of status (i.e. pay- digital)

rate, change of address, change of

position titie) direct deposit information, M

garnishment information, court ordered

deductions, etc.
Fin 14-16 | Payroll deduction records: includes 6 years Various

W-2's (printable)- report of wages, taxes {paper,

and withholdings to include insurance, digital)

deferred compensation, credit union, etc. ]
Fin 14-16 | Payroll records: original signed time 3 years Various

sheets (sorted by pay period and then by {paper,

year), employee reimbursements (i.e. digital)

mileage, incidental trave!, etc), employee

deduction register, earnings, pension ]

hospitalization and other insurance

deductions.
Fin 1417 | Quarterly Payroll Reports: includes all | Permanent Various

bi-weekly payroll information referred to {paper,

in Fin 14-16 digitat) 3
Fin 14-18 | Retirement System Reports: earnings | 50 years Various

and withholdings reported to OPERS {paper,

and Ohio Police and Fire Pension Fund. digital) O




Ohlo Historical Society i
State Archives of Ohlo i
Local Government Recards Program t

!

800 E. 17" Avenue
Columbus, Ohlo 43211-2497

o

’f B2 i |
i

o SOVERMMENT RECORns

RECORDS RETENTION SCHEDULE (RC-2)

See instrucllons before completing this form,

Section A; Lacal Governntent Unlt

CITY OF LAKEWOQOD DIVISION OF FIRE
{focal govarnment entily) (unity

Bewrt \h M, v SCOTT GILMAN FIRE CHIEF IR )E/1.3
(signafure of responsible official) (nanie) (iitle) (dale) 7

Section B! Records Commisslon

CITY OF LAKEWOOD RECORDS COMMISSION 216-529-6040
Records Commission (telephone number)
12660 DETROIT AVENUE LAKEWOOD 44107 CUYAHOGA
{addrass) {cily) {zlp code) {county)

To have this form relurned lo the Records Commissfon eleclronically, include an email address: jeannine.petrus@lakewoodoh.not

| hareby cerily that our records commission met In an open meeling, as required by Section 121.22 ORG, and approved the scheduies
lisled on this form and any continualion sheets. | funher certily that our commission will make every effort to pravent these records
serles from being destroyad, transfereed, or otherwise disposed of in viokalion of these schedules and that no record will be knowingly
disposed of which peraing to any pending legal case, clalm, action or requesl. This action Is reflecled in the minutes kapt by this

Tl £, Loms s

F
Records Commisslon Chair Signalure Date

S?tlgn G: Ohlo Historlcal Socloty: State Archives

L7r 00 [‘0///¢,72-L_~ .-.kﬁg,ﬂ(&:?ﬁ' @ﬂﬂ LAY 4&/’%&7@{ A { //\ﬁ:)/ / 4

Signalurs Dato

Section D: Auditor of State

M/\% 4 W{«J——»"" D1y

Signalure Dale

Please Noto: Tho State Archives retains RC-2 forms permanently.
it Is stronaly recommendod that the Records Commission retaln a permanent coby of this form

SAO/NL.GRP-RC2-(Inst.} Revised February 2012



Ohlo Historical Soclety
State Archives of Ohlo
Local Gevernment Rocords Program

800 B, 17 Avenue
Cofumbus, Ohlo 43211-2497

Seotlon E: Records Retention Schedule

CITY OF LAKEWOOD DIVISION OF FIRE
(local government antily) ) (unit)
(1 2) B) @) 18) ©)
Schadule Record Title and Description Retentlon Period Media Foruse by RG-3
Number Type Audlitor of Roquired
State or by OMS-
OHS-LGRP | 7} spp
FIRE 12- | Ambulance Run Reporis- includes Jyears Varlous
01 EMS run reports, Electronio patient care {paper,
records used for tracking medical digital}
response and care administersd, (]
FIRE 42- Alarm Record Books- daily journal of | 5 years Various
02 responses, repairs, waich desk Contalns {paper,
general information on dally activily, digital)
£
FIRE 12- | Alarm Response Reports- includes fire | 2 years Varlous
03 alarm reports, incldent report, lockouts, {paper,
fire, elc, Contains information on who, digital)
what, when where and why the ]
response,
FIRE 12- { Arson Roeports- self explanatory Permanently Various
04 {paper, .
digital) E{
FIRE 12- | Equlpmont Record Files- includes Life of the Varlous
06 records on vehlcles, pumps, ladders, eguipment (paper,
SCBA equipment, O2 tanks, Life Packs, digitat)
Defibrillalors and other apparalus except
hydrants and hoses. i
FIRE 12+ | Fire Investigation Fllges — Includes any | Permanent Various
06 reports, communication, interviews etc, (paper, )
regarding a fire investigation digitat) d

SAC/NL.GRP-RC2-{inst) Revised February 2012




OHIO

HiSYgQRY

0\

|

Ohilo Historlcal Society
State Archives of Qhlo
Local Government Records Program

800 E. 17" Avenuo
Columbus, Ohio 432112487

(1) (2) (3) (4) (8) )
Schedute Record Title and Description Retention Period Maclia For use by RC-3
Numbar Type Auditor of Roquirad
‘State or by OHS-
FIRE 12- | Fire Safoly inspection Repors- récord | Pormanant Varlous —
07 of inspecltion of all commercial property {paper,
or residential property with § sultes or digital)
larger for fire extingulshers, smoke N
detectors, stand pipes, ele. includes any
viclation notes
| FIRE 12- | Flrework Permils - Seif explanatory | 2 years Various
08 {paper,
digttai) ]
FIRE12- | Gasoline records- information ongas | Permanent Varlous )
09 ordered for fire vehicles. {paper,
dlgital) 0
FIRE 12- | Hose records- Includes record of 3 years Varlous
10 condition of hoses that are inspected {paper,
yeatly, digltal) 0
FIRE 12- | Hydrant Testing racords- seif 3 yoars | Various
11 explapatory {paper, ]
digital)
FIRE12- | Hydrant Location records Perinanent Various
12 {paper, ]
digltat)
FIRE 12- | Storage Tank Records includes above | 3 yoars Varlous
13 and underground {paper,
digltal) -
FIRE 12. | Tralning Records ~ includes seminars, | 6 years Varlous i
14 in house, off site, continuing edusation {paper, .
digital) 0
FIRE 12- | Violatlon notices — correclion notice of | 2 years aftor Varlous
15 fire code violations violation correction | (paper, 0
digital}

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




Ohio Historical Society / NECTION
State Archives of Ohlo i
Local Government Records Pragram

800 E. 17%" Avenue UCT «§ 2
Columbus, Ohio 43211-2457

RECORDS RETENTION SCH‘ER['S“E’JT_E (R‘t‘f E‘rq

See instructions before compleling this form.

Section A: Local Government Unit

CITY OF LAKEWOOD Public Works- Fleet

(Iqcal goyarnment entity) {unit)
k@g-——/@ Joe Beno Public Works Director

(signature of responsible officiat) (name) {title) (date)

Section B: Records Commission

CITY OF LAKEWOOD RECORDS COMMISSION 216-529-6040
Reacords Commission (telephone number)
12650 DETROIT AVENUE LAKEWOOD 44107 CUYAHOGA
(address) {clty) (zip code) (county)

To have this form refurned fo the Records Commission electronically, include an email address: Jeannine. petrus@lakewoodoh.net

| 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 cartify that our commission will make every effort to prevent these records
series from balng destroyed, transferred, or otherwise disposed of In viclation of these schedules and that no record will be knowingly
disposed of which pertalns jo any pending legal case, claim, action or request. This action Is refiectad in the minutes kept by this

commission.
[ )17y

Records Commisslon Chalr Signature Date

Sectign C: Ohlo Historical Soclety - State Archives
szw [on nm Ayt frepsdh ﬁ/w%wzyé Y24/

Signalture Title Date

Auditor of State
W[Z bt Mot — /098514
Signature ' Date i

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

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




Ohio Historical Soctety
State Archives of Ohlo
Lacal Government Records Program

800 E. 17" Avenue
Columbus, Ohlo 43211-2487

s

e

Section E: Records Retention Schedule
CITY OF LAKEWOOD Public Works- Fleet
(local government entity) (unit)
(1) (2} (3) {4) (5) (6)
Schedule Record Title and Description Retention Period Media For use by RC-3
Number Type Auditor of | Required
State or by OHS-
Fleet 14- | Fuel reports: Used to track the 3 years provided Various
01 amount of fuel used for each vehicle, audited (paper,
or piece of equipment. Each vehicle digital) udited means: theye
and area has an individual optical card byther
that registers the amount of fuel. Used compass d'tld by he
to biil back to the individual have been auat
departments, divisions or outside Auditor of State and t
entities. Ong_mal report sent to Finance audit repo haslbeen
for this function, tto
released pursuan
Sec. 117.26/0.R.C.
“Fleet 14- | Repair orders: Kept as a record of Life of the equipment | Various
02 repairs and maintenance for all fleet {paper,
vehicles and equipment to include digital)
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. O
“Fleet 14- | Vehicle and Equipment Inventory: 3 years Various
03 self-explanatory. Updated yearly or as (paper,
new equipment or vehicle is acquired. digital)
(!
1

SAO/L.GRP-RC2-{Inst.) Revised February 2012
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Ohio Historical Society / NECTION
State Archives of Ohlo i
Local Government Records Pragram

800 E. 17%" Avenue UCT «§ 2
Columbus, Ohio 43211-2457

RECORDS RETENTION SCH‘ER['S“E’JT_E (R‘t‘f E‘rq

See instructions before compleling this form.

