
Ohio History Connecticin
State Archives ofohio

igr_
OHIO
I+[STORY

(J} 'l{J  HISTC)RY C;ONNEcL-noNPage  1 of 5

Local Government Records Program
800 E.  I 7'h Avenue
Colulnbus, OH  432 I I-2474 DEC`   05   2017

STATE AND LOCAL
GOVEFiNMENT F]ECOF}DS

CONMECTION
RECORDS RETENl-10N SCHEDULE (RC-2)-Part 1

See  iris(rucliolts  before  completing this I;orrn.  Musl  be  submitted wilh PART 2

Section A:  Local  Government Unit

City of Hanilton, Ohio                                                                Utility operations

(loea       ve    mom (unit)

I, Mike Perry Director

(signet cofrespon;lble officia»  t/ (name) (title) (date)

Section B:  Records  Comniission

City ofHamilton                                       Records Commission                                   (513) 785-7168

345 Hi

(telephone mmber)

h Street, Suite 300               Hamilton                                45011                                  Butler
(address.)                                                                                         (eity)                                                      (zip  code)                                           (coonty)

To have this form returned to the Records Commission  electronically, include an email address:  petblglErgramilloncoh.apv

I  hci¬by certify  that our Tccords commission met in  an open mccting, as required by Section  l2t.22 0RC, and  approved the
schedules  listed on tt`is. form and any continuation chcets,   I furlt`er certify that oiir commission will make every effort to prevent
these records series from being destroyed, transferred, or otherwise disposed of`in violation of these schediiles and (hat no recordwFffife;;:;unorTqust"Sarrfu::__:mVdr:

-#:I:if=::^rd=,+.;HfeL,,rds  4rEiuyI`9{      l:ap£4Qz2=

=j`if%¬_in_JJJ4r-2¬cd,fls M~           iz-ig~i7
Sigml`Jre                                                                                                    title                                                                                                              Date
PIease Note:    The Stale Arcliives retains RC-2 fiorn'is permanently.  [t ls strongly recommended lhat rlle Records Comndssion

rclaln a perrranend copy of lh.is form

SAO-/LGRP-RC-2 (Part  I  & 2), Revised August 2014
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Section  E:  RECORDS  RETENTION  SCHEDULE  (RC-2)
See lrrsl"cllone I)ofore completing lhl§fiorm.

City ofHalnilton                                                                                                                        Utility operations

(locBl  govcmment entity)                                                                                                                                                                                                                                                 (uiii I)

(I) (2) (3) (4) rr?)i
"Schedule Record Title and Description Retention Media 0

Number Period Type _EN          _fite[Orf.a. ...,..®.

UTILOPS Transient letters/memos including notes, text Retain until no Paper or

in17-001 messages, phone messages,  voice mail, meeting longer Electronic
no{cs and other records which served to convey administratively
information oftemTJorary importance necessary

UTIL0PS17-002 General Correspondence 2 years Paper orEIectronic II
UTILOPS Drafts Retain  until  nct Paper or

\ F.
17-003 longeradmin{strativelynecessary Electronic

UTILOPS Solicitations/advertising Retain until no Paper or

tii]17-004 longeradministrat{velynecessary EIectronic

UTJL0PS Cont.muing Education Materials Retain until no Paper or

tim17-005 Iongeradminis[rativelynecessary Electronic

UTILOPS17-006 Agendas originating in DepartmeT`t 6 years Paper orElectronic ItiEI
UTILOPS17-007 Minutes originating in Department Permanent Paper orElectronic

IImi]I
UTIL0PS Copies ofagendas  and minutes Retain until no Paper or I17-008 Iongeradininistrati.velynecessary E]eclronic

UTILOPS Audio and video recordings ofineetings 1  year proyided Paper or Tffl   .
17-009 meeting info [ssubstantivelytranscribed Electronic

|'TILOPS Council Communications (Council Retain until City Paper or

"      __lid17-0|0 Reports/Caucus Reports) clerk.is jnreceiDt Electronic

UT[LOPS Payroll Records (including time sheets, coup tine 3 years provided Paper or

llhii]I17-011 records,  leave forms, payroll change notices) aud ited EIectronic

UTI_LOPS Requests for checks,  invo].ces, cash reports Until submitted Paper or -.          I llhii)I17-Ol2 to Finance EJectronic

