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OHIO
HISTORY
C O N N E C T I O N

RECORDS RETENTION SCHEDULE (RC-2)- Part 1
See instructions before completing this form. Must be submitted with PART 2

Section A and Section B must be filled out and signed by local government before submission to the State Archives

Section A: Local Government Unit

City of Huron / City

(Local Government Entity (Unit)
/

M G44V
(SignatuKfoFR.esponsiblo_Dffiml)

i i / i M /ato
(Date)

1 L r> , V\fWlOGc> \r-V -
(Name) (Title)

Section B: Records Commission See ORC 149.38 - ORC 149.412 for Records Commission information

C M- 5 0O QRecords Commission

(Telephone Number)

VWAATC. nM-n Ma OWMM&M0? E-r-leSi-
(City)(Address) (Zip Code) (County)

To have this form returned to the Records Commission electronically, include an email address:
twelkener@huronohio.us

I hereby certify that our records commission met in an open meeting, as required by Section 121.22 ORC, and approved the schedules listed on this
form and any continuation sheets. I further certify that our commission will make every effort to prevent these records series from being destroyed,
transferred, or otherwise disposed of in violation of these schedules and that no record will be knowingly disposed of which pertains to any pending
legal case, claim, action or request. This action is reflected in the minutes kept by this commission.

J ) 1 1 7 / ^o1 / // , V.
Records Commission Chair Signature Date

Section C: Ohio History Connection - State Archives

Signature Title Date

Section D: Auditor of State

Signature Title Date

Please Note: The State Archives retains RC-2 forms permanently. It is strongly recommended that the Records Commission retain a permanent
copy of this form

SAO-/LGRP- RC-2 (Part 1 & 2), Revised August 2018{02998842 - 1}
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Section E: RECORDS RETENTION SCHEDULE (RC-2)- Part 2
See instructions before completing this form.

OyefNuran
(Local Government Entity) (Unit)

(6)(2) (3) (4) (5)(1)
Retention

Period
For use by
Auditor of

State or
LGRP

RC-3
Required

Schedule
Number

Record Title and Description Media Type
(All types,

unless
otherwise
specified)

by
LGRP

ADM-01 Annual Municipal Budget 50 years,
then

appraise for
historical

value

IE

ADM-02 Blank Forms Until
superseded

ADM-03 Blueprints/vellums Until
superseded,

then
appraise for

historical
value

Paper

ADM-04 Budget Preparation Documents 5 years

Bulletins, Posters, Notices to
Employees

ADM-05 Until no
longer of
adminis-

trative value
ADM-06 Contracts (executed) Permanent

Correspondence (executive)ADM-07 5 years

Correspondence (general)ADM-08 2 years

Drafts (all media) Until no
longer of
adminis-

trative value

ADM-09

ADM-10 Electronic
Emails (including messages

maintained on city computers and
text messages on an employee’s
mobile, if used for city business)

2 years

SAO-/LGRP- RC-2 (Part 1 & 2), Revised January 2017{02998842 - 1}
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Section E: RECORDS RETENTION SCHEDULE (RC-2)- Part 2
See instructions before completing this form.

OtyafHuran

(Local Government Entity) (Unit)

(i) (2) (3) (4) (5) (6)
Retention

Period
RC-3

Required
Schedule
Number

Record Title and Description Media Type
(All types,

unless
otherwise
specified)

For use by
Auditor of

State or
LGRP

by
LGRP

Until
superseded,
then retain
one copy

until
audited

General orders, directives, policies,
rules, regulations, or procedures

ADM-12 Leases - Equipment 2 years after
expiration

Licenses, permits, certifications 1 year after
expirationADM-13

ADM-14 Management / operational reports 5 years

ADM-15 Municipal Publications /
Administrative Orders

Permanent

Photo File Until no
longer of
adminis-
trative

value, then
appraise for

historical
value

ADM-16

Project Plans / Drawings / As-BuiltADM-17 Life of
Project

ADM-18 Permanent
Records Retention Schedules /

Disposal forms
ADM-19 Records Requests 5 years

ADM-20 Reference / Library Materials /
research

Until
superseded

SAO-/LGRP- RC-2 (Part 1 & 2), Revised January 2017{02998842 - 1}
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Section E: RECORDS RETENTION SCHEDULE (RC-2)- Part 2
See instructions before completing this form.

CftyofHuran
(Local Government Entity) (Unit)

(6)(3) (4) (5)(1) (2)
RC-3

Required
Record Title and Description Retention

Period
Media Type
(All types,

unless
otherwise
specified)

For use by
Auditor of

State or
LGRP

Schedule
Number

by
LGRP

ADM-21 Speeches / Presentations 5 years

Until no
longer of
adminis-

trative value

ADM-22 Voicemail messages

Until
Council/

Committee
minutes

have been
approved

ADM-23 Weekly legislative summaries

Council/Committee Meeting
Notes

Bids (successful & unsuccessful) 8 years after
project

complete

CM-01

CM-02 City Council Notices 5 years

CM-03 Weed notices to property owners 2 years

2 yearsHR-01 Applications for employment
(unsuccessful)

Employee Handbook 2 years after
superseded

HR-02

Grievances/Complaints/Hearings 2 years after
final

disposition

HR-03

OSHA/PERPP Reports 5 yearsHR-04

PermanentHR-05 Personnel File (includes, but not
limited to, application, sick leave,

commendations/discipline, training,
FMLA, pre-employment screenings.

retirement/OPERS materials)

SAO-/LGRP- RC-2 (Part 1 & 2), Revised January 2017{02998842 - 1}
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Section E: RECORDS RETENTION SCHEDULE (RC-2)- Part 2
See instructions before completing this form.