Section A: Local Government Unit

CITY OF LAKEWOOD Public Works- Fleet

(Iqcal goyarnment entity) {unit)
k@g-——/@ Joe Beno Public Works Director

(signature of responsible officiat) (name) {title) (date)

Section B: Records Commission

CITY OF LAKEWOOD RECORDS COMMISSION 216-529-6040
Reacords Commission (telephone number)
12650 DETROIT AVENUE LAKEWOOD 44107 CUYAHOGA
(address) {clty) (zip code) (county)

To have this form refurned fo the Records Commission electronically, include an email address: Jeannine. petrus@lakewoodoh.net

| 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 cartify that our commission will make every effort to prevent these records
series from balng destroyed, transferred, or otherwise disposed of In viclation of these schedules and that no record will be knowingly
disposed of which pertalns jo any pending legal case, claim, action or request. This action Is refiectad in the minutes kept by this

commission.
[ )17y

Records Commisslon Chalr Signature Date

Sectign C: Ohlo Historical Soclety - State Archives
szw [on nm Ayt frepsdh ﬁ/w%wzyé Y24/

Signalture Title Date

Auditor of State
W[Z bt Mot — /098514
Signature ' Date i

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

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




Ohio Historical Soctety
State Archives of Ohlo
Lacal Government Records Program

800 E. 17" Avenue
Columbus, Ohlo 43211-2487

s

e

Section E: Records Retention Schedule
CITY OF LAKEWOOD Public Works- Fleet
(local government entity) (unit)
(1) (2} (3) {4) (5) (6)
Schedule Record Title and Description Retention Period Media For use by RC-3
Number Type Auditor of | Required
State or by OHS-
Fleet 14- | Fuel reports: Used to track the 3 years provided Various
01 amount of fuel used for each vehicle, audited (paper,
or piece of equipment. Each vehicle digital) udited means: theye
and area has an individual optical card byther
that registers the amount of fuel. Used compass d'tld by he
to biil back to the individual have been auat
departments, divisions or outside Auditor of State and t
entities. Ong_mal report sent to Finance audit repo haslbeen
for this function, tto
released pursuan
Sec. 117.26/0.R.C.
“Fleet 14- | Repair orders: Kept as a record of Life of the equipment | Various
02 repairs and maintenance for all fleet {paper,
vehicles and equipment to include digital)
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. O
“Fleet 14- | Vehicle and Equipment Inventory: 3 years Various
03 self-explanatory. Updated yearly or as (paper,
new equipment or vehicle is acquired. digital)
(!
1

SAO/L.GRP-RC2-{Inst.) Revised February 2012
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OHIQ Ohio Historical Society { -
BISTORY Siate Archives of Ohio :
{ Local Government Records Program

800 E. 17" Avenue b=
Columbus, Ohio 43211-2487

IENT REC
CMNIVIEIN | WY

RECORDS RETENTION SCHEDULE (RC-2)

See instructions before completing this form.

Section A: Local Government Unit

CITY OF t AKEWOOD ) Human Resources
(local government entily) (unit)
\/,/M —)74 _\4/{ Jean Yousefi Human Resourge Direclor
(sm?ﬂure of responsibld official) {name) (title) {date)

Section B: Records Commission

CITY OF LAKEWOOD RECORDS COMMISSION 216-529-6040
Records Commission (telephone numbaer)
12650 DETROIT AVENUE LAKEWOOD 44107 CUYAHOGA
(address) (cily) {zip code) (county)

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

| hereby certify that our records commission mef in an apen meeting, as required by Section 121,22 ORC, and approved the schedules
listed on this form and any continuation sheets. | further certify that our cammissicn will make every effort {o 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 1o any pending legal case, clalm, action or request. This action is reflected in the minutes kept by this

commission,
, , 9-05 -t

Records Commission Chair Signature Date

Sectigy C: Ohio Hlstoncal Society : State Ar¢hives
&4 Loy / DAL /’efﬂ’bﬂx/ﬂ %mézm«zf / L/%#

Signature |er Dale
;_V : Auditor of State
Slgnaluré Date

Please Nofe: The State Archives retalns RC-2 forms permanently.
it is stronalv recommendad that the Records Commission retain a permanent copv of this form

SAQ/LGRP-RG2-(Inst.) Revised February 2012




Ohio Historical Society
State Archives of Ohio
Local Government Records Program

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

Sactlon E: Records Retention Schedule

CITY OF LAKEWOOD Human Resources
{iocal government entity) (unit)
(1) (2) (3) (4) 5) (6)
Schedule Record Title and Description Retention Period Media For use by RC-3
Number Type Auditor of | Required
State or by OHS-
OHS-LGRP | LGRP
HR 14-01 | Government Compliance Forms and 5 years Various
Reports: Includes EEO-4 and VETS- {paper,
001 forms and OSHA annual report, etc. digital) ]
Use is self-explanatory
HR 14-02 | Grievance Hearing Files: includes Permanent- paper Various
notice of grievance, correspondence copy can be destroyed | {paper,
regarding hearing, any exhibits if converted to a digital | digitat)
presented at the hearing and the file.
decision of the hearing officer. Used to 0
keep a record of the complaint and the
proceedings.
HR 14-03 | Health Insurance enroliment records: | 2 years after employee | Various
Includes application/change form, leaves municipal (paper,
election form. Used to keep record of employment digital) O
enrollment and any dependent status
changes.
HR 14-04 | Injury Reports: Includes internai 2 years Various
incident report. Used to report any on the (paper,
job injury or accident where no digital)
immediate need of medical care beyond a
first aid Is identified.
HR 14-05 | Job Descriptions: used provide a job Until superseded Various m
summary, essential job functions, (paper,
minimum qualifications required, digital)
equipment used for the position, required
experience.

SAO/LGRP-RC2-(Inst.} Revised February 2012
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Ohio Historical Society
State Archives of Ohio
Local Government Records Program

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

N (2) (3) (4) (5) (6)
Schedule Record Title and Description Retention Period Media For use by RC-3
Number Type Auditor of | Required
State or by OHS-
OHS-LGRP LGRP
HR 14-06 | Job Recruitment Files: includes the job | 1 year Various
posting, copy of the signed Requisition (paper,
for Personnel, correspondence with civit digitat) 0
service commission if applicable,
applicants bhoth internal and external
HR 14-07 | Mediation/Arbitration files: may Permanent- paper Various
include copies of arbitrator decision, fact | copy can be destroyed | {(paper,
finding reports, mediation reports, 34 if converted to digital digital)
party opinions on contract negotiations, fite O
grievance matters, etc.
HR 14-08 | Monthly Medical Claim Statements: 5 years Digital
Used to verify current only
employee/dependent prior to payment of O
insurance invoice.
HR 14-09 | Personnel Files: Includes application 2 years after employee | Various
for employment, letters of appointment, leaves municipal (paper,
insurance enrollment cards (life, employment digital)
accident, deferred comp, beneficiary
forms), disciplinary forms, performance Permanent record to
evaluation forms, employment and be employment card,
termination cards, changes in rate of salary history and .
pay, copy of PERS Personal history resignation letter
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,
HR 14-10 | Worker's Compensation files: to 10 years after date of Various
include the injury report, witness final payment {paper,
statements, medicai record, vouchers for digital)
payment, BWC/ICO hearing notices and 3

final orders.

SAQ/L.GRP-RC2-(Inst.) Revised February 2012




Ohio Historical Soclety
State Archives of Ohio
Locat Government Records Program

800 E. 17" Avenue
Columbus, Ohlo 43211-2497

G (2)
Schedule Record Title and Description
Number
HR 14-11 | Unemployment claim files: self-
explanatory
HR 14-12

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) 4 ® | @ |
Retention Period Media For use by RC-3
Type Auditor of | Required
State or by OHS-
OHS-LGRP LGRP
4 years after date of Various
final payment (paper, 1
digital)
Untll no longer of Various
administrative value (paper,
digital)
I
1

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




Ohio Historical Society o~ alt Y CEN 1
State Archlves of Ohio
Local Government Records Program

800 E. 17" Avenuo
Cofumbus, Ohlo 43211-2497

TATE

AUOVERNMENT REC ' n

RECORDS RETENTION SCHEDULE'('RC-Z) ’

See instructions before compleling this form.

