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8310A - PUBLIC RECORDS
 
The SchRRl DiVWUicW'V SXblic UecRUdV aUe aYailable fRU SXblic iQVSecWiRQ aQd/RU cRS\iQg iQ accRUdaQce ZiWh SWaWe laZ.
 
DHVLJQaWLRQ RI OIILFHUV
 
The DiVWUicW¶V RecRUdV CXVWRdiaQ/OfficeU (³DRO´) iV SeaQ NXcciR, TUeaVXUeU/BXdgeW DiUecWRU/CFO (³TUeaVXUeU/CFO´). MU. NXcciR¶V
cRQWacW iQfRUmaWiRQ iV: 5311 LRQgZRRd AYeQXe, PaUma, OH 44134, (440) 885-2324, QXcciRV@SaUmaciW\VchRRlV.RUg.
 
DHILQLWLRQV
 
"PXblic UecRUd" iQclXdeV aQ\ dRcXmeQW, deYice, RU iWem, UegaUdleVV Rf Sh\Vical fRUm RU chaUacWeUiVWic, iQclXdiQg aQ elecWURQic
UecRUd, cUeaWed RU UeceiYed b\ RU cRmiQg XQdeU Whe jXUiVdicWiRQ Rf Whe BRaUd RU iWV emSlR\eeV, Zhich VeUYeV WR dRcXmeQW Whe
RUgaQi]aWiRQ, fXQcWiRQV, SRlicieV, deciViRQV, SURcedXUeV, RSeUaWiRQV, RU RWheU acWiYiWieV Rf Whe DiVWUicW.
 
"PXblic UecRUd" dReV QRW meaQ aQ\ Rf Whe fRllRZiQg: medical UecRUdV; dRcXmeQWV cRQWaiQiQg geQeWic iQfRUmaWiRQ; WUial SUeSaUaWiRQ
UecRUdV; cRQfideQWial laZ eQfRUcemeQW iQYeVWigaWRU\ UecRUdV; aQd RWheU UecRUdV Whe UeleaVe Rf Zhich iV SURhibiWed b\ SWaWe RU
FedeUal laZ, iQclXdiQg, bXW QRW limiWed WR, VWXdeQW SeUVRQall\ ideQWifiable iQfRUmaWiRQ aQd VWXdeQW diUecWRU\ iQfRUmaWiRQ ZheQ Whe
VWXdeQW'V SaUeQWV haYe affiUmaWiYel\ ZiWhdUaZQ cRQVeQW fRU UeleaVe Rf iW iQ ZUiWiQg.
 
"ElecWURQic UecRUd" iQclXdeV aQ\ UecRUd haYiQg beeQ cUeaWed, geQeUaWed, VeQW, cRmmXQicaWed, UeceiYed, RU VWRUed b\ elecWURQic
meaQV.
 
"RedacWiRQ" meaQV RbVcXUiQg RU deleWiQg aQ\ iQfRUmaWiRQ WhaW iV e[emSW fURm SXblic iQVSecWiRQ RU cRS\iQg fURm aQ iWem WhaW
RWheUZiVe meeWV Whe defiQiWiRQ Rf a "SXblic UecRUd."
 
LRFaWLRQ aQG TLPH
 
PXblic UecRUdV Vhall be made aYailable aW Whe TUeaVXUeU/CFO'V Rffice fRU iQVSecWiRQ dXUiQg UegXlaU bXViQeVV hRXUV, ZiWh Whe
e[ceSWiRQ Rf SXbliVhed hRlida\V. The DiVWUicW Vhall RUgaQi]e aQd maiQWaiQ SXblic UecRUdV iQ a maQQeU VXch WhaW Whe\ aUe SURmSWl\
made aYailable fRU iQVSecWiRQ RU cRS\iQg. "PURmSW" aQd "UeaVRQable" Wake iQWR accRXQW Whe YRlXme Rf UecRUdV UeTXeVWed, Whe
SUR[imiW\ Rf Whe lRcaWiRQ ZheUe Whe UecRUdV aUe VWRUed, aQd Whe QeceVViW\ fRU aQ\ legal UeYieZ Rf Whe UecRUdV UeTXeVWed. NR UecRUd
Vhall be UemRYed fURm VXch lRcaWiRQ. A membeU Rf Whe VWaff mXVW be SUeVeQW WhURXghRXW Whe iQVSecWiRQ aQd cRS\iQg Rf VXch
UecRUd.
 
 
While Whe DiVWUicW iV UeVSRQVible fRU SURmSWl\ SUeSaUiQg aQd makiQg aYailable SXblic UecRUdV, SWaWe laZ dReV QRW UeTXiUe Whe
DiVWUicW WR SURYide addiWiRQal iQfRUmaWiRQ WhaW ma\ be UelaWed WR a UecRUd bXW iV QRW SaUW Rf a UecRUd. IQ addiWiRQ, Whe DiVWUicW iV
QRW UeTXiUed WR cUeaWe a QeZ UecRUd WR UeVSRQd WR a SXblic UeTXeVW fRU iQfRUmaWiRQ if QR SXblic UecRUd iV aYailable WhaW iV
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UeVSRQViYe WR Whe UeTXeVW RU WR UeVSRQd WR UeTXeVWV fRU iQfRUmaWiRQ ZheQ Whe iQfRUmaWiRQ UeTXeVWed iV QRW cRQWaiQed iQ a SXblic
UecRUd.
 
While SeUVRQQel fileV cRQWaiQ SXblic UecRUdV, VRme VSecific iQfRUmaWiRQ aQd/RU UecRUdV cRQWaiQed iQ VXch fileV ma\ be cRQfideQWial
aQd QRW VXbjecW WR diVclRVXUe (Vee AG 8320).
 
PURFHGXUHV
 
The fRllRZiQg SURcedXUeV Vhall be fRllRZed iQ cRQQecWiRQ ZiWh UeTXeVWV WR iQVSecW aQd VecXUe cRSieV Rf DiVWUicW SXblic UecRUdV:

A. ReTXeVWV WR iQVSecW aQd/RU RbWaiQ cRSieV Rf SXblic UecRUdV Vhall be VXbmiWWed WR Whe DRO. A SXblic UecRUdV UeTXeVW mXVW
aW leaVW ideQWif\ Whe UecRUdV UeTXeVWed ZiWh VXfficieQW claUiW\ WR allRZ Whe DiVWUicW WR ideQWif\, UeWUieYe, aQd UeYieZ Whe
UecRUdV. If iW iV QRW cleaU ZhaW UecRUdV aUe beiQg VRXghW, Whe DRO Vhall cRQWacW Whe UeTXeVWeU fRU claUificaWiRQ. 
 

