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State Archives of ohio
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RECORDS RETENTION SCHEDULE (RC-2)-Part 1

See  inslrI(clio]is bel'ore {oulpJeliirg lII}s for)JI,  Mitst be subrIIil{ed with  PART 2

Sectiozi A: Local Govemmelit Ut`jt
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Sectioli B: Ref:ords Commi5sjon

City ofHamilton Records Commission                                   (513) 785-7168

345 Hi Street,  Suite 300

{telephone number)

Hamilton                               45011                                 Butler
(address) (cjry)                                                      (7.ip code) ( co\lnry)

To have tl`is (in Tefumed to the Records Corm`inajon cli:ctronically, include an rmail oddras:   hal bi£Icrcahrmiltoii-oh.col;

I hc[eby certify that our records coinmis8ion met in rm open meeting, as rcq`iired by Sechn  I 2l .22 0RC, and approved the
schedules listed cm this form and any continuation sheets.  I  funlrer certify lhat our cominission `irill  make every effort to pre`/en(vdrvI#irceF£;£gFF;etyA£*«#oITavalrySes;*rfuor#u;:"#::±

Scko£;£Ii£:i::|v,`:ir: kaplyrIA!"`rcz+    £2/-dr/P±/i

scesjfl±;tfEL`e                __ _. `3_i_ef?r,#f____4_f_a,_,,h.rfu.n�.wl.",3f.-":8"

"fiJ.;-a;; iroto..    The Suit Archives rctons RC-2 forms permanehrty. Il is Slrongly _r¬c_oTmended lhaI Wre Records Comlntssion

relriin a per.nai.a)It copy oJ-this fomi
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encompassed by the records
have been audited by the
Auditor of State and the
audit report has been
released pursuant to
See.117.26 0.R.C.

Section  E:  RECORDS  RETENTION  SCHEDULE  (RC-2)
See lnslraclions beJ;ore coriipleling lhi§ forn1.
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City ofHamilton                                                                                                                                         Fire

(lcoal goycmmcnt onlfty)                                                                                                                                        (iini()

(I) (2) (3) (4) (a
ScheduleNumber Record Title and Description Retention Period MediaType F6EREB.ELimlttarco ResR¬T5RE`@,

FDl7-00l Transient letters/memos including notes, text Retain until no Paper or

`-`                                                      -`J'y
Gi)

messages, phone messages, voice mail, meeting longer Electronic
notes and other records which served to convey administratively
information oftemporary importaI`ce necessary

FD17-002 General  Correspondence 2 years Paper orElcctronic

B
FD17-003 Drafts Retain until nolongeradmI+nistratiyelynecessaTy Paper orElectronic  ,

Gi)

FI)]7-004  ` SoIicitations/advettising Retain until nolongeradministrativelynecessary Paper orElectronic

-r'

I
FD] 7-005 Continuing Education Materials Retain until  nolongeradministrative]ynecessary Paper orEIectronic

FDl 7-006 Agendas originating in Department 6 years Paper orElcctroriic IfflI
FD17-007 Minutes originating in Departuient Pemancnt Paper orElectronic

I

FTH     .
FD17-008 Copies ofagendas   and minutes Retain  until Ilolongeradministratiyclynecessary Paper orBIectronic

yE,,,
FDl 7-009 Audio and  video recordings ofmeetings I year providedmeetingiT`foissubstantjyelytranscribed Paper orElectronic

_I,,._

E
FD]7-OlO Council Communications (Council Retain uritil City Paper or

A                                      . IEi]BReports/Caucus Reports) clerk is in receipt Electronic

FDl7-OIL Payroll Records (including time sheets, comp 3 years provided Paper or

-Itine records.  leave forms, payroll change i`otices) audited Electronic

FD17-0]2 Requests for checks, I.nvoices, cash reports Until submitted toFinance Paper orElecb.onic I_                                          _`-`,

EJiJ
FD17-013 Travel Requests/Expense Reports 2 years providedauditedoruntilsubmittedtoFinance Paper orElectronic

Gg,   ,.
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Auaitea means: tlie yea rS
encompassed by the records
have been audI.ted by the
Auditor of State and the
audit report has been
released pursuant to

section  E:  REcoRDs RETENTioNSe§.c]fi:EZjrfuEqRc_2)
See  insli"c[ions before completing lhtsfiorm.
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City ofHamilton                                                                                                                                            Fire