Section A: Local Government Unit

CITY OF t AKEWQOQD DEPARTMENT OF HUMAN SERVICES, ALL DIVISIONS
local government entity) (unit)

TON! GELSAMING Human Services Director -
{signature of responsible official) {name) {lifle} (date)
Section B: Records Commission
CITY OF LAKEWQOD RECQORDS COMMISSION 216-529-6040
Records Commission {telephone number)
12650 DETROIT AVENUE LAKEWOOD 44107 CUYAHOGA
{address) (clty) (zip code) {county)

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

| 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 schiedules 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

o / e

Records Commission Chair Signature Date

70?n C: Ohio Historical Society - State Archives

Dunad / A AV/a% x%ﬂ% @ﬂmda QM@%M v 90/ /4

Signature Title Date

(0DE71Y

Slgnaluré Date

Please Note: The State Archives refains RC-2 forms permanently.
{t is stronaly recommended that the Records Commission retain a permanent copv of this form

SAQO/LGRP-RC2-{Inst.) Revised February 2012




Ohio Historical Society
State Archives of Ohio
L.ocal Government Records Program

800 E, 177 Avenue
Columbus, Ohio 43211-2497

Section E: Records Retention Schedule
CITY OF LAKEWOOD

Department of Human Services, All Divisions

(local government entity)

(unity

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

(1) (2) (3) 4 (5) (6)
Schedule Record Title and Description Retention Period Media For use by RC-3
Number Type Auditor of | Required
State or by OHS-
OHS-LGRP LGRP
DOHS 14- | Client records: files include but are 6 years after [ast
01 not limited to identifying information, contact Various
contact information, referral for (paper,
service, intake assessment, case digital)
manager notes, plan of care, health
records, clinicat and progress notes,
correspondence with outside entity
(i.e. physician or other agency), |
release of information forms, income
verification forms, assessment,
DOHS 14- | Juvenile Diversion case records: 1 year after diversion Various
02 Includes police report, notes from the hearing (paper,
hearing, disposition of the magistrate, digital)
records of community service
completed. Diversion program is used
in lieu of Cuyahoga County Juvenile
Court for minor criminal offenses. [
Various
{paper,
digital)
U




Ohio Historical Soclety OHIO HISTORY ¢ Ti
State Archives of Ohio
Local Government Records Program

800 E. 17 Avenus ! /
Columbus, Ohlo 43211-2497

™y

GU"LZ::‘H;::'IEr\;.i-EI.L_‘ ‘ul
RECORDS RETENTION SCHEDULE (RC-2)

See insiructions before completing this form.

]
[l Y o)
T 1]

Section A: Local Government Unit

CITY OF LAKEWOOD Department of Finance, Division of Information Systems
{local government entit }--_.> (unit)
i Jenrifer Pae Finance Director E
(signalure of /ras"ponsibie official) (name) {title) {datey
o

Section B: Records Commission

CITY OF LAKEWQOD RECORDS COMMISSION 218-529-6040
Records Commission (telephone number)
12650 DETROIT AVENUE LAKEWOOD 44107 . CUYAHOGA
(address} {City) {zip code) {county)

To have Ihis form returnad to the Records Commission elactronically, include an email address: jeannine.petrus@lakewoodoh.net

| hereby certify that our records commission met in an open meefing, as required by Section 121.22 ORC, and appraved the scheduies
listed on this form and any conlinuation sheets. | further certify that our commission will make every effort to prevent these records
serles from being destroyed, transferred, or otherwise disposed of in violalion of these schedules and that no record will be knowingly

disposed of which pertains toany pending legal case, claim, action or request. This action is reflecled in the minutes kept by this
commission.
/ Q-(5 -7

Records Commission Chalr Signature Date

S?pn C: Ohio Historlcal Socisfy - State Archives i

D210 ¢ / é’/’l/i// £ &%ﬂz ) 76;//’,@’}/2?/«’9 {Z’i&ﬁﬂﬁfﬁ% & Zj/ s20// v

Signature Title Date

uditor of State

sz E VY]t — (0-38 7Y

Signature Date

Section

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

SACILGRP-RC2-(Inst.) Revised February 2012




=
-
“©
-
©
=
~

V]

Ohio Historical Soclety
Sfate Archives of Ghio
Local Government Records Program

800 E. 17" Avenue
Columbus, Ohlo 43211-2497

Section E: Records Retention Schedule
CITY OF LAKEWOOD

Department of Finance, Division of Information Systems

(local government entity)

(unit)

(1)
Schedule
Number

(2)
Record Title and Description

(3)
Retention Period

(4)
Media

Type

{5)

For use by
Auditor of
State or
OHS-LGRP

(6)

. ‘RC-3

Required
by OHS-

1S 14-01

Employee Computer Use Forms: to
include-

New-Add-Change 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.

2 years after

separation from

employment

Various

(paper,
digital)

LGRP.

IS 14-02

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

21 days No RC-3

required

Digital

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




Ohio Historical Soclety OHIO HISTORY ¢ Ti
State Archives of Ohio
Local Government Records Program

800 E. 17 Avenus ! /
Columbus, Ohlo 43211-2497

™y

GU"LZ::‘H;::'IEr\;.i-EI.L_‘ ‘ul
RECORDS RETENTION SCHEDULE (RC-2)

See insiructions before completing this form.

]
[l Y o)
T 1]

Section A: Local Government Unit

CITY OF LAKEWOOD Department of Finance, Division of Information Systems
{local government entit }--_.> (unit)
i Jenrifer Pae Finance Director E
(signalure of /ras"ponsibie official) (name) {title) {datey
o

Section B: Records Commission

CITY OF LAKEWQOD RECORDS COMMISSION 218-529-6040
Records Commission (telephone number)
12650 DETROIT AVENUE LAKEWOOD 44107 . CUYAHOGA
(address} {City) {zip code) {county)

To have Ihis form returnad to the Records Commission elactronically, include an email address: jeannine.petrus@lakewoodoh.net

| hereby certify that our records commission met in an open meefing, as required by Section 121.22 ORC, and appraved the scheduies
listed on this form and any conlinuation sheets. | further certify that our commission will make every effort to prevent these records
serles from being destroyed, transferred, or otherwise disposed of in violalion of these schedules and that no record will be knowingly

disposed of which pertains toany pending legal case, claim, action or request. This action is reflecled in the minutes kept by this
commission.
/ Q-(5 -7

Records Commission Chalr Signature Date

S?pn C: Ohio Historlcal Socisfy - State Archives i

D210 ¢ / é’/’l/i// £ &%ﬂz ) 76;//’,@’}/2?/«’9 {Z’i&ﬁﬂﬁfﬁ% & Zj/ s20// v

Signature Title Date

uditor of State

sz E VY]t — (0-38 7Y

Signature Date

Section

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

SACILGRP-RC2-(Inst.) Revised February 2012
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Ohio Historical Soclety
Sfate Archives of Ghio
Local Government Records Program

800 E. 17" Avenue
Columbus, Ohlo 43211-2497

Section E: Records Retention Schedule
CITY OF LAKEWOOD

Department of Finance, Division of Information Systems

(local government entity)

(unit)

(1)
Schedule
Number

(2)
Record Title and Description

(3)
Retention Period

(4)
Media

Type

{5)

For use by
Auditor of
State or
OHS-LGRP

(6)

. ‘RC-3

Required
by OHS-

1S 14-01

Employee Computer Use Forms: to
include-

New-Add-Change 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.

2 years after

separation from

employment

Various

(paper,
digital)

LGRP.

IS 14-02

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

21 days No RC-3

required

Digital

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




OHIO Ohlo Historical Society
Q

WESTORY State Archives of Ohio } QRO HIS TORICAL 530{‘.15"{\} 3
tocrl Government Records Program | T ey ]
. 800 E, 17"':4\’01’"18 ’ ?_f"é“ {l 7 '!‘lznn,i
] Golumbus, Ohlo 432112497 | e s
{ SYATCAND LA '
L SRNBAT IRE CORES J

REGORDS RETENTION SCHEDULE (RC-2)

See inslruclions before completing this form.