B. IQdiYidXalV UeTXeVWiQg WR iQVSecW aQd/RU RbWaiQ cRSieV Rf SXblic UecRUdV aUe aVked WR Slace WheiU UeTXeVW iQ ZUiWiQg VR WhaW
Whe DiVWUicW caQ UeVSRQd SURmSWl\ WR Whe UeTXeVW ZiWh Whe e[acW UecRUdV WhaW aUe beiQg UeTXeVWed. WUiWWeQ UeTXeVWV helS WR
eQVXUe WhaW Whe SURSeU (i.e., mRVW UeVSRQViYe) UecRUdV aUe SURYided iQ a Wimel\ maQQeU WR Whe SeUVRQ makiQg Whe UeTXeVW.
ThiV iV SaUWicXlaUl\ WUXe ZiWh UeVSecW WR mRUe cRmSle[ aQd/RU YRlXmiQRXV UeTXeVWV. The DiVWUicW, hRZeYeU, UecRgQi]eV WhaW
a SeUVRQ dReV QRW haYe WR Slace hiV/heU UeTXeVW iQ ZUiWiQg ideQWif\ himVelf/heUVelf ZheQ makiQg a UeTXeVW. FRUmV aUe
aYailable WR helS faciliWaWe cRmSliaQce ZiWh a SXblic UecRUdV UeTXeVW.  

The DiVWUicW ma\ aVk WhaW Whe UeTXeVWRU'V ideQWiW\ aQd UeaVRQ Whe iQfRUmaWiRQ iV VRXghW be iQ ZUiWiQg bXW Whe UeTXeVWRU iV QRW
UeTXiUed WR ideQWif\ himVelf/heUVelf RU Whe iQWeQded XVe Rf Whe UeTXeVWed SXblic UecRUd(V). XQleVV Whe UeTXeVW iV fRU VWXdeQW
diUecWRU\ iQfRUmaWiRQ.
 
 
Each UeTXeVW Vhall be eYalXaWed fRU aQ eVWimaWed leQgWh Rf Wime UeTXiUed WR gaWheU Whe UecRUdV. RRXWiQe UeTXeVW fRU UecRUdV
VhRXld be VaWiVfied immediaWel\ if feaVible WR dR VR. RRXWiQe UeTXeVWV iQclXde, bXW aUe QRW limiWed WR, meeWiQg miQXWeV (bRWh dUafW
aQd fiQal fRUm), bXdgeWV, ValaU\ iQfRUmaWiRQ, fRUmV aQd aSSlicaWiRQV, SeUVRQQel URVWeU, eWc.
 
WiWh UeVSecW WR SXblic UecRUdV WhaW aUe deWeUmiQed WR be aYailable, Whe DRO Zill diUecW Whe UeTXeVWRU WR Whe Slace ZheUe Whe
UeTXeVWed UecRUdV ma\ be iQVSecWed aQd Zill aUUaQge fRU Whe SUeSaUaWiRQ aQd ceUWificaWiRQ Rf cRSieV XSRQ WeQdeU Rf aQ\ UeTXiUed
fee.
 
AQ\ deQial Rf SXblic UecRUdV UeTXeVWed mXVW iQclXde aQ e[SlaQaWiRQ, iQclXdiQg legal aXWhRUiW\. If SRUWiRQV Rf a UecRUd aUe SXblic
aQd SRUWiRQV aUe e[emSW, Whe e[emSW SRUWiRQV aUe WR be UedacWed aQd Whe UeVW UeleaVed. If WheUe aUe UedacWiRQV, each UedacWiRQ
mXVW be accRmSaQied b\ a VXSSRUWiQg e[SlaQaWiRQ, iQclXdiQg legal aXWhRUiW\.
 
WiWh UeVSecW WR UecRUdV WhaW aUe deWeUmiQed QRW WR be aYailable, Whe TUeaVXUeU'V Rffice Zill QRWif\ Whe UeTXeVWRU Rf Vame, QRWiQg
Whe UeaVRQ fRU XQaYailabiliW\ RQ Whe UeTXeVW fRUm if RQe iV VXbmiWWed, aQd UeWXUQ RQe (1) cRS\ Rf Whe fRUm WR Whe UeTXeVWRU. The
TUeaVXUeU'V Rffice Vhall alVR QRWif\ Whe UeTXeVWRU Rf Whe eVWimaWed Wime QeceVVaU\ WR SURceVV aQd fXlfill Whe UeTXeVW, make
aUUaQgemeQWV ZiWh Whe UeTXeVWRU fRU deliYeU\ Rf Whe UeTXeVWed UecRUdV, aQd aUUaQge a meWhRd Rf cRmmXQicaWiRQ beWZeeQ Whe
UeTXeVWRU aQd Whe DiVWUicW iQ Whe eYeQW WhaW fXUWheU iQfRUmaWiRQ iV Qeeded b\ Whe DiVWUicW WR fXlfill Whe UeTXeVW.
 
The DiVWUicW Zill WUack SXblic UecRUdV UeTXeVWV XViQg a lRg RU VimilaU WUackiQg meWhRd. The WUackiQg meWhRd Zill iQclXde: daWe Whe
iQ-SeUVRQ, YeUbal, ZUiWWeQ RU email UeTXeVW UeceiYed (daWe VWamS ZUiWWeQ UeTXeVWV); Qame Rf UeTXeVWRU (RQl\ if YRlXQWaUil\
SURYided; UeTXeVWV caQ be XQdeU a SVeXdRQ\m RU made aQRQ\mRXVl\); W\Se Rf UecRUdV UeTXeVWed; daWe UeTXeVWV ZeUe fXlfilled;
aQd Qame Rf SeUVRQ fXlfilliQg UeTXeVW.
 
The DiVWUicW Zill XVe VWaQdaUd UeTXeVW fRUmV WhaW aUe aYailable WR UeTXeVWRUV WR XVe if Whe\ ZiVh, aV Zell aV fRU Whe VWaff WR XVe
ZheQ a UeTXeVW iV made Yia ShRQe.
 
FHHV
 
USRQ UeTXeVW, cRSieV Rf SXblic UecRUdV Zill be SURYided aW Whe acWXal cRVW Rf makiQg cRSieV:

A. The chaUge fRU SaSeU cRSieV iV WeQ ceQWV (.10) SeU Sage. 
 

B. The chaUge fRU dRZQlRaded cRmSXWeU fileV WR a cRmSacW diVc iV $ 1.00 SeU diVc. 
 

C. TheUe iV QR chaUge fRU dRcXmeQWV e-mailed XQleVV UedacWiRQV ZeUe QeceVVaU\ aW Zhich Wime Whe 10 ceQWV SeU Sage fee
aSSlieV aQd mXVW be Said SUiRU WR Whe UeleaVe Rf dRcXmeQWV. 