Audited means: the years

SAO-/LORE-RC-2 (Pan I  & 2), Revised August 2014

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.
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Section  E:  RECORDS  RETENTION  SCHEDULE  (RC-2)
See instructions beJloI.e complelilig this form

City ofHamflton                                                                                                                      Utility operations

(local govcrTIJTien [ entity)                                                                                                                                                                                                                                                                  (un il)

(|) (2) (3) (4) rTTzr#rirT~
Schedule Record Title and  Description Retention Media age.a\\6ElStEtE'onRE
Number Period Type

UTI|,OPS Travel  Requestsrfexpense  Reports 2 years provided Paper or --,,_,"'rl±17-013 audI.ted or untilsubmi.ttedtoFinance Electronic

UTILOPS Purchasirig Card Reconciliation 2 years on bank Paper or "      E
17-Old website providedaudited Electronic

UTILOPS Contracts/Agreements for Equipment & Services 25 years after paper or
rrt_'`     H

I 7-015 contractexDiration Electronic

UTIL0PS Copies of Contracts for Coustnlction, Equipment Until no longer Paper or

IDEI17-016 or Services (originals held  in Purchasing) administratjve]ynecessary EleclronI.c

UT[LOPS17-017 City Manager Weekly Reports 3  years Paper orElectronic

IDi]I
UTIL0PS AdminI.strative Dircctives (Copies) Retain until Paper or _-LJ17-018 Superseded orreplaced Electronic

UTILOPS Copies ofEmployee performance eyaluations Retain copies Paper or " !FT17-Ol9 until employeeseparatesfromemploprent;originaltoCiyilService Electronic

UTILOPS Reference publications and directories Until revised, Paper or I_        LE
I7-020 superseded  orobsolete Electronic

UTILOPS Project files (contract copies, specifications, I 5  Years from Paper or

Ifii)Ir7-021 change orders, progress reports, etc.) projectcompletion Electronic

uTI1,OPS Loan and grant docun`entation 5 years after Paper or

E17-'022 expiration of.grant,proyidedauditedanddisputesresolved Electronic

UTIL0PS17-023 Research documentation 5 years Paper orElectronic
_]FjTjEEL-_-l

UTILOPS Photos Until superseded Paper or I _rffl17-024 (appraise forhistoricalvalue) ElectTOnic

SAO-�GRP-RC-2 (Part  I  & 2), Reyised Angust 2014



SectI.on  E:  RECORDS  RETENTION  SCHEDULE  (RC-2)
See irstructlons I)efiore compleling lhI§ form.
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City ofHamilton                                                                                                                     Utility operations

(local  goveminch[ enli(y)                                                                                                                                                                                                                                       (imit)

(1) (2) (3) (4) TT?ffl_| (B
Schedule Record Title and Description Retention Media
Number Period Type I,   ,pd,,

la
UTILOPS Bid docurnentatl'on (successful) 15 years after Paper or

IIhii)I17_025 projectcompletion Elcctronic

UTILOPS Bid documentBt].on (unsuccessful) 2 years after Paper or

IEi]I17-026 award ofcontract Electronic

UTIL0PS17-027 Hydrant flushing listing 2 years Paper orElectroriic I
UTIL0PS17-028 Shut off orders 3 years Paper orElectronic Iud
uTI|,OPS17-029 Meter testing records 3  years Paper orElectronic IfigI
UTILOPS Street cuts, patches, top soil, seed, concrete cuts 3  years Paper or IfflI17-030 reports Electronic

UTILOPS17-03I Eleculc System Consultant Reports 6 years Paper orEIectronic ItiEI
UTILOPS17-032 Gas System Consultant Reports 6 years Paper orElectronic Iud
UTILOPS17-033 Water System Consultant Reports 6 years Paper orE`ectronjc

Ifii]I
UTILOPS Wastewater/Water Reclamation System 6 years Paper or I  ,17-034 Consultant Reports Electronic