Secflon A! Local Governmont Unll

CITY.OF LAKEWOQOD Law Daparimenl
{local gov}nmanl entily) {unit)

{_ ,W(Zﬁ% T Kevin Buller Lav Director /ra/ 5_*;./ /7
(slgnature of responsibl€ officlaly {nare) {title) Adaled

Section B: Records Commission

CITY OF LAKEWOOD RECORDS CONMMISSION 216-629-6040
Records Commission {telaphone number)
12650 GETROIT AVENUE LAKEWOOD. 44167 ._GUYAHOGA
(address) {city) (zlp code) {county)

To have this form relurned o the Records Commlssion gleclronicaily, Include an email address: Jeatnine. pelrus@iakev/oodoh.net

| hereby cettify that our records commission met in an open meeling, as requirsd by Sectlon 121,22 ORG, and approved the schedules
listed on this form and any confinualion sheets. 1 furiner certily that our commiasion will make every effort lo pravent these records
serles from belng desteoyed, lransferred, or othenvise disposed of in violalion of thesa schedules and that no record will ba knowingly
disposed of which perlains to zz\zjndrng legal case, clalm, acllon or request. This action is reflacted In the minules kept by this

commlssion. M
% Wit (2 -8 /A2

Racords Commission Ghalr élgnalure Dale

Section G: Ohio I-'Itsyuﬂ)&‘:oclety:smto Archlves . .
élm,m Dpd Al A Veg,/;@/,tf ‘ /@Zﬁﬂxmﬁr [Z%méz///uf / //( i/ / ‘”/

e

Slgnature Title "Date 7
SW Audltor of State

dinc - V)]t oY1
Signalu:’e f Date

|

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

SAONLGRP-RC2-{inst.} Revised February 2012



Ohio Hlstorlical Society
Siate Archives of Ohlo
Local Government Records Program

800 E. 17 Avenue
Golumbus, Ohlo 43211-24%7

Section E! Records Retantion Schedule

CITY OF LAKEWQOOD LAW DEPARTMENT
(local government ontily} {unit}
(1) {2) {3) (4) (6) (8)
Schedule Record Title and Description Rafentlon Perlod Madia For use by RC-3
Number Typo Audltor of | Required
State or by OHS-
1 | OHS-LGRP | LGRP |
Law 12-01 | Administrative files Invelving damage | 2 ysars from daté of Various
to or hy city property and rolated loss (paper,
insurange claims: includes police digitah)
raport, Internal accldent report, 7
communications with Insurance
company.
Law 12-02 | Billlngs: Detailed billing of outside 3 years Varlous
counsei used for various cily malters. {paper,
digital) ]
Law 12-03 | Building violation hoaring files: 2 years from final Various
includes copy of buliding viclation forms, | disposition (paper,
courl summonses, inspeclor reports, digltal)
compliance Information, etc. Used in {1
prosecution for non-compllant housing
viotation repairs.
Law 12-04 | Minor-misdemeanor criminal case 6 months from final Varlous
flles, disposed: Includes copy of disposition {paper,
citations, police reports, disposition digital)
forms used Ih prosecution of court (1
EETED
Law 12-05 | Misdemoanor criminal case filos, 2 years from final Various
disposed, excapt minor- disposition (paper,
wisdemeanors! Includes coples of digital) ]

cltations, pollce reports, criminaj history
reports, cerlified driving records,

ele, used In prosecution of court cases

corcespondance from opposing counsel,

SAQILGRP-RC2-(Insl.) Revised February 2012
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Ohio Historlcal Soclety
State Archlves of Ohlo
Local Government Records Program

800 E. 17" Avenuo
Columbus, Ohlo 43211-2437

B

SAC/LGRP-RG2-(Inst.) Revised Fabruary 2012

() (2) (3) 4) (8) . {6)
Schedulo Record Title and Description Retentlon Period Modia For.use by RC-3
Number Type Auditor of | Requlred
State or by OHS-
e — 1 OHS-LGRP LGRP
Law 12-06 | Criminal actlvitles nuisance 2 years from final Various
documents: [ncludes police disposition {papsr,
documentation, leiters of notice and digital)
dectaration, notes of correspondence
with property owner, cosls (o abate ]
nulsance, database and Web Q&A
enlries etfc,
Law 12-07 | Civll case files: Includes pleadings and | 3 yoars from final Various
court filings, briefs, correspondence, judgment or (paper,
transcripts, and any other perlinent dispesition including | digitai)
informatlon frorn other Internal axplration of appeal
departmenls used in court cases, or appeal {ime
adminislralive proceedings and
arbitrations fifed in state or fedaral courts J
and all other tribunals.
Law 12-08 | Joint entries, mutual agreemeonts or Permanent Varlous
soltlemant agreements pertaining to {paper, 4
any matter covered by Law 12.07, digital) l'_ﬂ/
including pre-suit agreements.
Law 12-09 | Medlation flles: Includes intake shes(, 1 year Various
memos, raferral history sheels, medtalor (paper,
notes, party agreements, and digitat)
investigatory materials used in out-of- 0
court mediation,
\(h r:qBMO torr - -
Law 1210 | Formal opiniong of any Ih-house or Parmanent Varlous
otitside Cily ailcﬁ"ney: Self- (paper,
explanalory, digital)
v g




OH Ohio Historical Soclety
HLETORY  State Archilves of Ohlo

\‘.7 Local Governmoent Records Program
800 E. 17 Avenuo

] Gofumbus, Ohlo 432112497
(1) (2 ) ' ) (4) (6) (8)
Schedule Record Title and Description Ratention Perfod Media For use by RC-3
Number Type CAuditor of | Regulred
. .State oy Ly OHS-
L _ } L . OHS-LGRP | LGRP |

Law 1211 | Requests for Prosacutor Rullngs: 1 year or until no Varlous

includes pollee reports, animal cantrol longer of {papet,

reports and summons requests relied on | administrative value digital)

by prosacutors to determine if charges unless misdameanor (1

should bo filed. case s filed
Law 12-12 | Legal and logislative researci: 1 year or until no Varlous

Research materials related o various longer of (paper,

matters coming before the department adminlstrative value digitat)

and the drafting of legislation, 1

ok R 1Y S —

Law 12-13 | Indigant cremation and burlal 3 years Varlous ’

racords: Slate formsf communications (paper,

and-invoices related to the disposition of digital) '

the remains of decedents not claimed by ) 3

others. '

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



OHIO Ohio Historlcal Soclety
OkY  State Archives of Ohlo e e er gt o e eeen

v Looal Government Records Program { O fiﬁ PHETORICAL 200G
- G md e e man ,._._.._.,;
800 F. 17" Avenue Do
u Columbus, Ohlo 43211-2497 af “

TUSTATEAND Lol

|
|
RECORDS RETENTIONSEHEBUIEIRG -2)

Sao instrictions hofore compleling this form,

Section A! Local Governiment Unit

CITY OF LAKEWOQD Mavors Office
{local govgrnmententity) (untty
WZ—N 13/
. {tichaal Summers Mayor ¢, A’ﬁ
(signature of responsible official) {nara) {ille) {date)

Section B: Records Commission

CITY OF LAKEWOOD RECORDS COMMISSION 218-529-6040
Records Commission {tetephone number)
12850 DETROIT AVENUE LAKEWQOD 44107 CUYAHQGA
(address) (clly} (zlp code) {(counly}

To have this form relurnad to the Recoerds Comimisslon electranieally, include an email address: jsannlne.petrus@lakeveoodoh.nat

t hereby cerlify thal our records commission met in an open meeling, as required by Section 121,22 ORC, and approved he schedules
iisted on thls form and any continuallon sheets. I further cerlify that our commission will make every affort to prevent these records
serles from being destroyed, transferred, or otherwlse disposed of in viclation of these schedules and that ne recerd will be knowingly
disposed of which perjains to any pending logal case, claim, aclion or requast. This aclion is reflected In the minules kept by this

commigsion,
/ ey

Records Commission Chalr Signature Date

Section C; Ohlo Historloal Socioly - State Archives L

(0103000 (o \)é#’/r‘f;/- Koo 1dy (Bofva sy

Signature Title Dale

Ssation [ Audltor of State

itine & ) )t oY1y

Slgnaluré Dale

Flease Note: The State Archives rotalns RC-2 forms pormanontly,
ftis stronaly recommonded that the Records Commission retaln a permanent capy of this form

SAO/LGRP-RC2-(inst.} Ravised February 2012
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Ohlo Historlcal Society
State Archives of Ohlo
Lacal Governmont Records Pragrati

800 E. 17" Avenue
Golumbus, Oho 43211-2497

Sectlon E: Racords Retentlon Schedule

CITY OF LAKEWOOD Mayor's Office
{fogal govetnmant antity} . (unit)
n (2) (3) (4) (6) {6)
Schedule Rocord Title and Daseription Retention Perlod Medla For use by RC-3
Numbaer Tyne Auditor of | Required
State or by OHS-
, . ) . .. | OHS-LGRP | LGRP
Mayor 12+ | Executive Directlves: Used to convey | Untll no longor or Varlous
01 new pollcy or procedure to employees | administrative value (paper,
untll incorporated into policy and digital)
procedures manual
'l
Mayor 12- ; Marrlage liconse coples:; Kepl as a Until no fongor of Papar
02 tecord of marriages parformed by the administrative value
Mayor; original on fite with the
common pleas probate court
£l
Mayor 12. | Proclamations: Used to acknowiedge | 2 years Varlous
03 parsons, services, evenis, groups or {paper,
awards digitah)
0
Mayor 12- | Speaches; Self-explanatory. 3years 1 Various o
04 {paper,
digltal)
Y,

SAQILGRP-RC2-{Inst.} Rovised February 2012




| Chio Historical Soclety

0RY Gtate Archives of Ohlo e

Cocal Governimont Records Program OHIO 1S 1R ICAL 00T
800 £, 17" Avenue ‘ o

W F  cotumbus, onto 432112487 BES 27 90

TTUEIATE ANOTGCA.