A SeUVRQ ZhR UeTXeVWV a cRS\ Rf a SXblic UecRUd ma\ chRRVe WR haYe WhaW UecRUd VeQW WR him/heU b\ UQiWed SWaWeV mail RU b\
RWheU meaQV Rf deliYeU\ RU WUaQVmiVViRQ SURYided Whe SeUVRQ makiQg Whe UeTXeVW Sa\V iQ adYaQce fRU Vaid UecRUd(V) aV Zell aV



11/11/2020 BoaUdDocV� LT

hWWSV://go.boaUddocV.com/oh/SaUma/BoaUd.nVf/PXblic# 3/14

Whe cRVWV fRU SRVWage aQd mailiQg VXSSlieV.
 
EOHFWURQLF MaLO
 
DRcXmeQWV iQ elecWURQic mail fRUmaW aUe UecRUdV aV defiQed b\ Whe OhiR ReYiVed CRde ZheQ WheiU cRQWeQW UelaWeV WR Whe bXViQeVV
Rf Whe DiVWUicW (i.e., Whe\ VeUYe WR dRcXmeQW Whe RUgaQi]aWiRQ, fXQcWiRQV, SRlicieV, deciViRQV, SURcedXUeV, RSeUaWiRQV, RU RWheU
acWiYiWieV Rf Whe DiVWUicW). E-mail Vhall be WUeaWed iQ Whe Vame faVhiRQ aV UecRUdV iQ RWheU fRUmaWV aQd Vhall fRllRZ Whe Vame
UeWeQWiRQ VchedXle.
 
RecRUdV iQ SUiYaWe e-mail accRXQWV aUe VXbjecW WR diVclRVXUe if WheiU cRQWeQW UelaWeV WR SXblic bXViQeVV, aQd all emSlR\eeV RU
UeSUeVeQWaWiYeV Rf Whe DiVWUicW aUe UeVSRQVible fRU UeWaiQiQg e-mailV WhaW meeW Whe defiQiWiRQ Rf SXblic UecRUdV aQd cRS\iQg Whem WR
WheiU DiVWUicW e-mail accRXQW(V) aQd/RU WR Whe DRO.
 
The DRO Vhall WUeaW VXch e-mail/UecRUdV fURm SUiYaWe accRXQWV aV UecRUdV Rf Whe DiVWUicW. TheVe UecRUdV Vhall be filed
aSSURSUiaWel\, UeWaiQed iQ accRUdaQce ZiWh Whe eVWabliVhed VchedXleV, aQd made aYailable fRU iQVSecWiRQ aQd cRS\iQg iQ
accRUdaQce ZiWh Whe PXblic RecRUdV AcW.
 
PUiYaWe e-mail, elecWURQic dRcXmeQWV, aQd dRcXmeQWV ("SUiYaWe UecRUdV") WhaW dR QRW VeUYe WR dRcXmeQW Whe DiVWUicW'V
RUgaQi]aWiRQ, fXQcWiRQV, SRlicieV, deciViRQV, SURcedXUeV, RSeUaWiRQV RU RWheU acWiYiWieV aUe QRW SXblic UecRUdV. AlWhRXgh SUiYaWe
UecRUdV dR QRW fall XQdeU PRlic\ 8310 - "PXblic RecRUdV" RU WhiV gXideliQe, Whe\ ma\ fall XQdeU PRlic\ 8315 - "IQfRUmaWiRQ
MaQagemeQW" RU AG 8315 - "LiWigaWiRQ HRld PURcedXUe."
 
RETENTION OF RECORDS
 
The DiVWUicW RecRUdV CRmmiVViRQ iV UeVSRQVible fRU cRmSleWiQg aQ "ASSlicaWiRQ fRU OQe-Wime DiVSRVal Rf ObVRleWe RecRUdV" FRUm
RC-1, aQd fRU deYelRSiQg Whe DiVWUicW'V "SchedXle Rf RecRUdV ReWeQWiRQ aQd DiVSRViWiRQ" - FRUm RC-2. BRWh fRUmV mXVW be
VXbmiWWed WR aQd aSSURYed b\ Whe OhiR HiVWRU\ CRQQecWiRQ aQd Whe SWaWe AXdiWRU. SXbVeTXeQW UeYiViRQV WR Whe RC-2 FRUm mXVW
alVR be aSSURYed XViQg WhiV Vame SURceVV. OQl\ iQ cRQfRUmaQce ZiWh Whe aSSURYed "ASSlicaWiRQ fRU OQe-Wime DiVSRVal Rf ObVRleWe
RecRUdV - FRUm RC-1" RU Whe "SchedXle Rf RecRUdV ReWeQWiRQ aQd DiVSRViWiRQ - FRUm RC-2" ma\ Whe DiVWUicW'V RecRUdV
CRmmiVViRQ UeYieZ aSSlicaWiRQV fRU Whe diVSRVal Rf RbVRleWe UecRUdV. The DiVWUicW RecRUdV CRmmiVViRQ Zill XWili]e Whe "CeUWificaWe
Rf DiVSRVal FRUm" RC-3 ZheQ UeTXiUed aV iQdicaWed b\ Whe OhiR HiVWRU\ CRQQecWiRQ RQ Whe aSSURYed RC-2 fRUm.
 
TR faciliWaWe Whe deYelRSmeQW, XSdaWiQg aQd/RU UeYiViRQ Rf Whe SchedXle Rf RecRUdV ReWeQWiRQ aQd DiVSRViWiRQ, aQd iQ UeYieZiQg
UeTXeVWV fRU diVSRVal Rf RbVRleWe UecRUdV, Whe DiVWUicW RecRUdV CRmmiVViRQ Vhall XWili]e Whe fRllRZiQg gXideliQeV UecRmmeQded b\
Whe SWaWe AXdiWRU'V Rffice.
 
(POHaVH NRWH: TKH SWaWH AUFKLYHV UHWaLQV RC-2 IRUPV SHUPaQHQWO\. IW LV VWURQJO\ UHFRPPHQGHG WKaW WKH RHFRUGV
CRPPLVVLRQ UHWaLQ a SHUPaQHQW FRS\ RI WKLV IRUP.)
 
