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Local Government Records Program
800  E.  17`h Avenue

Columbus, OH  43211-2474 DEC   05   2017

STATE AND LOCAL
GovEFiftlMErtlT  F}ECOFiDS

RECORDS  RETENTION SCHEDULE (RC~2)-Part 1
See  inslruclions  bef;ore completing (his J:arm.  Must  be  submilred wllh  PART 2

Section  A:  Local Government Unit

City ofHamilton, Ohio                                                                        Engineering

Section  B:  Records Commission

City of Hamilton                                        Records Cc>mmission                                    (513) 785-7168

345  Hi h Street

(lelephonc numbei)

Suite 300               Hamilton                               450I I                                 Butler
(address)                                                                                         (City)                                                     (zip ceda)                                           (county)

1.o  have this foTTn relumed to (he Rceords Commission electronically,  include an cmaI.I address:   9_at.biElef@amlltDnapt±:gov

I  hereby certify that our records commission met in an open meeting,  as required by Section  !2 I ,22 0RC, and approved  ll`e
schedules listed on this fom and any continuation sheets.   I further certify that our commissicln will  make every effort to prevcn[

[[ffi§it[RI§If[EEHFqrm[[IT[]]][B,H[f[Mm#§S[[]§wl[]E]]ErE[.[]E"HtlwlEHEHHHmratlHTEra±]ut[[[a,Ew,S,5HBEEwitH,HEN�£"�E±mENWmra¥[§`H±m=fl5]§fflEnIT+,B¥*ffigitHgEifHHHEH.¥JRI

grceTao;;-shto;=rv,a+<T]£ced5   4r|AJ\yt±LL±

Signature                                                                                                     Title                                                                                                               Date
Please Note..    TI.e Slate Archives relaius RC-2 fiorlus permaner.lly.  ll is slrongly recomnended thai the  Records Colnmission

retain a I)ermanent col)y of this f;arm

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



Section  E:  RECORDS  RETENTION  SCHEDULE (RC-2)
See instruc[toru; beJ;ore camp/elirig lhis farm.
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City ofHanilton                                                                                                                                    Engineering

(loca] goyemment entity)                                                                                                                                                                                                                                              (unit)

(0 (2) (3) (4)

;:.F&a&rfflRE        -
i

Schedule Record Title and Description Retention Media
ffi¥;5:.:1rz®,''NumI)er Period Type _`    RoHt¬o,,-I

ENG17- Transient letters/memos including notes, text Retain until no Paper or ".  ,,,    r¢

_,nffiEi

-         ,-|J<.-`,.i#¬apT`:`..:.
S.#-,

00l messages  phone messao-es  voice mail,  meeting longer Electronic

notes and other records which served to convey administratively "+
informati.on oftenporary importance necessary

"`      ..     .\\_=.+.`...`|```

ENG|7-002 General Correspondence 2 years Paper orElectronic

ENG17- Drafts Retain until no Paper or iEEEEkeiRE.£`ERE#:.+:.
003 longeradministrativelynecessary Electronic  ,

ENG17- Solicitations/adverising Retain until no Paper or
` rfeingrr,,i!ffihc

.+

004 )angeradministrativelynecessary EIectronic

ENGl7- Continuing Education inaterials Retain until  nc) Paper or -ZaGxp- -3asfuJ_=`,RE`"q,J`,
005 longeradministrativelynecessary Electronic  /

_      -_`tt\

ENG17-006 Agendas originating in Department 6 years Paper orElectronic
"4           i-#,"`\,r

"?"+`.
ENGl7-007 M].nutes originating in  Department Permanent Paper orElectron.ic ' +hh_<ff.  'a-;_ft-,-,-`S,I.ff"Ea-h      'EL qBffEiffRE`£.. `ffiREifei

ENG 17- Copies of agendas  and minutes Retain until no Paper or -,¬t `-.`

008 longeradministrativelynecessary Blectronic r*h* ±

BifiBErm5^fh--,

ENGl7- Audio and video recordings ofmeedngs 1  year provided Paper or
"':g%B_j`\`_.|'

"i_.
009 meeting info issubstantivelytranscrfoed Electronic

ENGl7-010 Counc].I CoJrmunications (CounciI Reports/CaucusReports) Retain untilCityclerkis inreceipt Paper c,IElectronic

rm`
`   \*|,tQ¬i

ENGl7- Payroll Records (including time sheets, comp time 3 years Paper or A #'(

OIL records, leave forms,  payrc)ll change nc)tices) providedaudited Electronic y      RE,rm..-F,,~\L`

ENGl 7-Ol2 Requests fc)r checks, invoices, cash reports Until submittedtoFinarice Paper orElectronic
"`-`r.I.
-`ce*£` .