RECORDS RETENTION-SEHEBULERG-2)

See Instructions bofore compleling this form,

Sectlon At Local Governmant Unit

CITY OF LAKEWQOD DIVISION OF POLICE
(IWW menl entily} - {unit)

#71% ;Z TIMOTHY MALLEY POLICE GHIEF / ?7//”// 3
(sigalure of respor@'_bl,e)efﬁclal) {(name) {tus} {dalo)

Saction B: Records Commlission

CITY OF LAKEWOOD RECORDS COMMISSION 216-629.6040
Racords Commission (telephone number)
12660 DETROIT AVENUE LAKEWOOD 44107 CUYAHOGA
{address) (clly) {zip code) {county)

To hava this form relurned (o ths Records Gommission eleclronically, Include an email address: Jeannine.petrus@lakewoodoh.net

i harahy certify What our records comimission met in an open meating, as required by Sectien 121,22 ORG, and approved the schedules
tisted on this form and any conlinualion sheets. | further ceriify that our commission vill make every effort to pravent these records
serias from belng destroyed, transferred, or olhenvise disposed of in violation of lhese schedules and thal no record will be knowingly
disposed of which pertains lo any pending legal case, clalrm, acllon or request. Thig actlen Is reflocled in the minutes kept by this

commisgsion, 3
%M//ﬂ)‘fmf\/ PR A,

Records Commission Chaelr Signalure

Dala

SectI% C: Ohlo Hislosjcal Socloty: State Archives

Seaction D1 Auditor of State

s & 7/)7:,&/(/ Y1y

Date

Signalure

Floase Note: The State Archives retalns RC-2 forms permanently,
It is sfronalv recommondod that the Records Commission retaln a permanent conv of this form

SAQ/ILGRP-RC2-{Inst.) Revised Fehruary 2012



1 Ohlo Historlcal Society Audi i
KiSYORY Giatg Archivea of Ohlo enn ftad Mmeans: the vears
L.ocal Govarnment Records Program | SOMPasse by 1o cerord
800 E. 17" Avonue Ve Leer; Aueog b'f‘ﬂ e
: Anditor of i VY he
W F  cotumbus, Ohlo 43211.2497 407 Of Stare and ghe
Uit report fiue heon -
feleased RUESUanNy 11
Sectlon E: Records Retention Schedulo Sec. MI2B e,
CITY OF LAKEWOOD DIVISION OF POLICE '
tlocal goveinmenl entily) {unit) )
(N (2) (3) @) (8) 6 |
Schedule Record Yitle and Dascription Retention Petlod Media For use by RC-3
Numbor Type Audltor of | Roquirod
State or by OHS-
OHS-LGRP LGRP
LPD i2- | 911 audlo calls: Self-explanatory. 90 days ”| Etectronle o
01
)
[PD12- | Audio and video recordings: Patrol | 30 days Elacironic
02 vehicle, jall booking window, jail cefl,
securlly recordings for city hall, police
department, municipal court, public 0O
parks and public sireets.
LPD12- | Accldent, Ohlo traiflc crash reports: | Damage: 2 years Varlous
03 Used fo document traffic accidents; {paper,
includes statements and photos. njury: 3 years digltal}
Fatallty: 10 years U
LPD12- | Activily sheets and daily activity | 2years Varlous
04 sheets: Self-expianatory, {paper,
digital}
L
LPD 12- | Animal Control records: Includes 2 years Varfous
05 animal compiaint calls, animal adoption {paper,
records, animal Jost/found records; digitat}
inventory; used as a tracking tool.
.
LPD 12- | Bicycle Hicense recelpts: Self- 3 years If audited or | Varlous o
08 explanalory. whichever s {paper,
shortar digital)
O

SAO/LGRP-RC2-{Inst.) Revised February 2012
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Ohio Historlcal Soclety
State Archives of Ohlo
Loocal Governmeant Rocords Program

800 E. 17 Avanus
Columbprus, Ohio 432112497

SAQMLGRP-RC2-(Inst.) Revisad February 2012

T THY @ ® T W (6) (6)
Schedule Record Title and Description Retentlon Period Media For use by RC-3
Number Type Audltor of | Required
State or by OHS-
OHS-LGRP LGRP
PP 42~ [ Booking slips: Includes iraffic citations, | 3 years Varlous
07 misdemeanor citations, parking lickels. {paper,
digital)
(3
"LPD12- | Bond receipts: Used when bonding out | 3 years Varlous
08 of jail, copy glven to defendant, original (paper,
seni to caurt, digital)
O
| LPD 12- | Breathalyzar records: Includes: Various
09 (paper,
digital)
Opoerator permit Until renawed
Tos{ result forms 3 years 0
Callbration records 3 yoars;
LPD 12- | Chief's generai files: Inciudes copies of | 3 years Various
10 contracts and agreements, general {paper,
orders, memos, ete. digital)
O
LPD 12 | Criminal Reports; Includes statements Various
11 and evidence (l.e., confiscated property, (paper,
photographs, etc.}: digital)
Anlmal bite reports 3 yaars
Misdemeanor 2 years ]
Felony 6 yoars
Homicldo Permanont
LPD 12- | Departmontal reports: Monthly, 2 yoars Varfous
12 quarterly, semi-annual and annual (paper,
reports of Division Commanders, digital)
0




Ohlo Historical Society
State Arvchlves of Ohlo
Local Govarnment Records Program

800 E, 17" Avenue
Columbus, Olilo 43211-2487

m (2) (3) (4) (6) (6)
Schedule Record Title and Description Retentlon Perlod Medla For use by RC.3
Number Type Audltorof | Required
‘State or by OHS-
OHS-LGRP LGRP
'LPD12: | Dangerous dog registralion 3 years Varlous
13 appllcations: Includes applicalion of {paper,
owner, residence, animal Information, digilal)
photo of anlmal, Used for residents that
were “grandfathered” who own dogs of
specific breeds to register the animal (Il
with the city and provide all of the
information required by city ordinance.
LPD12; Identification jackets: Includes arrest | 60 years uniess Varlous
14 record, fingerprints, piclure and deceasad {paper,
identifying information. digitat)
Ui
LPD 12- Inaident reports: Includes Form 1's, 3 years Varlous
15 used for internal purposes for service of {paper,
subpoenas, warrants, background digital}
checks, elc. O
LPD 12- Inmate records: Includes booking § years Varlous
16 pholo, visitors, medications dispensed, (paper,
medical treatment provided while in digital)
cuslody, disciplinary actions, jall menu,
dally jall log and inmate properly 0
fecords,
L.PD 12- Index card flle; Includes addresses In 7 yaars If active; Varlous
17 Lakewood with owner contact (paper,
Information as well as olher Information digital)
prior to computerization for informational 0
purposes,
LPD 12: Jall records; Includes suicide walch 6 youars Varlous
18 records, administrative correspondence, {(paper,
slrip search records, ete. Used for digital)
tracking and other purposes as neaded
for police Information, O
LPD 12- Junk vehicle forms: Self-explanatory. 2 years Various
19 {paper,
digttal) {1

SAGLGRP-RC2-(inst) Revised February 2012
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Ohlo Historlcal Society

T State Archives of Ohlo

W

Looal Governmont Records Program

800 B, 17 Avenue
Columbus, Ohfo 43211-2487

R AR U s tr ey e
have Beer audited by the
Atditor of Stafe and the
audit report has been
released pursuant i
Sew. 117,26 O.R.C.

SAQ/LGRP-RC2-(Insl.} Revised February 2012

N (2) (3 {4) {6) (6)
Schedule Record Titte and Description Retention Perlod Medla Foruse by ROC-3
Number Typo Audltor of | Reguired
State or by OHS-
OHS-LGRP LGRP
“LPD 12. | Juveniie records: Includes parental, Untif porson turns | Varlous
20 personal and arrest information, 18 years of age or (paper,
expungement order | digital)
is roceived from O
Court
LPD 92- | Overtime slips and ledgers: Self- 1 yoar If audited Varlous
21 explanalory. (paper,
digital)
]
LPD 12- Personnel disciplinary records: 10 years afler Various
22 Suspension, demotion, dismissal or termination (paper,
reprimand of parsonnel. digital)
|
LPD 12- | Personnol Investigations and Varlous
23 complaints; Includes complaint and any {paper,
reporls produced for the invesligation, dighial)
Including those:
1 year
Unfounded
< years
Unsustained
3 years
Sustained level | & li
3 years 0
Sustained level 1}
L




| Ohio Historical Soclety D B L
W1STORY State Archives of Oho
v Local Govarnment Records Program
800 E, 17 Avenue
K Coltimbus, Ohla 43211-2497
T ) ) (3) 4) ~® | ®
Schedule Record Title and Description Retention Pariod Modia For use by RC-3
Number Type Auditor of | Required
State or by OHS-
OHS-LGRP | |LGRP
PD {2 | Polygraph records other than pro- | 6 yoars o Varlous - R
24 employmant: Self-explanatory. (paper,
digital)
4
TPD12- | Pre-amploymont background T |2yoars o Varlous
26 investigations: Includes personai (paper,
history questionnaire and pre- digltal)
employment polygraph. Used lo screen O
candidates for hive,
CLPD12- | Property room records: includes 2 yoars after Varlous
26 property tags and chain of evidence disposal of property | (paper,
report. cligitat)
O
TP 12. | Shift dally fime sheets and records; | 1 year Various 1
27 Includes yearly shift calendars, shift {paper,
. rostars. digitat)
i
LPD 12- | Tow release forms: Includes make of | 3 years T Various
28 vehicle, all vehicle identifying {paper,
information, owner, ele. used when digital)
releasing vehicles lowed for various
reasons (parking violations, arrests, 3
elc.).
LFD 13- | Vacation house check records: Used | 30 days after Various |
29 when home owners requast their ewiars return; {paper,
property to be chacked while they are digital)
out of town,
)