ThiV VchedXle liVWV UecRUdV cRmmRQl\ cUeaWed b\ VchRRl diVWUicWV, edXcaWiRQal VeUYice ceQWeUV, aQd caUeeU WechQical VchRRlV. The
UeWeQWiRQ SeUiRdV VSecified heUeiQ aUe eiWheU UeTXiUed b\ VWaWXWe RU haYe beeQ deWeUmiQed b\ beVW SUacWice. LRcal RecRUdV
CRmmiVViRQV ma\ ediW UeWeQWiRQ SeUiRdV baVed RQ Whe admiQiVWUaWiYe, fiVcal, legal, aQd hiVWRUical YalXe Rf Whe UecRUdV.
 
The lRcal VchRRl diVWUicW, edXcaWiRQ VeUYice ceQWeU, RU caUeeU WechQical VchRRl VhRXld alVR QRWaWe Whe media W\Se Rf Whe UecRUdV RQ
Whe VchedXle iQ cRlXmQ 4. The UecRUdV caQ be maiQWaiQed RQ VeSaUaWe fRUmaWV (i.e. SaSeU aQd elecWURQic) fRU diffeUeQW amRXQWV Rf
Wime.
 
PeUmaQeQW UecRUdV e[iVWiQg VRlel\ iQ elecWURQic fRUmaW ma\ becRme iQacceVVible WhURXgh media deca\ aQd/RU haUdZaUe/VRfWZaUe
RbVRleVceQce. The OhiR HiVWRU\ CRQQecWiRQ UecRmmeQdV WhaW digiWal UecRUdV ZiWh gUeaWeU WhaQ a WeQ (10) \eaU UeWeQWiRQ SeUiRd
alVR be maiQWaiQed iQ eiWheU SaSeU RU micURfilm fRUmaWV.
 
RecRUdV ma\ QRW be diVSRVed Rf XQWil all aXdiWV aUe UeleaVed aQd aXdiW diVcUeSaQcieV haYe beeQ VeWWled. WheUe a laZVXiW RU
ageQc\ SURceediQg iV SeQdiQg, a legal hRld RQ UeleYaQW UecRUdV iV UeTXiUed. RecRUdV Vhall be UeWaiQed XQWil Whe legal hRld haV beeQ
UemRYed.
 
ELECTRONIC MAIL (e-mail) iV a fRUmaW RQ Zhich UecRUdV aUe VeQW, UeceiYed aQd/RU dUafWed XViQg elecWURQic mailiQg V\VWemV. E-
mail iV NOT a UecRUd VeUieV. IQVWead, each iQdiYidXal e-mail VhRXld be eYalXaWed accRUdiQg WR iWV cRQWeQW aQd UeWaiQed iQ
accRUdaQce ZiWh Whe UecRUd VeUieV adRSWed ZiWhiQ WhiV VchedXle WhaW Whe cRQWeQW mRVW clRVel\ fiWV.
 
 
 

SCHEDULE OF RECORDS RETENTION AND DISPOSITION
 

ACCOUNTING RECORDS ± BUILDINGS AND CO DEPARTMENTS
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SCHEDULE # RECORD SERIES TITLE RETENTION PERIOD
 
4301 SWXdeQW AcWiYiW\ TZR YeaUV **
Pa\-IQ FRUmV
Pa\-OXW FRUmV
AccRXQW FRUmV/DiVW.
BXdgeW FRUmV
ReT/PXUchaVe OUdeUV
PXUSRVe ClaXVeV
SaleV PRWeQWial PURjecWiRQV
TickeW SaleV
ReSRUWV
 
4302 ReceiSWV/DeSRViW SliSV FRXU YeaUV **
 
4303 BXdgeW/ASSURSUiaWiRQ RecRUdV FRXU YeaUV **
 
4304 ReTXiViWiRQV/PXUchaVe OUdeUV TeQ YeaUV **
 
** PURYided aXdiWed
 
 

SCHEDULE OF RECORDS RETENTION AND DISPOSITION
 

BUILDING RECORDS - OTHER
 

SCHEDULE # RECORD SERIES TITLE RETENTION PERIOD
 
4202 TRUQadR aQd FiUe DUill RecRUdV OQe YeaU *
 
4203 BXildiQg HealWh IQVSecWiRQV TZR YeaU *
 
4401 Te[WbRRk IQYeQWRUieV UQWil SXSeUVeded
 
4402 SXSSlieV IQYeQWRUieV UQWil SXSeUVeded
 
4403 SWXdeQW HaQdbRRkV UQWil SXSeUVeded
 
5201 SchRRl CaleQdaUV FiYe YeaUV
 
8209 ODE (OhiR DeSaUWmeQW Rf EdXcaWiRQ) FiYe YeaUV
ReSRUWV
 
9403 DiUecWiYeV, SWaQdaUdV, LaZV UQWil SXSeUVeded fURm LRcal, SWaWe, aQd FedeUal GRYeUQmeQWal AgeQcieV
 
* AfWeU eQd Rf fiVcal \eaU
 
 

SCHEDULE OF RECORDS RETENTION AND DISPOSITION
 

BUSINESS OFFICE SCHEDULE
 

SCHEDULE # RECORD SERIES TITLE RETENTION PERIOD
 
1102 BlXeSUiQWV, PlaQV, MaSV PeUmaQeQW
 
1103 DeedV, EaVemeQWV, LeaVe, AbVWUacWV PeUmaQeQW
 
2105 CiYil RighWV ReSRUWV PeUmaQeQW***
 
5301 ReSaiU, IQVWallaWiRQ & MaiQWeQaQce FRXU YeaUV**
RecRUdV
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5302 PUeYailiQg Wage RecRUdV FRXU YeaUV**
 
5303 ReQWal IQfRUmaWiRQ FRXU YeaUV**
(UVe Rf FaciliWieV)
 
5304 WRUk OUdeUV FRXU YeaUV**
 
5305 EQYiURQmeQWal ReSRUWV aQd DaWa FRXU YeaUV**
 
5306 VaQdaliVm ReSRUWV FRXU YeaUV**
 
5309 BidV aQd SSecificaWiRQV OQe YeaU **
(UQVXcceVVfXl)
 
5310 BidV aQd SSecificaWiRQV FRXU YeaUV afWeU

V. CRmSleWiRQ Rf PURj.

5311 CRQWUacWRU FileV (ReVRlXWiRQV, UQWil PURjecW CRmS.,

LL. dUaZiQgV, eWc.) if QR acWiRQ SeQdiQg**

5401 PUeYeQWaWiYe MaiQWeQaQce ReSRUWV FiVcal YeaU PlXV TZR YeaUV
 
5402 WaUUaQW\/GXaUaQWee Life/WaUUaQW\ Rf ETXiSmeQW
 
5405 SXSSlieV IQYeQWRU\ UQWil SXSeUVeded**
 
5442 Vehicle RegiVWUaWiRQ Life Rf Vehicle
 
5443 Vehicle LiceQVe UQWil TeUmiQaWiRQ SlXV OQe YeaU
 
6205 IQVXUaQce PRlicieV 15 YeaUV afWeU E[SiUaWiRQ PURYided All ClaimV SeWWled
 
6206 CRQWUacWV 15 YeaUV afWeU E[SiUaWiRQ
 
 

