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STATE AND LOCAL
raoVEFiNNtlEPwlT FiEC0RDS

RECORDS  RETENTION SCHEDULE (RC-2)-Part 1
See inJ.Irvcliclns  before  complel{r.g this form`  Must be  submilled with  PART  2

Section A: LocflI  Government Unit

City ofHanilton, Ohio Infrastructure

Section B:  Records Commission

City ofHamilton Recorc!s Commission (513) 785-7168

345 Hi
(address)

Street, Suite 300              Hamilton
(city)

45011
(zip  code)

(telephone number)

Buller
(county)

To  have this form rctumed to the Records Commission elect`onically,  include  an  anail  address.   EaLhigisEELirm-ch.gnp_

I  hereby certify that our records commissI.9n met in an oT]cn mceting.  as required by Section  12I  22 0RC, and approyed the
sclicdiJIes  llsted on tills form and  any continuatton sheets.   I  further certlfy that our coltimission win make cvcry eft`ort to prevent
those records series from being destroyed, transfeITcd,  or otherwise disposed of in violation of these schedules and  that no record

RIREiiww[§EmE]Iif.IT��rF[§]§�EIN"!H]TusnITEa"y* If.  ann raEtlfljWEng[E fas=  ±mRE,E±Mm.h itBfflunT""IT[F HW,mS itHELflE±�"W  ifHE

=jEEjHmb«E3ET=BEm=*Hjm]EH±Hu.IT]EJEmri�=     _.J                     I    E   _T`                     B=RE;RE      ,L

Please Note:    The State Arcltives re]riins RC-2 foryns permaI.eILily.  Il is strorlgly recomnwhed that the Records Commission
retain a permanem copy ofthisfiorm

SAO-fuGRP- RC-7_ (Part  1  & 2), Revised  August 2014



Section  E:  RECORDS  RETENTION  SCHEDULE  (RC-2)
See lnslrucilon before completing this i;cirrn.

Page2of3

City ofHamilton                                                                                                                            Infrastructure

(local goverrimenL entity)                                                                                                                                                                                                                                          (unit)

(1) (2) (3) (4)
Schedule Record Title and  Description Retention Media . en
Number Period Type RE E5dDA_G.

t}

INFRl 7- Transient letters/memos including notes, text Retain until no Paper or

uEl
00I inessages,  phone messages,  voice mail, meeting longer Electronic

notes and other records which served to convey administrativedy
information oftemporary inportance necessary

INFR17-002 General  CorTespondence 2 years Paper orElectronic y-,:,         ,:A,i

l|IDII
INFR|7- Drafts Retain until no Paper or

ff003 Iongeradministrative]ynecessary Electronic

INFRl7- Solic.itations/advertising Retain until no Paper or I004 longeradministrativelynecessary Electronic

INFRI 7- ContinWing Education Materials Retain until no Paper or
005 longeradmjnistrativelynecessarv EIectronic

lNFR l7-006 Agendas origi.mating in Department 6 years Paper orElectronic

i'`,a    `
INFRI 7-007 Minutes originating in Department Permanent Paper orElectronjc II
LNFR17- Copies of agendas   and Tninutes Retain until no Paper or I008 longeradministrativelynecessary Electl.onic

INFR] 7- Audio and video recordings ofmeetings I  year provided Paper or I009 meeting info.Lssubstantivelytranscribed Electroric

lNFRl 7- Council Communications (Council Retain until City Paper or

lIIlii1OlO Reparts/Caucus Reports) clerk is  inreceipt Electronic

INFRl7- Payroll Records (including time sheets, comp tiTne 3  years provided Paper or
",      -ri,       ,A,-<'(011 records, leave forms, payroll change notiees) andited EIectronic

INFR17- Requests for checks, invoices, cash reports Until submitted Paper or Itry*OI2 to Finance Electronic

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

Audited means.. tlie years
encompassed by the records
have been audited by the
Auditor of State and the
audi.t report has been
released pursuant to
_Qar`   117.C!nD^



Section  E:  RECORDS  RETENTION  SCHEDULE (RC-2)
See [rwilruc[ioirs  before comI)leling this I;arm.

Page3 of3

City ofHamiIton                                                                                                                                Infrastructure

(local goyernmCnt e rility)                                                                                                                                                                                                                                             (unit)

(1) (2) a) (4)
-@T|

'

Schedule Record "tle and  Description Retention Med`la orms   t5 R-I-
Number Period Type ELiiJitoFiE I

SuntoTroEC

INFR17- Travel RequeststExpense Reports 2 years provided Paper or
`=T,I

BI013 audited or untilsubmittedtoFinance Electronic

INFRI7- Purchasing Card Reconciliation 2 years on bank Paper or "

ffl     ,I014 website providedaudited Electronic

INFRl 7- Contmcts/Agreements for Equipment & Services 25 years after Paper or ImOIS contractexpiration Electronic

INFRl7- Administra(ive Directives (Copies) Retain  until Paper or -IllOl6 superseded orrcolaced Electronic

INFRl7- Utility Filling Stubs 3  years provided Paper or I017 audited  pursuantloSee.117.26of0.R.C. Electronic

INFR'7- Billing Adjustment Books Retain until Paper or

fflJll018 audited, pursuanttoSee.117.26oftheO.R.C. Electronic

INFR17-019 City Manager Weekly Reports 3 years Paper orElectronic

I   ,,I
INFR17-020 Electric System Cor`sultant Reports 6 years Paper orElectronic lIIid
INFR17-021 Gas System Consultant Reports 6 years Paper orElectronic LJl
INFR17-022 Water System Corisultant Reports 6 years Paper orElectronic _I

INFRl7- Wastewater/Water Reclamation System 6 years Paper or IEiII023 Consultant Reports Electronic

INFR17- Copies ofUtility Annual Budgets and Budget Retain until no Paper or

"`-,,                 _-..

I  ,I,__ap    ,I:1l
024 Perfomance Reports longeradrninistrativelynecessary Electronic

1NFRl7- Reports from Directors ofElectri.c, Underground 2 years Paper or IfflI025 Utilities, and Energy Management Electronic

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