SAO/L.GRP-RC2-{Inst.} Revised February 2012




Ohlo Historical Soclety
State Archives of Ohlo

v Local Government Records Program
800 E, 17" Avanue

N Columbus, Ohlo 43211:2497

-
«
-
=
-

5 o) B e (T:‘.)
Racord Title and Description Rotention Perlod Modla For use by RC-3

Type Audltor of | Required

Stafe or by OHS-
OHS-L.GRP LGRP

Electronic LT

LPD 12- Computer Alded Dispatch and Law Permanent
30 Enforcemont Automatic Data System

Records- includes type of ¢all, time of
call, location of call, responding
officer etc, Also Includes Information
ontered Into CRIS system

Papor coples of LPD 12-30 No longer of

adiminisiratlve value
R DU {(no RC3 roquired) |

Paper

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



Ohio Historical Society o UANNECTION
State Archives of Ohio
Local Government Records Program

860 E. 17" Avepue
Columbus, Ohio 43211-2497

G T
RECORDS RETENTION SCHEDULE (RC-2)

Sea instruclions bafore completing this form.

Section A: Local Government Unit

CITY OF LAKEWOQOD Public Works- REFUSE AND RECYCLING
{local government entity) {unit)

Joe Beno Publlc Works Dlreclor .
“fiGinature of responsible official) (name) {title) {date)

Sectlon B: Records Commission

CITY OF LAKEWOOD RECORDS COMMISSION 216-529-6040
Records Commission (telephone number)
12650 DETROIT AVENUE LAKEWOOD 44107 CUYAHOGA
{address) {city) {(zip code) (county)

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

i hereby certify that our records commission met in an open meeling, as required by Section 121.22 ORC, and approved the schedules
listed an 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 thal no record will he knowingly
disposed of which periains to any pending legal case, claim, action or request. This action is reflected in the minutes kept by this

commission.
/ — Grs ol

Records Commission Chair Signature Date

Sect!pn C: Ohio Historlcal Soclety - State Archives

/,g}ﬂmz, £ @%ML&‘( ] Lké%‘f Q&Q‘cd’d d‘z&éﬁ’/ﬁ&z/ /D / 20 //(/

ignature Title Date
Wﬁ\uditor of State
Vs & m " 100519
Signature ' Date
Please Note: The State Archives refains RC-2 forms permanently.
1t Is stronalv recommended that the Records Commission refain a permanent copy of this form

SAQ/LGRP-RC2-{Inst.) Revised February 2012




Ohio Historical Society
State Archives of Ohlo
Local Government Records Program

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

Section E: Records Retention Schedule
CITY OF LAKEWOOD

Public Works- Refuse and Recycling

(local government entity)

{unit)

) (2) 3) @) G T
Schedule Record Title and Description Retention Period Media For use by RC-3
Number Type Auditor of | Required
State or by OHS-
OHS-LGRP_| LGRP
Refuse & | All Recycled Refuse Tracking: 10 Years Various
Recycling | Used to track all types of recycled (paper,
14-01 refuse. Includes yard waste, Single digital)
Stream curbside recycling, Drop Off
recycling material (i.e. Styrofoam,
waste oil, hazardous household
waste, etc) Tracks revenue based on O
tonnage and sales
Refuse & Refuse and Recycle Toter Life of Toter Various
Recycling | database: Used to track toters (paper,
14-02 assigned to specific address. Tracks digital)
compliance with Refuse regulations.
J
Refuse Vedda Root Reports: A reader that | Life of Tank Various
and automatically measures the capacity, (paper,
Recycling | temperature (inside and outside) and digital)
14-03 detects leaks of a fuel tank. Used to
report to EPA for in-ground tank
regutations. n
t

SAO/LGRP-RC2-(Inst.) Revised February 2012
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Ohio Historical Society
State Archives of Ohio
Local Government Records Program

800 E. 17" Avenue
Columbus, Ohlo 43211-2497

Section E: Records Retention Schedule
CITY OF LAKEWOOD

Public Works- Refuse and Recycling

{local government entity)

{unit)

report from the solid waste facility and

(1) (2) (3) (4) (5) (6)
Schedule Record Title and Description Retention Period Media For use by RC-3
Number Type Auditor of | Required
State or by OHS-
OHS-LGRP LGRP
Refuse & Weight Slips for Refuse and 3 years or until audited | Varlous
Recycling | Recycling Tonnage: Used to track and audit report is (paper,
14-04 refuse that is taken to the solid waste | released digital)
facility. Kept to compare monthly

slips that are given to each driver

the yearj
when the load is dropped off. engompassed Ry therecdrds
have been audited by the

Augditor of Statg and the

audit report has been

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

I d pursuant to
Sec. 117.26 O.R.C.
]
[
[
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Ohio Historical Soclety
State Archives of Chio .
Local Government Records Program OCT -9 on1

300 E. 17 Avenue

Cofumbus, Ohlo 43211-2497 -
STATE AND LOCAL
GOVERNMENT RECORDS

RECORDS RETENTION SCHEDULE (RC-2)

See inslructions hefore completing this form.

Section A: Local Government Unit

CITY OF LAKEWOOD Public Works- Streets, Traffic Signs & Signals, Forestry
{lpcal government entily) (unity

LQJ@ e —) Joe Beno Publle Works Director
{sfanature of responsible official) (name)  (title) {date)

Section B: Records Commission

CITY OF LAKEWOOD RECORDS COMMISSION 216.529-6040
Records Commission {telephone number)
12650 DETROIT AVENUE LAKEWOOD 44107 CUYAHOGA
(address} (city) {(zip code) {county)

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

I hereby cerlify 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
serles from being destroyed, transferred, or olherwise disposed of in violation of these schedules and that no record will be knowingly
disposed of which pertains to any pending legal case, claim, actlon ar request. This actlon is reflecled in the minutes kept by this

commissicn.
| -5 =17

Records Commisslion Chalr Signature Date

Sectlﬁn C: Ohio Historical Society - State Archives

/2#@4pu9/)@f4ﬂﬂi! &é%%#fé%gww%V?%aéﬁaaﬁﬂ 10/ 20/14

Signature Title Date
Auditor of State
itz &)V e — [0IE1Y
Slgnature Date

FPlease Note: The State Archlves retains RC-2 forms permanently,
it is stronaly recommended that the Records Commission retain a permanent copv of this form

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

Public Works- Streets, Forestry, Traffic Signs & Signals

Section E: Records Retention Schedule

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

{local government entity) {unit)
(1) (2) 3 4 (5) (6)
Schedule Record Title and Description Retention Period Media For use by ‘RC-3
Number Type Auditor of | Required
State or by OHS-
OHS-LGRP LGRP
Forestry Tree Keeper: Used to track public Life of the tree Vartous
14-01 property trees that have been (paper,
removed, stump removal has been digital)
done, new plantings with type of tree,
frimming, major pruning of individuai
trees. This record includes the 0
location of the tree as well.
Streets 14- | Street Repair Records: Kept as a 3 years Various
o1 record of repairs and maintenance to {paper,
streets where other city divisions have digital)
opened the street for repairs to
utilities. Includes record of inspections
before final closure of a street
opening by an outside contractor for O
utility connections, Also records of
Street repair cost records.
Streets 14- | Storm street maintenance reports: | 3 years Varlous
02 Cost summary of each storm event. (paper,
Includes record of number of frucks, digital)
amount of salt used, number of man
hours. Used to track approximate
costs to maintain streets during storm ]
events.
t
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Ohio Historical Society
State Archives of Ohio
Local Government Records Program

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

CITY OF LAKEWOOD

CITY OF LAKEWOOD

Public Works- Streets, Forestry, Traffic Signs & Signals

Public Works- Streets, Forestry, Traffic Signs & Signals

{local government entity)

(unit)

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

1 (2) 6 @) (5) (6)
Schedutle Record Titie and Description Retention Period Media For use by RC-3
Number Type Auditor of | Required
State or by OHS-
OHS-LGRP LGRP
Traffic 14- | Signs & Signals Tracker: Used to Life of Sign Various
01 track all signs in the city. Inciudes the (paper,
type of reflective material used, digital)
replacement information and asset
tag number. 0
1
4
O




JHIO HISTORY C

:v:"s?‘!.‘.u.. f' p ']
Ohio Historical Soclety
State Archives of Chio .
Local Government Records Program OCT -9 on1

300 E. 17 Avenue

Cofumbus, Ohlo 43211-2497 -
STATE AND LOCAL
GOVERNMENT RECORDS

RECORDS RETENTION SCHEDULE (RC-2)

See inslructions hefore completing this form.