SCHEDULE OF RECORDS RETENTION AND DISPOSITION
 

CURRICULUM AND FEDERAL GRANTS OFFICE SCHEDULE
 

SCHEDULE # RECORD SERIES TITLE RETENTION PERIOD
 
1401 AdRSWed CRXUVeV Rf SWXd\ UQWil SXSeUVeded
 
1403 AdRSWed SSecial PURgUamV UQWil SXSeUVeded
 
5404 Te[WbRRk/WRUkbRRk IQYeQWRU\ UQWil SXSeUVeded**
 
6212 SWaWe PURgUam FileV TeQ YeaUV**
AX[ SYc, DPPF, AdXlW VRc, E[ceVV LRWWeU\, DaWa PURceVViQg PXblic/PUiYaWe GUaQWV, eWc.
 
6213 FedeUal PURgUam FileV TeQ YeaUV**
TiWle I, II, III, IV-B, IV-C & VI-B;
ChaSWeU 1, 2, DUXg-FUee, eWc.
 
9403 DiUecWiYeV, SWaQdaUdV, LaZV fURm LRcal, UQWil SXSeUVeded
SWaWe & FedeUal GRYeUQmeQWal AgeQcieV
 
** PURYided AXdiWed
 
 

SCHEDULE OF RECORDS RETENTION AND DISPOSITION
 

FOOD SERVICES OFFICE SCHEDULE
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SCHEDULE # RECORD SERIES TITLE RETENTION PERIOD
 
5561 FRRd SeUYice RecRUdV: MeQXV FRXU YeaUV**
FRRd PURdXcWiRQ, Milk SRld, SWXdeQWV SeUYed
 
5562 LXQchURRm RecRUdV FRXU YeaUV**
CaVh RegiVWeU TaSeV
CaVhieU¶V Dail\ ReSRUWV
 
5563 LXQchURRm ReSRUWV FRXU YeaUV**
FUee & RedXced
 
5564 IQYeQWRUieV UQWil SXSeUVeded**
 
5565 LXQchURRm LiceQVe OQe YeaU afWeU E[SiUaWiRQ
 
6211 VRXcheUV, IQYRiceV, aQd TeQ YeaUV**
PXUchaVe OUdeUV
 
9403 DiUecWiYeV, SWaQdaUdV, LaZV fURm UQWil SXSeUVeded
LRcal, SWaWe, aQd FedeUal GRYeUQmeQWal AgeQcieV
 
** PURYided AXdiWed
 
 

SCHEDULE OF RECORDS RETENTION AND DISPOSITION
 

HUMAN RESOURCES OFFICE SCHEDULE
 
SCHEDULE # RECORD SERIES TITLE RETENTION PERIOD
 
EmSlR\ee fileV iQclXde emSlR\meQW aSSlicaWiRQV, UeVXmeV, cRQWUacWV/ValaU\ QRWiceV, eYalXaWiRQV, SeUVRQQel acWiRQV, abVeQce
ceUWificaWiRQ, WUaQVcUiSWV, aQd aQ\ RWheU dRcXmeQWV Zhich became SaUW Rf Whe file.
 
2101 CeUWificaWed AcWiYe EmSlR\eeV PeUmaQeQW
 
2102 ClaVVified AcWiYe EmSlR\eeV PeUmaQeQW
 
2103 CeUWificaWed IQacWiYe EmSlR\eeV PeUmaQeQW***
 
2104 ClaVVified IQacWiYe EmSlR\eeV PeUmaQeQW***
 
2105 CiYil RighWV, CiYil SeUYice, PeUmaQeQW***
aQd DiVciSliQaU\ ReSRUWV
 
2107 ReWiUemeQW LeWWeUV PeUmaQeQW***
 
2108 SXbVWiWXWe RecRUdV 25 YeaUV
 
2301 EmSlR\ee CRQWUacWV aQd FRXU YeaUV afWeU SalaU\ NRWiceV TeUmiQaWiRQ Rf EmS.
 
2302 PURfeVViRQal CRQfeUeQceV ASSlicaWiRQV TZR YeaUV**
 
2303 IUUegXlaU EmSlR\ee CRQWUacWV FRXU YeaUV afWeU

L. eWc) CRQWUacW E[SiUeV

2304 UQemSlR\meQW ClaimV FiYe YeaUV
 
2305 UQemSlR\meQW RecRUdV FiYe YeaUV
 
2306 ASSlicaWiRQV (QRW hiUed) TZR YeaUV**
 
2307 SchedXle Rf EmSlR\eeV FiVcal YeaU SlXV TZR YeaUV
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2308 SWXdeQW HelSeU ASSlicaWiRQV TZR YeaUV
 
2309 TeacheU PeUVRQQel ReSRUWV (iQWeUQal) FiVcal YeaU SlXV OQe YeaU
 
2310 I-9 ImmigUaWiRQ VeUificaWiRQ FRUmV TeUmiQaWiRQ Rf EmSlR\meQW SlXV OQe YeaU
 
2401 JRb DeVcUiSWiRQV UQWil SXSeUVeded
 
6217 UQemSlR\meQW ClaimV FiYe YeaUV
 
 

SCHEDULE OF RECORDS RETENTION AND DISPOSITION
 

HUMAN RESOURCES OFFICE SCHEDULE
 
SCHEDULE # RECORD SERIES TITLE RETENTION PERIOD
 
7314 EmSlR\ee ReTXeVW aQd/RU AXWhRUi]aWiRQ FRXU YeaUV**
fRU LeaYe (Sick, VacaWiRQ, PeUVRQal, OWheU)
 
8301 PeUVRQQel SWaWe ReSRUWV FRXU YeaUV**
CXUUeQWl\ SF-1, CS-1
 
9403 DiUecWiYeV, SWaQdaUdV, LaZV fURm UQWil SXSeUVeded
LRcal, SWaWe, aQd FedeUal GRYeUQmeQWal AgeQcieV
 
9404 AWWeQdaQce RecRUdV UQWil SXSeUVeded
 
** PURYided AXdiWed
*** HaUd cRS\ maiQWaiQed fRU fiYe \eaUV afWeU leaYiQg V\VWem, WheQ micUR-filmed
 
 