UTIL0PS Water Environmental Testing Reports/Filings - 10 years Paper or lidI 7-035 OEPA Electronic

UTILOPS17-036 PUCO Gas Reportsffilir`gs 10 years Paper orEIectronic I  ,
UTIL0PS Wastewater EnviroJimental Testing 10 years Paper or I EiJJ
17-037 Reports/Filings -OEPA E]ectronic

UTILOPS Electric System Equipment overhaul/Rebuild Life of Paper or

IIIIffl17-038 Reports Equipment Electronic

UTILOPS Gas System Equipment overhaul/Rebuild Reports Lire of Paper or
\ IGiiI17-039 Equipment Electronic

UTILOPS Water System Equipment overhaul/RetJuild Life of Paper or

Ifii]I17-040 Reports Equ,'pment Electronic

UTILOPS `'\.`   \..\....'\....\._.....    `.\.`.\\.....`..  \...`...........  \l.\...i..........\. Life of Paper or

=17-041 Equipment overhan]/Rebuild Reports i  i .... .`..   .. ,,..... \ Electronic

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



Section  E:  RECORDS  RETENTION  SCHEDULE (RC.2)
See irrslrucllons before cc)mpleling lhis form.
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City ofHanilton

(local  govemTneI`t enttry)

Utility operations

(I) (2) (3) (4)
-!t®; ®

ScheduLe Record Title and Description Retention Medifl fro,u4iJnto   , "Rgts    ,
Number Period Type anry.o,f ;s3*j*-br__I_-,

_Lff;i
UTIL0PS17-042 Electric Distribution System  Reports 10  years Paper orElectronic `EJ

UTILOPS17-043 Gas Distribution System Reports 10  years Paper orElectron[c

E
UTILOPS17-044 Water Distribution  System Reports 10 years Paper orElectronic I
UTILOPS Wastewater/Water Reclamation Collection  System lo  years Paper or

B17-045 Reports Electronic

UTILOPS Electric Distribution  System Drawings Life of Paper or

H17-046 Equipment Electronic

UTIL0PS Gas Distribution  System Drawings L]'fe of Paper or I17-047 Equipment Electronic

UTILOPS Water Distribution System Drawings Life of Paper or
17-048 Equipment Electronic ii
UTILOPS Wastewater/Water Reclamation Collection System Life of Paper or
17-049 Drawings Equipment Electronic I
UTIL0PS Water Production Facjlilies/Treatment Plant Life of Paper or

I        E=_          I17-050 Drawings Equipment Electronic

UTIL0PS Wa§tewater/Water Reclamation Treatment Plant Life of Paper or

H    ,17-05l Drawings Equipment Electronic

UTILOPS]7-OS2 Power Plant Emission Testing Reports/EPA 10  years Paper orE]eetronic

H`
UTIL0PS17-053 FERC Reports/PiIings 10 years Paper orElectronic

EL'
UTILOPSI7-054 Transmission System Reports 10 years Paper orElectronic

\

Irfu+ffi,.

UTII,OPS17-055 DOE Reports/Filihgs 10  years Paper orElectronic

in

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



Amanda  Rindler

From:
Sent:
To:
Subject:
Attachments:

Pat  Bigler  <pat.bigler@hamilton-oh.gov>

Tuesday,  December5, 201710:12AM
Amanda  Rindler

RC-2s for State Approval
Signed  RC-2s to State.pdf

Amanda,

Attached, please find RC-2s that were approved by the Records Commission at their November 29, 2017
meeting.

a)      Finance Department

b)      Public Safety Department

c)       Police Department

d)      Fire Department

e)       Infrastructure Department

I)        EngineeringDepartment

g)       Public Works Department

"      h)      Utility operations Department

I will be out on medical leave starting tomorrow through the middle ofJanuary.  I will be here all day today.  If
there are questions or concerns while I am out, we can follow up when I return.

Thanks,

Pat

Patrieia  R.  Bisler

Exec. Administratwe Coordinator
External   Services
City of Hamilton
345  High  Street,  Suife 730
Hamtlton,  Ohio  45011   Phone:  513-785-7168
Fax:  513-785-7160
E-mail:  bialero@ci.hamilton.oh.us