Section A: Local Government Unit

CITY OF LAKEWOOD Public Works- Streets, Traffic Signs & Signals, Forestry
{lpcal government entily) (unity

LQJ@ e —) Joe Beno Publle Works Director
{sfanature of responsible official) (name)  (title) {date)

Section B: Records Commission

CITY OF LAKEWOOD RECORDS COMMISSION 216.529-6040
Records Commission {telephone number)
12650 DETROIT AVENUE LAKEWOOD 44107 CUYAHOGA
(address} (city) {(zip code) {county)

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

I hereby cerlify 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
serles from being destroyed, transferred, or olherwise disposed of in violation of these schedules and that no record will be knowingly
disposed of which pertains to any pending legal case, claim, actlon ar request. This actlon is reflecled in the minutes kept by this

commissicn.
| -5 =17

Records Commisslion Chalr Signature Date

Sectlﬁn C: Ohio Historical Society - State Archives

/2#@4pu9/)@f4ﬂﬂi! &é%%#fé%gww%V?%aéﬁaaﬁﬂ 10/ 20/14

Signature Title Date
Auditor of State
itz &)V e — [0IE1Y
Slgnature Date

FPlease Note: The State Archlves retains RC-2 forms permanently,
it is stronaly recommended that the Records Commission retain a permanent copv of this form

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

Public Works- Streets, Forestry, Traffic Signs & Signals

Section E: Records Retention Schedule

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

{local government entity) {unit)
(1) (2) 3 4 (5) (6)
Schedule Record Title and Description Retention Period Media For use by ‘RC-3
Number Type Auditor of | Required
State or by OHS-
OHS-LGRP LGRP
Forestry Tree Keeper: Used to track public Life of the tree Vartous
14-01 property trees that have been (paper,
removed, stump removal has been digital)
done, new plantings with type of tree,
frimming, major pruning of individuai
trees. This record includes the 0
location of the tree as well.
Streets 14- | Street Repair Records: Kept as a 3 years Various
o1 record of repairs and maintenance to {paper,
streets where other city divisions have digital)
opened the street for repairs to
utilities. Includes record of inspections
before final closure of a street
opening by an outside contractor for O
utility connections, Also records of
Street repair cost records.
Streets 14- | Storm street maintenance reports: | 3 years Varlous
02 Cost summary of each storm event. (paper,
Includes record of number of frucks, digital)
amount of salt used, number of man
hours. Used to track approximate
costs to maintain streets during storm ]
events.
t
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Ohio Historical Society
State Archives of Ohio
Local Government Records Program

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

CITY OF LAKEWOOD

CITY OF LAKEWOOD

Public Works- Streets, Forestry, Traffic Signs & Signals

Public Works- Streets, Forestry, Traffic Signs & Signals

{local government entity)

(unit)

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

1 (2) 6 @) (5) (6)
Schedutle Record Titie and Description Retention Period Media For use by RC-3
Number Type Auditor of | Required
State or by OHS-
OHS-LGRP LGRP
Traffic 14- | Signs & Signals Tracker: Used to Life of Sign Various
01 track all signs in the city. Inciudes the (paper,
type of reflective material used, digital)
replacement information and asset
tag number. 0
1
4
O




Ohio Historical Society GCT - ¢ :
State Archives of Ohio - N Uy
Local Government Records Program

o A = n =

800 E. 17" Avenue o ‘ B
Columbus, Ohia 432112497 GQVE IT RE RDS

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

RECORDS RETENTION SCHEDULE (RC-2)

See instructions before completing this form.

Sectlon A: Local Government Unif

CITY OF LAKEWOCD FINANCE DEPARTMENT - Division of Tax, Utility Billing and Vita! Statislics
(local government entity} -~ {unit) ’
! ’,/ e = 5
/7 / Feme"  Jennifer Pae Finance Director ‘? <17 //
(signature of resys’ible’ officialy {name) {iitle) Y {date)

Section B: Records Commission

CITY OF LAKEWCOD RECORDS COMMISSION 216-529-6040

Records Commission (telephcne number)
12650 DETROIT AVENUE LAKEWOOD 44107 CUYAHOGA
(address) {city} {zip code} {county)

To have this form returned to the Records Commission electranically, include an emall address: jeannine.petrus@lakewcodoh.net

| hereby certify that our recards commissfon 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 cerlify that our commission will make every effort {o prevent these records
series from being destroyed, transferred, or otherwlse disposed of in violation of these schedules and that no record will be knowingly

disposed of which periains y pendjng legal case, clalm, action or request. This action Is reflected In the minutes kept by this
commission.

' /
Records Commission Chair Signature Date

Styq C: Ohlo Historical Soclety : State Archlves

Dlis @Uwf/ﬁ . W L pre s éhf&%ﬂd’ /0/20/)4

Signaiure Title Date
tio Auditor of State '/77
Signature f Date

Please Note: The Stafe Archives refains RC-2 forms permancontly.
it is stronalv recommended that the Records Commission retaln a permanent copy of this form

SAQ/ILGRP-RC2-(Inst.) Revised February 2012



Ohio Historical Society
State Archives of Chio
L.ocal Government Records Program

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

Sectlon E: Records Retention Schedule

CITY OF LAKEWOOD

FINANGE DEPARTMENT- Divisions of Tax, Utility Billing and Vital Statistics

(local government entity)

{unit)

rs

1 (2) 3 4) (5 (6)
Schedule Record Title and Description Retention Period Media For use by RC-3
Numbar Type Auditor of | Required
State or by OHS-
OHS-LGRP LGRP
Tax 14-01 | Municipal Income Tax Records: to 6 years Various
include Student exempt forms, payment (paper,
receipt vouchers, refund vouchers, tax digital) 0O
return forms,
UB 14-01 | Bad Check Records: includes checks 2 years Various
returned as NSF, closed accounts etc. (paper,
digital) O]
UB 14-02 | Homestead Exemption Records: for
reduction in water and sewer monthly Various
charges (paper,
digital)
Original application of homeowner plus 3 years after proof of
documents that would show proof of no longer homeowner 0
disability, proof of low income or proof of | or immediately upon
over the age of 65 and low income for notification of death
qualification.
Annual renewal application 3 years
UB 14-03 | Master Meter Readings: City receives 1 year (audited) Various .
readings from the City of Cleveland and (paper, Audited means: the ye
logs into a hand written ledger, digitat) ncompassdd by the records
spreadsheet mailed to city from City of ave been audited by the
Cleveland and City receives bill from City di ee f Stat d¥
of Cleveland for water use. Ledger and U .t°r° ate
spreadsheet are used for reconciliation udit report has been
of billing statement for discrepancies. eleased pursuant to
ec. 117.26 OQ.R.C.

SAOILGRP-RC2-(Inst.} Revised February 2012



Ohio Historical Society

BYSTORY  State Archives of Ohio
v Local Government Records Program
800 E. 17" Avenue
] Columbus, Ohlo 43211-2497
M (2) ) (4) (5) (6)
Schedule Record Title and Description Retention Period Media For use by RC-3
Number Type Auditor of | Required
State or by OHS-
OHS-LGRP LGRP
UB 14-04 | Service Turn On and Turn Off Until property Various
Records: includes- Record of seller, transfers ownership {paper, L]
date of last reading, meter reading and digital)
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.
UB 14-05 | Water Billing Records: includes record | 3 years Various
of usage charges, sewer charges, meter {paper,
reading, account number and payment digital} 0
stubs. Used to verify billing printed and
mailed by an outside vendor and to
record payments.
VS 14-01 Burial Permit Stubs: Permits to 5 years Various
transport the deceased to cemetery, out {paper,
of state and out of country. digital) a
VS 14-02 | Certificates: Birth and death Permanent Various E/
Self-explanatory (paper,
digitat)
VS 14-03 | Vital Statistic Reports: Report that is 5 years Varlous
sent to the State of Ohio for verification {paper,
of the number of births, deaths and digital) 1
burial permits.
VS 14-04 | Vital Statistic Requests: received in- 1 year after audit Various
person or through the mail requesting a (paper,
certified copy of the birth or death digital) O]
certificate on file. Used to produce a Audited means: the yea

certified copy.

encompassed by the re
have been audited by th
Auditor of State and the
aydit report has been
released pursyiant to
S¢c. 117.26 O.R.C.
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: . . JHIC HISTORY GCORNEK
QHIO Onhio Historical Society Lo T
BISTORY Stato Archives of Chio
Local Government Records Program

=Ty me

EL 010

OCT -9 2014
800 E. 17" Avenue
M Columbus, Ohio 43211-2487

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- WaterWastewater Colleclion

{Igcal government entity) (unity
k)gﬁ’*a e Joe Beno Public Works Director .
tstgnature of rasponsible official) {name) (title) (date)

Section B: Records Commission

CiTY OF LAKEWOOD RECORDS COMMISSION 216-529-6040
Records Commission (telephone number)
12650 DETROIT AVENUE LAKEWOQOD 44107 CUYAHOGA
(address} {city) (zip code) (county)