SCHEDULE OF RECORDS RETENTION AND DISPOSITION
 

PAYROLL AND BENEFITS OFFICE SCHEDULE
 
SCHEDULE # RECORD SERIES TITLE RETENTION PERIOD
 
7001 Pa\URll LedgeUV PeUmaQeQW***
Bi-Weekl\ Pa\URll ReSRUWV
QXaUWeUl\ Pa\URll ReSRUWV
Pa\URll ReSRUWV
 
7102 EaUQiQgV RegiVWeUV PeUmaQeQW***
b\ SWaff MembeU
b\ CaleQdaU YeaU
 
7103 MRQWhl\ Pa\URll ReSRUWV PeUmaQeQW***
(leaYe XVage aQd accXmXlaWiRQ, UeWiUemeQW VeUYice, eWc.)
 
7201 BXUeaX Rf EmSlR\meQW SeUYiceV SeYeQ YeaUV
QXaUWeUl\ ReSRUWV
 
7301 W-2 aQd W-4 EmSlR\eU CRS\ Si[ YeaUV & CXUUeQW**
 
7302 FedeUal IQcRme Ta[ Si[ YeaUV & CXUUeQW**
QXaUWeUl\/AQQXal)
 
7303 OhiR IQcRme Ta[ Si[ YeaUV aQd CXUUeQW**
(MRQWhl\/AQQXal)
 
7304 CiW\ IQcRme Ta[ Si[ YeaUV & CXUUeQW**
(MRQWhl\/AQQXal)
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7305 SchRRl IQcRme Ta[ Si[ YeaUV & CXUUeQW**
(MRQWhl\/AQQXal)
 
7306 Pa\URll ReSRUWV (All UeSRUWV XVed fRU FRXU YeaUV**
each Sa\URll ± cRmSXWeU-geQeUaWed ± EXCEPT WhRVe liVWed XQdeU 7001, 7102 aQd 7103 abRYe
 
7307 Pa\URll USdaWe LiVWiQgV FRXU YeaUV**
 
7308 Pa\URll CalcXlaWiRQV FRXU YeaUV**
 
7309 STRS aQd SERS WaiYeUV PeUmaQeQW***
 
7310 SERS ReSRUWV FRXU YeaUV**
 
7311 STRS ReSRUWV FRXU YeaUV**
 
7312 AQQXiW\ ReSRUWV FRXU YeaUV**
 
7313 BeQefiW FRldeU/ReSRUW FRXU YeaUV**
 
7314 EmSlR\ee ReTXeVW aQd/RU FRXU YeaUV**
AXWhRUi]aWiRQ (Sick, VacaWiRQ, PeUVRQal, RU OWheU LeaYe)
 
 

SCHEDULE OF RECORDS RETENTION AND DISPOSITION
 

PAYROLL AND BENEFITS OFFICE SCHEDULE
 

SCHEDULE # RECORD SERIES TITLE RETENTION PERIOD
 
7315 DedXcWiRQ ReSRUWV FRXU YeaUV**
VRlXQWaU\ Pa\URll
DedXcWiRQV
 
7316 EmSlR\ee VacaWiRQ/Sick LeaYe RecRUdV FRXU YeaUV**
 
7317 Time SheeWV Si[ YeaUV
 
7318 OYeUWime AXWhRUi]aWiRQ Si[ YeaUV
 
7319 EmSlR\ee IQVXUaQce, BillV, FRXU YeaUV**
Medical, DeQWal, ViViRQ, Life
 
7323 Pa\check RegiVWeU FRXU YeaUV**
 
7401 DedXcWiRQ AXWhRUi]aWiRQ UQWil SXSeUVeded RU EmSlR\ee TeUmiQaWed
 
9403 DiUecWiYeV, SWaQdaUdV, LaZV fURm UQWil SXSeUVeded
LRcal, SWaWe, aQd FedeUal GRYeUQmeQWal AgeQcieV
 
9404 AWWeQdaQce RecRUdV UQWil SXSeUVeded
 
* AfWeU eQd Rf fiVcal \eaU
** PURYided AXdiWed
*** HaUd cRS\ maiQWaiQed fRU fiYe \eaUV afWeU leaYiQg V\VWem, WheQ micUR-filmed
 
 

SCHEDULE OF RECORDS RETENTION AND DISPOSITION
 

SPECIAL EDUCATION OFFICE SCHEDULE
 
SCHEDULE # RECORD SERIES TITLE RETENTION PERIOD
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1402 AdRSWed SSecial EdXcaWiRQ PURgUamV UQWil SXSeUVeded
 
8205 SSecial EdXcaWiRQ ReSRUWV SeYeQ YeaUV
 
5221 SSecial EdXcaWiRQ TXWRUiQg ReSRUWV TeQ YeaUV
 
5222 IQdiYidXal EdXcaWiRQal PlaQ (IEP) PeUmaQeQW ***
 
5223 PV\chRlRgical RecRUdV PeUmaQeQW***
ReVWUicWed
 
6212 SWaWe GUaQWV TeQ YeaUV**
SSecial EdXcaWiRQ RelaWed
 
6213 FedeUal GUaQWV TeQ YeaUV**
SSecial EdXcaWiRQ RelaWed
 
9403 DiUecWiYeV, SWaQdaUdV, LaZV fURm UQWil SXSeUVeded
LRcal, SWaWe, aQd FedeUal GRYeUQmeQWal AgeQcieV
 
** PURYided AXdiWed
*** HaUd cRS\ maiQWaiQed fRU fiYe \eaUV afWeU leaYiQg V\VWem, WheQ micUR-filmed
 
 

SCHEDULE OF RECORDS RETENTION AND DISPOSITION
 

STUDENT RECORDS
 

SCHEDULE # RECORD SERIES TITLE RETENTION PERIOD
 
3101 SWXdeQW RecRUd FRldeUV PeUmaQeQW***
EQURllmeQW/WiWhdUaZal IQfRUmaWiRQ
GUadeV/TUaQVcUiSWV
AcWiYiWieV RecRUdV
AWWeQdaQce RecRUdV
IQdiYidXal TeVW ReVXlWV
IQWeUYeQWiRQ RecRUdV
FRUeigQ E[chaQge RecRUdV
SXVSeQViRQV/E[SXlViRQV
HRme SchRRled SWXdeQW RecRUdV
 
