
EZ=[=
OHIO
HISTORY
CONNECTION

Ohio History Connection
State Archives ofohio

OLlro  Hi`s-i-oF\`I  \30NNt=C3TIQN

Local Government Records Program
800  E,  17`h Avenue
Cc)lumbus,  OH   432l  I-2474

t\Et:   U  \   1tl\T

s-`-!\TE A\\D LQee±
'`':^OVEF`NMENT RECORDS

RECORDS  RETENTION SCHEDULE (RC-2)-Part 1
See  inslruc[lons  before comple(ing lhls form,  Must  be submilled w.lil. PART 2

Section A:  Local  Government Unit

Cit}' of Hamilton, Ohio                                                                           Public Safety
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Section  B:  Records Commission

City ofHamilton                                       Records Commission                                   (513) 785-7168

345 Hi

(telephone  numbei.)

Street, Suite 300                I..Iamilton                                 45011                                  Butler
(eddress)                                                                                     (crty)                                                   (zip code)                                         (coundo

To have this form returned to the Rec{)rds Commissron  electronically`  include an emall  nddress:   Oat.bi±ltr6!hamilton-ch,f!ov

I  he`.eby certify that  our lecords commission  iT`et in an open  meeting,  as required  by  Section  l2 I .22 0RC,  and  approved  the
schedules listed on rhis form an{l  any coI`tinualion sheets.   I further certify that our commission win make every effort to  prevent
these records scries from being destroyed,  lransfined. or otheru/i!;e disposed of in vielation ofthese schedules and that no recordw#:p¬#;i;:ir/N;;onorrapAI"sur^+inT`ITfyRTriedmtw£

Records C`ommission  Chair Signature                                              Date

Section  C:  Ohio  mstory Connection  -State Archives

\¬_ c^u rJ
Signature Title

PIease Note_:    The Stale Archives relalne  RC-2 forirris 1)erniarienlly.  ll ls strongly recommended that the  Records Comndss.ron
relaln a I)ermarlenl ¢oJ)y ofthis form

SAO`/LGRP-RC-2 (Part  I  & 2),  Revl.sed August 2014



Section  E:  RECORDS  RETENTION  SCHEDULE  (RC.2)
See inslrucI{ons before compleling this form.

Page  2c>f3

City ofHamilton                                                                                                                         Publie Safety

(local govemmcni cnii.ly)                                                                                                                                                                                                                            (ui`it)

(I) (2) a) (4) (6'
Schedule Record Title and  I)escriptiou Retention Media '. I--.","

N\lm ber Period Type
I_fflffi
REfi A

PS-001 Transient letters/memos including notes, text Retain  until no Paper or
L  rT----

fiilmessages, phone messages. voice mall, meeting longer Electronia
notes and other records which served to convey administrativc1
information oftemDorary importance y necessary

PS-002 GeneraI Cort.espondonce 2 years Paper orElectronic

PS-003 Drafts Retain until noloT,geradministrativelynecessary Paper orElectronic

Oi)

PS-004 SoIicitations/advertising Retain until nolongeradministrativelynecessary Paper orElectronic

Gil

PS-00S Continuing Education Materials Retain  until  noIongeradlniT`jstTativelyTiecessary Paper orElectron].c

fii)

PS-006 Agendas originati.ng in Department 6 years Paper orElectroriic |I

I
PS-007 Minutes originating in  DepaJtment Permanent Paper orElectronic

TE
PS-008 Copies ofagendas  and minutes Retain unti( nolongeradministrativeIYnecessary Paper orElectronicI
PS-009           I Audio and video recordings of meetings I  year providedmeetingiT)foissubstantivelytranscribed Paper orElectronic

Ti'

pS-0]0           ,II  Council  Communications (Council Reports/Caucus Retain until Paper or I                                -I-`,.

Reports) City clerk is inrecejpt Electronic I,           ,..; Ifiil
PS-OI I Payroll Records (including time sheets, camp time 3 years Paper or

_.      ~,   ,rj', L

records.  leave forms, payroll change I)otices)I providedaudiced Electronic

pS-Ol2             II Requests  for checks, invoices,  cash reports Until  submittedtoFinance Paper orE]ectronic I,.                                                    I

fi,'        .rj E]LJ
Aud ited means: the years

SACl/LGRP-RC-2 (Part  I  & 2),  Revised August 20]4

encompassed dy 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.
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Section  E:  RECORDS RETENTION SCHEDULE  (RC-2)
See lrLslriiclioli[ bofore complellng lhis lorrn.

City ofHamilton                                                                                                                      Public Safety

(local govcrrmen( cntily)                                                                                                                                                                                                                       (unit)

(I) (2) C!) (4) r-.I RE_  __I
Schedule Record Title and Descript].on Retenlion Media HRElj. RGB
Nunber Period Type nREoJi

PS-0]3 TTavel Requests/Expense Reports 2 years\..`..,`..```.`.`.auditedor untilsubmittedtoFinance Paper orElectronic

E_

PS-014 Purchasing Card Reconciliation 2 years on bankwebsiteprovidedaudited Paper orElectronic I
PS-0 l5 Contracts/Agreements for Equipment & Services 25 years aftercontractexpiration Paper orElectronic I ;,               ,-_,I E

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