Audited means: the years
encompassed by the

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

have baen audited by the
Auditor of State ancl the
audit report has been
released pursuantto
Sf!c  117.26 a.R_C.



Section  E:  RECORDS  RETENTION  SCHEDULE  (RC-2)
See irrslruelions bofbre completing this fiorm,
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City ofHamilton                                                                                                                                        Engineering

Ooca]  govemmciil cJitity)                                                                                                                                                                                                                                                         (unit)

(I) (2) (3) (4) 0
"'e

"),      .-

Schedule Record Title and  Descripti.on Retention Media MmeThw ae -l
Nunber Period Type RE'     . "i

Sfa_"
G

BNGl 7- Travel  Requestsnexpensc Reports 2 years Paper or I0|3 providedauditedor untilsubmittedtoFinance Electronic

ENG l7- Purchasing Card Rcconci];ation 2 years on bank Paper or

---RE         '-

Ol4 websiteprovidedandited Electronic

ENGl7- Contracts/Agreements for Equipment & Services 25 years after Paper or

IIREOl5 contractexpiration EIectronic

ENG17- Rjght ofWay Permits 3 years Paper or I.,\'. "`EE     -
Ol6 providedaudited Electronic

ENGl7- SIreet opening Permits 3   years Paper or
-\- II0|7 providedaudited Electronic

ENG17- Curb Repair Permits 3 years Paper or
i._.I ImIOl8 providedaudited Electronic

HNGl7-Ol9 RequisJ.lions 3  years Paper orElectToriic

JEfi-     _
ENG l7- Pole Attachment Agreements 25 years after Paper or

I:,.-.                   ,

020 contractexpiration Electronic

ENG17- Private Area Lighting Agreements 25 years after Paper or `-_                                   - Im02l contractexpiration Electronic

ENGl7-022 Street Light Approvals 25  }Jears Paper orElectronic Itii]I
ENGl7-023 Easerrient Records Permanent Paper orElectTor`ic '-utH_-A.I,        I

ENG l7-024 Daily Work Reports 3 years Paper orElectronic
"B,-I

ENGl7- Reference Materials Until Paper or
--_,`

"r.,in,:ii.  I
025 Superseded  orRealaced Electronic

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

Audited means: the years
encompassed by the records
have been audited by the
Auditor of State and the
audit report has been
released pursuantto
See.117.26 0.R.C.



Section  E:  RECORDS  RETENTION  SCHEDULE (RC-2)
See inelriicltous before complellng lhis form.
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City ofHamilton                                                                                                                                 Engineering
(local goycrr`mcnt en [ity)                                                                                                                                                                                                                                                        (mi I)

(1) (2) (3) (4)
` i.\.\..\, +

Schedule Record  Title and I)escription Retention Media .

Number Period Type I iELu-alto"£,ngin#8"
aRED E=....

|r     \

ENG17- Parking Tickets 3 Years; Paper or

+026 providedaudited Electronic +

ENG17- Accident Reports (Duplicates) 2 years Paper or i 5,,,,            -

I_E_REi:027 provided noactionpendI.ng Electronic
ng"rd\.

ENG17- Parking Garage Daily Ticket Receipts 9 years; Paper or

`   8B7B9

r,.now1'Eseg:

028 providedaudited Electronic

ENG17- Bid Documents  (Successful Bidder) and related 15 years after Paper or I r)#ae-let---

Ga

-;I)IIl¢g;<   )

029 constrt]ction repolts projectcompletion Electronic
`..`+"_`tt"

ENG 17- Bid Documents (Unsuccessful Bidders) ?_ years after Paper or ~`il==__I'--
ffi  ^`

030 award Electronic
_`      ``

apyH"EdBffEit-- REDEgr±f
ENG17-031 Budget Preparation Documents 4 years Paper orElectronjc

--`u"~`tryi,#.

H

-     rhlL

ENC]7- Grant Documentation 5 years after Paper or £3ur
032 submittal orawardprovidednooutstandingdisputes'providedaudited Electronic

:%(

I,.-             , EI-:#3!.
I  ,,has_,`,fce':#RE__ _

?

ENG17- Loan Documentation 5 years after Paper or 1,, RE

'..

ffi"ffl
033 debt retiredprovidednooutstandingdisputes'......`.`=.`audited Electro"c ++

`.`.\ ;FT¥:,¥;

Auclited means: the years
encompassed by the records
have been audited by the
Auditor of State and the
audit report has been
released pursuantto
See.117.26 0.R.C.

SAO-/LGRP-RC-2 Cart I  & 2), Revised August 2014