Oocal goyernrr}eqt entity)                                                                                                                                            (unit)

(r) (2) (3) (4) TT-lrT@"l
Schedule Record Title and  Description Retention Period Media

_   |USen

Number Type l'Sla(eror;                      I;£e.RE

FI)17-014 Purchasing Card Reconciliation 2 years on bankwebsiteprovided8uC!itCd Paper orElectronic

IGi]I
FD17-015 Contracts/Agreements  for Equipment & Seryices 25 years aftercontractexpiration Paper orE]ectronic i|:|H
FD17-016 Alarm response reports Pemanent Electronic

IIIdii!I
FDl7-017 Fire ]'nspection records 3 years Electronic I,i  H
FD17-018 Arson records 50 years thenappraiseforhistoricalvalue Paper /Electronic IEN
FDl7-019 Plan review records

3 years Electronic lIII5i)IResidential
Cormercial 5 years Electronic

FD l7-020 Above and underground storage tanks records 10 years after outofservjceorremoved Paper /Electronjc

IGi]
FD17-021 Disaster plans Until superseded Paper /

|IIrmIEvacuation/tomado ElectroJijc

FI)17_022 Fireworks applications and One year after Paper / |lIEIPermits eXP. Electronic

FD17-023 Fire code variance documcI`ts Until no  longer ineffect Paper /Electronic I,      Lad
FD17-024 Open bum pemit One year afterexp. Paper /Electronic Itii]I
FDl7-025 Mutual aid agreements 10 years aftersuperseded Paper /EIectronic I,  :-.-.  Lul
FD17-026 Training records 25 years afterHFDernployTnent Paper /EIectronic ItiEI
FD17-027 Injury/Exposure reports 50 years afterlIFDemployment Paper /Electronic

Ilmi)
FD l7-028 Copies ofEmployee perfomaoce eyaluations 5 years after Paper/ IllmI(originals held in CMI Service & Persounel) employment Electronic

FDl7-029   . Copies ofUnion contracts Until superseded Paper / r       .     l'        tz I
(Originals in held io Human Resources Dept.) Electronic L,   JLJEL
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Section  E:  RECORDS  RETENTION  SCHEDULE (RC-2)
See  lnslruclions bofore coml)leting this fiornI.

City ofHamilton                                                                                                                                           Fire

(local  govemmcnt entity)                                                                                                                                          (nnit)

(I) (2) (3) (4) J(-              ,-

Schcd ule Record  Title and I)escription Retention Period Media ai-t'
Number Type REItQI_eTo_nGRE H-.

FD l7-030 Grievances I  year afterresolved Paper /E]ectronic

lIIUEII
FD] 7-03l Fact finder reports 5 years Paper /EIectronic

Htii]I
FD17-032 Arbitrator reports 5 year Paper /Electror`ic

H
FD17-033 . Copies ofPersonnel records 20 years after PapeI./

EgI(original held  in Personnel) HFD employment Electronic

FD17-034 Grant applications and award records 5 years providedauditedandc[isputesresolved Paper /Electronic

i.                       ,                                 ,
Iid

FDl7-035 Patient care records 7 years and untilstatuteofIimitationsexpires Paper /EIectronic I E~.,
FD17-036 HIPPA signature logs 2 years Paper /Elec[roTiic

ItiEjI
FD17-037 Hose test records 7 yea]s after takenoutofservicc Paper /Electronic '

"'- I-c]       -

FD17-038 Ladder test records 7 years after takenoutofservice Paper /Electronic

IldiiII
FD17-039 Hydrant service records 7 years aftei. takenoutofservice Paper /Electronic

a   ,
FD17-040 Selfcontained breathing apparatus service 7 years after taken Paper/ -,                                       -:-

IIffiIrecords out ofservice EIectronic

FI)17-041 Face piece service records 7 years after takenoutofscrvice Paper/Electronic lllmI
FD17-042 Air bottle service records 7 ycars aficr takenoutofservice Paper/Electronic

lIIunE
FD17-043 Fire apparatus test records 7 years after takenoutofservice Paper/Electronic

_-,-y                                   I

-..B          -

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

Audited means: tlie years
encompassed by the recof'ds
have been audited by the
AuditorofState and the
audit report has been
released pursuant to
See,117.26 0.R.C.