3102 Office RecRUd CaUd (K-9) PeUmaQeQW***
 
3103 CRVmeWRlRg\ RecRUdV PeUmaQeQW***
 
3201 HealWh/Medical RecRUdV 7 YeaUV afWeU
ViVXal ScUeeQiQg GUadXaWiRQ
HeaUiQg ScUeeQiQg
ImmXQi]aWiRQ RecRUdV
 
3202 DiVciSliQe RecRUdV OQe YeaU afWeU
LeWWeUV WR PaUeQWV SWXdeQW LeaYeV
Office DiVciSliQe SchRRl
 
3203 PV\chRlRgical RecRUdV PeUmaQeQW***
(ReVWUicWed)
 
3204 Child AbXVe/NeglecW ThURXgh GUadXaWiRQ
RefeUUal LeWWeUV
 
3301 TeacheU GUade BRRk/RecRUdV ThUee YeaUV*
 
3302 PUe-SchRRl ScUeeQiQg PURfile ThUee YeaUV
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3303 WRUk PeUmiWV ThUee YeaUV
 
3304 AccideQW ReSRUWV FiYe YeaUV SURYidiQg QR acWiRQ SeQdiQg
 
3305 IEP PeUmaQeQW***
 
3306 FUee/RedXced LXQch ASSlicaWiRQ FRXU YeaUV
 
3401 EmeUgeQc\ IQfRUmaWiRQ UQWil SXSeUVeded
 
9403 DiUecWiYeV, SWaQdaUdV, LaZV fURm UQWil SXSeUVeded
LRcal, SWaWe, aQd FedeUal GRYeUQmeQW AgeQcieV
 
* AfWeU eQd Rf fiVcal \eaU
*** HaUd cRS\ maiQWaiQed fRU fiYe \eaUV afWeU VWXdeQW leaYeV V\VWem ± WheQ micUR-filmed.
 
 

SCHEDULE OF RECORDS RETENTION AND DISPOSITION
 

SUPERINTENDENT¶S SECRETARY SCHEDULE
 

SCHEDULE # RECORD SERIES TITLE RETENTION PERIOD
 
1104 BRaUd PRlic\ BRRkV aQd OWheU OQe YeaU afWeU AdRSWed PRlicieV SXSeUVeded
 
1105 AdmiQiVWUaWiYe RegXlaWiRQV OQe YeaU afWeU SXSeUVeded
 
1403 AdRSWed SSecial PURgUamV UQWil SXSeUVeded
 
5201 SchRRl CaleQdaUV FiYe YeaUV
 
8207 OhiR CRmmRQ CRUe DaWa FiYe YeaUV
(OCCD) ReSRUWV
 
8209 OhiR DeSaUWmeQW Rf EdXcaWiRQ FiYe YeaUV
(ODE) ReSRUWV
 
8211 CiYil RighWV ReSRUWV PeUmaQeQW***
 
8212 TiWle IX ReSRUWV TeQ YeaUV
 
8214 SWaWe MiQimXm SWaQdaUdV TeQ YeaUV
 
9101 PeUVRQQel DiUecWRU\ PeUmaQeQW***
 
9102 EQURllmeQW RecRUd PeUmaQeQW***
(b\ GUade aQd BXildiQg)
 
9402 EmSlR\ee HaQdbRRkV UQWil SXSeUVeded
 
9403 DiUecWiYeV, SWaQdaUdV, LaZV UQWil SXSeUVeded fURm LRcal, SWaWe aQd FedeUal GRYeUQmeQWal AgeQcieV
 
** PURYided AXdiWed
*** HaUd cRS\ maiQWaiQed fRU fiYe \eaUV afWeU VWXdeQW leaYeV V\VWem ± WheQ micUR-filmed.
 
 

SCHEDULE OF RECORDS RETENTION AND DISPOSITION
 

TREASURER¶S OFFICE SCHEDULE
 

SCHEDULE # RECORD SERIES TITLE RETENTION PERIOD
 
1101 MiQXWeV PeUmaQeQW
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1101.1 AXdiR TaSeV TZR \eaUV
 
1106 CRXUW DeciViRQV PeUmaQeQW
 
1107 ClaimV aQd LiWigaWiRQ PeUmaQeQW
 
1201 ElecWiRQV 10 YeaUV
 
1202 RecRUdV CRmmiVViRQ RecRUdV DiVSRVal 10 YeaUV
RC-3
 
1203 BaUgaiQiQg AgUeemeQWV 10 YeaUV afWeU E[SiUaWiRQ
 
1204 BXdgeW PRlic\ FileV 5 YeaUV
 
1301 WRUkeU¶V CRmSeQVaWiRQ ClaimV 10 YeaUV afWeU FiQ. Pa\meQW Made
 
1302 BaQk DeSRViWRU\ AgUeemeQWV FRXU YeaUV afWeU CRmSleWiRQ
 
1303 OUgaQi]aWiRQ ReSRUWV TZR YeaUV**
 
1304 BRaUd MeeWiQg NRWiceV OQe YeaU
 
1305 AgeQdaV OQe CaleQdaU YeaU**
 
5307 SWXdeQW AcWiYiW\ PXUSRVe ClaXVeV FRXU YeaUV**
 
5308 SaleV PRWeQWial FRUmV FRXU YeaUV**
(SWXdeQW AcWiYiW\)
 
5403 PlaQW aQd ETXiSmeQW IQYeQWRU\ UQWil SXSeUVeded**
 
6101 AQQXal FiQaQcialV FiYe YeaUV**
ASSURSUiaWiRQ LedgeUV
BXdgeW LedgeUV
ReYeQXe JRXUQalV
VeQdRU LiVWiQg
Check RegiVWeU
PXUchaVe OUdeU LiVWiQg
IQYRice LiVW
AccRXQW ReSRUWV
FiQaQcial SXmmaU\
DeWail ReSRUWV
 
6102 AcWiYiW\ FXQd CaVh JRXUQal & LedgeU FiYe YeaUV**
 
 

SCHEDULE OF RECORDS RETENTION AND DISPOSITION
 

TREASURER¶S OFFICE SCHEDULE
 
SCHEDULE # RECORD SERIES TITLE RETENTION PERIOD
 
6103 BRQd RegiVWeU 20 YeaUV afWeU IVVXe E[SiUeV
 
6104 SecXUiWieV PeUmaQeQW***
 
6201 IQYeVWmeQW LedgeU FiYe YeaUV**
 
6202 FRXQdaWiRQ DiVWUibXWiRQ FiYe YeaUV**
 
6203 Ta[ SeWWlemeQWV (Vemi-aQQXal) FiYe YeaUV**
aQd AdYaQceV
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6204 BXdgeWV (AQQXal) FiYe YeaUV**
 