To have this form returned fo the Records Commission electronically, inciude an email address: feannine.petrus@lakewoodaoh.net

! hereby cerlify that our records commission met in an open meeting, as required by Section 121.22 ORC, and approved the schedutes
listed on this form and any continuation sheets. [ further certify that our commission will make every effort to prevent these records
series from bolng destroyed, transferred, or otherwlse 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.ﬂmﬂ/ 9 H/g’ ﬂ/y

Records Commission Chalr Signature Date

St?t'?n C: Ohio Historical Socisty - State Archives

oL 20 u/‘ DAL uﬁgfﬂf}?ﬂ' &/’Md (el 10)20// 4

Signature Title Date

itor of State

13 W,Mc/ /0987y

Signature Date

Section D: A

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

SAQ/LGRP-RC2-{Inst.} Revised February 2012
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Ohio Historical Society
State Archlves of Ohlo
Local Government Records Program

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

Section E: Records Retention Schedule

CITY OF LAKEWOOD Public Works- Water/Wastewater Collection
{focal government entity) {unit)
) 2) ) @ (8) (6)
Schedule Record Title and Description Retention Period Media For use by RC-3
Number Type Auditor of | Required
State or by OHS-
e OHS-LGRP LGRP
wwWwwce Sanitary Sewer Records: May Permanent Various
14-01 include call reports, Home owner (paper,
inquiries and EPA reports. Used to digital)
track calls to specific parcels and
track nature of the call or problem. 0
WMWWC Sewer Repair Records: to inciude 10 years Various
14-02 log sheets for the type of repair made, (paper,
materials used for the repair, OUPS digital)
dig sheets, etc. Used to track repairs
and costs for the repairs.
[
W/WwWC Sewer Testing Records: records 5 years Various
14-03 resuit of dye tests may include home {paper,
owner inquiries. Used for code digital)
campliance
1
]

SAO/LGRP-RC2-(inst.) Revised February 2012
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Ohio Historical Soclety
State Archives of Ohlo
Local Government Records Program

800 E. 17" Avenue
Columbus, Ohloc 43211-2497

Section E: Records Retention Schedule
CITY OF LAKEWOOD

Public Works- Water/ Wastewater Collection

(lacal government entity)

(unit)

M

(2)

Schedule Record Title and Description
Number
wwwce Water usage reports: Raw data
14-04

collected from the parcel and then
downloaded to the computer for utility
billing to process billings to
customers.

_ (5)_,
Retention Period

2 years or until audited

and audit report is
released

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

@ | (5) mr*(é)—_
Media For use by RC-3
Type Auditor of Required

State or by OHS-
S OHS-LGRP LGRP
Various '
(paper,
digital)
a
L
]
O
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.




: . . JHIC HISTORY GCORNEK
QHIO Onhio Historical Society Lo T
BISTORY Stato Archives of Chio
Local Government Records Program

=Ty me

EL 010

OCT -9 2014
800 E. 17" Avenue
M Columbus, Ohio 43211-2487

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- WaterWastewater Colleclion

{Igcal government entity) (unity
k)gﬁ’*a e Joe Beno Public Works Director .
tstgnature of rasponsible official) {name) (title) (date)

Section B: Records Commission

CiTY OF LAKEWOOD RECORDS COMMISSION 216-529-6040
Records Commission (telephone number)
12650 DETROIT AVENUE LAKEWOQOD 44107 CUYAHOGA
(address} {city) (zip code) (county)

To have this form returned fo the Records Commission electronically, inciude an email address: feannine.petrus@lakewoodaoh.net

! hereby cerlify that our records commission met in an open meeting, as required by Section 121.22 ORC, and approved the schedutes
listed on this form and any continuation sheets. [ further certify that our commission will make every effort to prevent these records
series from bolng destroyed, transferred, or otherwlse 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.ﬂmﬂ/ 9 H/g’ ﬂ/y

Records Commission Chalr Signature Date

St?t'?n C: Ohio Historical Socisty - State Archives

oL 20 u/‘ DAL uﬁgfﬂf}?ﬂ' &/’Md (el 10)20// 4

Signature Title Date

itor of State

13 W,Mc/ /0987y

Signature Date

Section D: A

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

SAQ/LGRP-RC2-{Inst.} Revised February 2012
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Ohio Historical Society
State Archlves of Ohlo
Local Government Records Program

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

Section E: Records Retention Schedule

CITY OF LAKEWOOD Public Works- Water/Wastewater Collection
{focal government entity) {unit)
) 2) ) @ (8) (6)
Schedule Record Title and Description Retention Period Media For use by RC-3
Number Type Auditor of | Required
State or by OHS-
e OHS-LGRP LGRP
wwWwwce Sanitary Sewer Records: May Permanent Various
14-01 include call reports, Home owner (paper,
inquiries and EPA reports. Used to digital)
track calls to specific parcels and
track nature of the call or problem. 0
WMWWC Sewer Repair Records: to inciude 10 years Various
14-02 log sheets for the type of repair made, (paper,
materials used for the repair, OUPS digital)
dig sheets, etc. Used to track repairs
and costs for the repairs.
[
W/WwWC Sewer Testing Records: records 5 years Various
14-03 resuit of dye tests may include home {paper,
owner inquiries. Used for code digital)
campliance
1
]
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Ohio Historical Soclety
State Archives of Ohlo
Local Government Records Program

800 E. 17" Avenue
Columbus, Ohloc 43211-2497

Section E: Records Retention Schedule
CITY OF LAKEWOOD

Public Works- Water/ Wastewater Collection

(lacal government entity)

(unit)

M

(2)

Schedule Record Title and Description
Number
wwwce Water usage reports: Raw data
14-04

collected from the parcel and then
downloaded to the computer for utility
billing to process billings to
customers.

_ (5)_,
Retention Period

2 years or until audited

and audit report is
released

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

@ | (5) mr*(é)—_
Media For use by RC-3
Type Auditor of Required

State or by OHS-
S OHS-LGRP LGRP
Various '
(paper,
digital)
a
L
]
O
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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Ohio Historical Society
State Archives of Chio
Local Government Records Program |, . r A

800 E. 17" Avenue
Colvmbus, Ohio 43211-2497

. ] AL
GOVE | ; !

RECORDS RETENTION SCHEDULE-(RC-Z)

See instructions before compleling this form.

Sectlon A: Local Government Unit

CITY OF LAKEWOCD Public Works- Wastewater Treatment

(local government entity) {unit}
LM Jog_Beno Public Works Director
Uslgnature of responsible official) {name} (titte) {date})

Section B: Records Commission

CITY OF LAKEWOOD RECORDS COMMISSION 216-529-6040
Records Commission {telephone number)
12650 DETROIT AVENUE LAKEWGQOD 44107 CUYAHOGA
{address) (city} {zip code) {county)

To have this form retuined to the Records Commission slectronically, include an email address: jeannine.pstrus@lakewoodoh.net

| hereby certify that our records commission met in an open meeting, as required by Sectlon 121.22 ORC, and approved the schedules
listed on this form and any continuation sheets. 1 further cerlify that our commisslon will make every efforl to prevent these records
serles from being destroyed, transferred, or otherwise disposed of in violation of these schedules and thal no record will be knowingly
disposed of which perlains to any pending legal case, claim, action or request. This action is reflected In the minutes kept by this

commission.
/ V-5

Records Commission Chair Signature Date

Secflon C: Ohlo Historical Soclety - State Archives

QI //é)%?/ﬂz’z:/ WJW@L&%J/;&&{ o/ 510/ / ‘/

Slgnature Titfe Date

Section ; Auditor of State

pls & M A" (0081

Signature Date

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

SAQ/LGRP-RC2-{Inst.} Revised February 2012




Ohilo Historical Society
State Archives of Ohlo
Local Government Records Program

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

Sectlon E: Records Retention Schedule
CITY OF LAKEWOOD

Public Works- Wastewater Treatment Plant

(local government entity)

(unit)

) @) @) @ ®) (6)
Schedule Record Title and Description Retention Period Media For use by RC-3
Number Type Auditor of | Required
State or by OHS-
OHS-LGRP LGRP
WTP 14-01 | Bio Solids: Includes chain of custody | 5 years Various
sheets, SVRT Sludge Analysis bench (paper,
sheets, Sludge Cake Analysis bench digital)
sheets, Sludge Analysis bench
sheets, Digester Analysis bench O
sheets, Thickened Siudge Analysis
bench sheets and Filter Press bench ‘
sheets
WTP 14-02 | Operations documents: Includes 3 years Various
Chain of custody sheets, pH Bench {paper,
sheets, Ammonia Bench sheets, digita)
CBOD Analysis bench sheets, COD
Analysis bench sheets, Bacteria
Analysis bench sheets, Solids
Analysis bench sheets and [
RAS/MLSS Analysis bench sheets,
WTP 14-03 | NPDES EPS Annual Report: 10 years Various
National Pollutant Discharge (paper,
Elimination System. digital)

Section E: Records Retention Schedule
SAO/LGRP-RC2-(Inst.) Revised February 2012




