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Local Government Records Program
800  E.17th Avenue
Columbus, OH  432l I-2474 DEe   o5   2oi7

STATE AND LOCAL
C`]OVEP\NMEP`!T  PiECOFIDS

CONHECTIOH
RECORDS  RETENTION SCHEDULE (RC-2)-Part 1

See  irlslructiorls  before  cornplelirig this foi.in,  Musl  be  oubrrutted with  PART 2

Section A:  IJocal Government Unit

City ofHanilton, Ohio

(local govemmententrty)                                      James wiiiiams            Publi:u#)ork Director

City ofHamilton Records Commission                                    (513) 785-7168

345 Hi h Street, Suite 300
(addless)

(telephone number)

Hamilton                               45011                                Butler
(city)                                                      (zip  code)                                           (county)

To have this fom` retuned  to the Records Commission cleelronically, include an  cmail  address:   ribialchZthaniLlton..oh.gov

I hcrcby certify that our records commission met in an open meeting, as required by Seetion  12 I.22 0RC,  and  appro`/ed the
schedules  listed on this form and any continuation sheets,   I flirther certify that our commission win make every effort to prevent
these records series from being destroyed, transfl:rTed,  or otherwise disposed of in violation of these schcdu]es and that ne  record

W:RTrdfty?_r:::FperfuAVStotryqudrdr;;;;:twfymorrqund "arrfuunrsr¬fyRTndmtwR

Records Commission Chair Signature                                            Date

Section C:  Ohio History  Connection -State Archives

relain a permanent copy ofthis J;arm

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



Secti.on  E:  RECORDS  RETENl.loN  SCHEDULE (RC-2)
See instruclions before complellng lliis J7orm.

Page2 of3

City ofHamilton                                                                                                                               Public Works

{local goyeri`ment  cntjly)                                                                                                                                                                                                                                             (unit)

(1) (2) (3) (4) )

B

Schedule Record "tle and Description Retention Media DJrm9eJD,
Number Period Type I  I    in-..diStmeTi

PW l7-1 Transient letters/memos including notes, text RetaI.n until  no Paper or

tii]
messages, phone messages, yoice mail,  meeting longer E]ectronI.c
notes and other records which served to convey administratively
information ofterroorary importance necessary

PW l7-2 General Correspcindence 2 years Paper orElectroulc IfiilI
PW17-3 Drafts Retain until noIongeradministrativelynecessary Paper orE]ectronic

EE1

PWl7-4 Solicitations/ndver(ising Retain until nolongeradministrativelynecessary Paper orElectronic

RE

PWl 7-5 Continuing Educatjon Materials Retain until noIongeradministrativelynecessary Paper orElectronic

Bi]

PW17-6 Agendas originating in Department 6 years Paper orElectronic  `
`, IfiEI

PW17-7 Minutes originating in Department Permanent Paper orElectronic ItiEI
PW17-8 Copies ofagendas  and minutes Retain until nolongeredministrativelynecessary Paper orElectronic

RE

PW] 7-9 Audio and video recordings ofmeelings I  year providedmeetinginfoissubstantivelytranscribed Paper orElcctronic

PWl7-10 Council Communications (Council Retain until  City Paper or unIReports/Caucus Reports) clerk is inreceipt E`ecFTon l``

PW]7-ll Payroll  Records (includ{n8 tine sheets,  comp time 3 years provided Paper or IfflIrecords,  lcaye forms, payroll change notices) and;ted E]eetronic

PW|7-12 Requests for checks, invoices, cash reports Until submittedtoFinance Paper orElectronic
I                                                          \               ,, IIGilI

SAO-/LGRP- RCL2 (Part I  & 2), Reyised AuguJst 20 I 4

Audited means: the years
encompassed by the records
have been audited by the
Auditor of State and the
audit repoil has been
released pursuant to
See.117.26 0.R.C.
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Section  E:  RECORDS  RETENTION  SCHEDULE  (RC-2)
See lrlslrueliom before complellIIg lhis fiarm.

City ofHamiltoD                                                                                                                                Public Works

(local govemmcn[ enli.ty)                                                                                                                                                                                                                                 (unit)

(I) (2) (3) (4)
TTT-rT`"iasll

Scliedulc Record  Title and Description Retelllion Mod'la a  Et)_gaBj
Number Period Type IfEtRE

PWl7-|3 Travel Requests/Expense Reports 2 years providedauditedoruntilsubmittedtoFinance Paper orE]ectron!c I    E
PW17-I4 Purchasing Card Reconciliation ?_ years on backwebsiteprovidedaudited Paper orElectronic H
PW17-I5 Cor}tracts/Agreements  for Equipmcnt & Services 25 years aftercor'tractexpiration Paper orE]ectronic

IIImilI
PW17-16 Auction ofobsolete Vehieles 3  years Paper orElectronic IqilI
PW17-17 Service orders 3  years Paper orElectronic IquI
P\V]7-18 Mechanics Service Records Until vehicledisposedof Paper orElectronic LJLEL
PW17-19 Car Washes -aty Vehicles I  years Paper orElectronic ILiiiilI
PW17-20 Daily Work Reports 2 years Paper orElectronic IEuI
PW17-21 Accident Reports (Duplicates) 2 years providedIloactionpending Paper orElectronic IEilI
PW|7-22 Chargeback Records 3  years Paper orElectronic ILEN
PW17-23 Fuel Tickets 3 years Paper orElectronic L-HEJgJ
PW17-24 Fuel Reports 3 years Paper orElectronic LquJ
PWl7-25 Backflow Prevention Doouments 5 years Paper orelectronic LEN
PWl7-26 Pretreatment Program Test Repotls, Inspection     . 5 years Paper or IDilI

Forms.  Records Electronic

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 0.R.C.

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