6205 IQVXUaQce PRlicieV 15 YeaUV afWeU E[SiUaWiRQ PURYided All ClaimV SeWWled
 
6206 CRQWUacWV 15 YeaUV afWeU E[SiUaWiRQ
 
6207 BRQdV aQd CRXSRQV UQWil Redeemed**
 
6208 AccRXQWV Pa\able LedgeUV FiYe YeaUV**
 
6209 AccRXQWV ReceiYable LedgeUV FiYe YeaUV**
 
6210 BXdgeW WRUk PaSeUV FiYe YeaUV**
 
6211 VRXcheUV, IQYRiceV, aQd TeQ YeaUV**
PXUchaVe OUdeUV
 
6212 SWaWe PURgUam FileV TeQ YeaUV**
AX[ SYc, DPPF, AdXlW VRc, E[ceVV LRWWeU\, DaWa PURceVViQg, PXblic/PUiYaWe GUaQWV, eWc.
 
6213 FedeUal PURgUam FileV TeQ YeaUV**
TiWle I, II, III, IV-B, IV-C & VI-B;
ChaSWeU 1, 2, DUXg-FUee, eWc.
 
6214 TUaYel E[SeQVe VRXcheUV TeQ YeaUV**
 
6215 Ta[ AQWiciSaWiRQ NRWeV TeQ YeaUV**
 
6216 SWaWe ReimbXUVemeQW FiYe YeaUV**
SeWWlemeQW SheeWV
 
6218 EmSlR\ee BRQdV, BRaUd MembeU BRQdV FiYe YeaUV
 
6219 CeUWificaWe Rf EVWimaWed ReVRXUceV 15 YeaUV afWeU E[S.
 
 

SCHEDULE OF RECORDS RETENTION AND DISPOSITION
 

TREASURER¶S OFFICE SCHEDULE
 

SCHEDULE # RECORD SERIES TITLE RETENTION PERIOD
 
6220 ASSURSUiaWiRQ ReVRlXWiRQV FiYe YeaUV
 
6222 Ta[ ASSRUWiRQmeQWV (Vemi-aQQXal) FiYe YeaUV
 
6301 CaQcelled CheckV & BaQk SWaWemeQWV FRXU YeaUV**
 
6302 PXblicaWiRQ NRWice FRXU YeaUV**
 
6303 TXiWiRQ: FeeV aQd Pa\meQWV FRXU YeaUV**
 
6304 SchRRl FiQaQce (S.F.) MRQWhl\ FRXU YeaUV**
SWaWemeQW
 
6305 IQYeVWmeQW ReSRUWV FRXU YeaUV**
 
6306 TUaYel E[SeQVe ReSRUWV TeQ YeaUV**
BRaUd & EmSlR\ee
 
6307 SWaWe SaleV Ta[ ReSRUWV FRXU YeaUV**
 
6308 SWXdeQW AcWiYiW\ FXQd FRXU YeaUV**
(Pa\-IQV, Pa\-OXWV, ReceiSWV/DeSRViWV, CaQcelled CheckV, ReSRUWV)
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6309 Check RegiVWeUV FRXU YeaUV**
 
6310 DeSRViW SliSV/CaVh PURRfV FRXU YeaUV**
 
6313 ReceiSW BRRkV FRXU YeaUV**
 
6314 E[WUa TUiS RecRUdV FRXU YeaUV**
 
6315 MRQWhl\ FiQaQcial ReSRUWV FRXU YeaUV**
 
6316 AccRXQWiQg DaWa FRXU YeaUV**
 
6317 SeUYice CRQWUacWV FRXU YeaUV**
 
6318 SWaWe SXbVid\ ReTXeVWV ThUee YeaUV***
ASSlicaWiRQV fRU dUiYeU edXcaWiRQ, SXSil WUaQVSRUWaWiRQ, VSecial edXcaWiRQ, eWc.
 
6401 ReTXiViWiRQV OQe YeaU**
 
7324 Pa\URll BaQk SWaWemeQW FRXU YeaUV**
 
8201 SWaWe AXdiW ReSRUWV FiYe YeaUV
 
 

SCHEDULE OF RECORDS RETENTION AND DISPOSITION
 

TREASURER¶S OFFICE SCHEDULE
 
SCHEDULE # RECORD SERIES TITLE RETENTION PERIOD
 
8202 #59 & #659 RU #4502 ReSRUWV FiYe YeaUV
 
8203 #25 & #625 ReSRUWV FiYe YeaUV
 
8204 SchRRl FiQaQce (S.F.) ReSRUWV FiYe YeaUV
 
8213 SM-1 & SM-2 ReSRUWV 10 YeaUV
QXaUWeUl\ aQd AQQXal
 
8302 CRXQW\ AXdiWRU: AQQXal WageV FiYe YeaUV fRU WRUkeUV CRmSeQVaWiRQ
 
8303 CRXQW\ AXdiWRU: BaQk BalaQce FiYe YeaUV
CeUWificaWiRQ
 
9403 DiUecWiYeV, SWaQdaUdV, LaZV fURm UQWil SXSeUVeded
LRcal, SWaWe & FedeUal GRYeUQmeQWal AgeQcieV
 
* AfWeU eQd Rf fiVcal \eaU
** PURYided AXdiWed
*** HaUd cRS\ maiQWaiQed fRU fiYe \eaUV afWeU VWXdeQW leaYeV V\VWem ± WheQ micUR-filmed.
 
 

SCHEDULE OF RECORDS RETENTION AND DISPOSITION
 

VOCATIONAL OFFICE SCHEDULE
 
SCHEDULE # RECORD SERIES TITLE RETENTION PERIOD
 
3103 CRVmeWRlRg\ RecRUdV PeUmaQeQW***
 
8206 VRcaWiRQ EdXcaWiRQ ReSRUWV FiYe YeaUV
 
9403 DiUecWiYeV, SWaQdaUdV, LaZV fURm UQWil SXSeUVeded
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LRcal, SWaWe, aQd FedeUal GRYeUQmeQWal AgeQcieV
 
** PURYided aXdiWed
***HaUd cRS\ maiQWaiQed fRU fiYe \eaUV afWeU leaYiQg V\VWem, WheQ micUR-filmed
 
ReYiVed 11/28/18
 
� NHROa 2018

LHJaO R.C. 149.381

FRUP RC-1, FRUP RC-2, FRUP RC-3, OKLR HLVWRU\ CRQQHcWLRQ