Cftyof Huron
(Local Government Entity) (Unit)

(2) (4) (5) (6)(3)(1)
RC-3Schedule

Number
Record Title and Description Retention

Period
Media Type
(All types,

unless
otherwise
specified)

For use by
Auditor of

State or
LGRP

Required
by

LGRP

HR-06 Job Descriptions 1 year after
superseded

4 years after
date of final

Unemployment claimsHR-07

payment
HR-08 Workers’ Compensation Records 10 years

after last
payment

Council- Codified
Ordinances/Legislation/Resolutions

Permanent
01

Council- Index to Ordinances/Resolutions Permanent
02

Council- Oaths of Office Permanent
03

Council- Council Agendas Permanent
04

Council / Committee Minutes
(including audio/video versions, if

adopted)

PermanentCouncil-
05

Council- Audio/Video recordings of Council
or Committee meetings

30 days, if
not adopted
as minutes

06

PermanentFinance- Acceptance of Utility Rate Notices
01

Accounts Ledger 3 years,
provided
audited

Finance-
02

3 years,
provided
audited

Accounts Payable/ReceivableFinance-
03

Annual certificate of estimated
resources

3 yearsFinance-
04

SAO-/LGRP- RC-2 (Part 1 & 2), Revised January 2017{02998842 - 1}
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Section E: RECORDS RETENTION SCHEDULE (RC-2)- Part 2
See instructions before completing this form.

CfeyofHuran
(Local Government Entity) (Unit)

(6)(5)(2) (3) (4)(1)
Schedule
Number

Record Title and Description Retention
Period

Media Type
(All types,

unless
otherwise
specified)

For use by
Auditor of

State or
LGRP

RC-3
Required

by
LGRP

Annual Financial Reports (CAFR) PermanentFinance-
05

Finance- Annual summary of cash collected 3 years,
provided
audited

06

Finance- Appropriations ledger 3 years,
provided
audited

07

Finance- Assessment Records Until
audited08

Audit ReportsFinance- Permanent
09

Bank Statements/Deposit SlipsFinance- 3 years.
Provided
audited

10

Bid BondsFinance- Life of
project11

Finance- Bids (successful) 8 years
12

Finance- Bids (unsuccessful) 2 years after
contract
award,

provided
audited

13

Finance- Bond Register Permanent
14

Finance- Bonds of officials or employees 8 years date
of last

employment
15

SAO-/LGRP- RC-2 (Part 1 & 2), Revised January 2017{02998842 - 1)
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OHIO
HISTORY
C O N N E C T I O N

RECORDS RETENTION SCHEDULE (RC-2)- Continued

0 ) (2) (3) (4) (6)(5)
Schedule
Number

Record Title and Description Retention
Period

Media Type For use by
Auditor of

State or
LGRP

RC-3
Required

by
LGRP

Finance- Budget Working Papers 3 years
16

Finance- Business Income Tax Reconciliation
Form

6 years
17

Finance- Cancelled Checks / Stubs 3 years,
provided
audited

18

Finance- Capital Improvement Bonds Until paid &
audited19

Cash BookFinance- 3 years,
provided
audited

20

Finance- Certificate of Result of Election Until
expiration

of bond
issue

21

Finance- Check Register 3 years,
provided
audited

22

Finance- Checking Account Statement 3 years,
provided
audited

23

Finance- Corporate / Partnership Income
Tax Returns

6 years
24

Finance- Daily posting & daily cash received 3 years
provided
audited

25

Finance- Dead account, income tax 6 years
26

Declaration of estimated income
tax, business and individual

6 years
Finance-

27

SAO-/LGRP- RC-2 (Part 1 & 2), Revised August 2018{02998956 - 1 }
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Section E: RECORDS RETENTION SCHEDULE (RC-2)- Part 2
See instructions before completing this form.

OlyafHuran a*
(Local Government Entity) (Unit)

(6)(3) (4) (5)(2)(1)
RC-3

Required
For use by
Auditor of

State or
LGRP

Record Title and Description Retention
Period

Media TypeSchedule
Number

by
LGRP

Until PaidFinance- Delinquent Account Record
28

PermanentDepository Commission RecordFinance-
29

PermanentFinance- Detailed Cash Receipt
30

Finance- Employee Earning Record Permanent
31

3 years after
last day of

employment
provided
audited

Finance- Employee Income Tax Withholding
32

Employer Quarterly Federal Tax
Return

3 years,
provided
audited

Finance-
33

3 years,
provided
audited

Finance- Encumbrance & expenditure
journal34

Final return for the year 6 years,
provided
audited

Finance-
35

6 years,
provided
audited

Finance- Income Tax withholding payment
record36

Indebtedness Statement PermanentFinance-
37

Insurance policies 8 years after
expiration

Finance-
38

3 years
provided
audited

Monthly Statement of BalancesFinance-
39

SAO-/LGRP- RC-2 (Part 1 & 2), Revised January 2017{02998956 - 1}
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Section E: RECORDS RETENTION SCHEDULE (RC-2)- Part 2
See instructions before completing this form.

Otyof Huron a*
(Local Government Entity) (Unit)

(6)(2) (3) (4) (5)0)
RC-3

Required
Record Title and Description Retention

Period
Media Type For use by

Auditor of
State or
LGRP

Schedule
Number

by
LGRP

Overtime records 3 years,
provided
audited

Finance-
40

Finance- Payroll time sheets 3 years,
provided
audited

41

Finance- Payroll Record Permanent
42

Finance- Pay-in Orders 3 years,
provided
audited

43

Finance- Performance bonds 8 years after
project

completion
44

Finance- PermanentPolicemen’s & Firemen’s disability
and pension fund record45

Finance- Posting reports for paid bills 3 years,
provided
audited

46

Finance- PERS records Permanent
47

Quarterly notice of installment due /
payment statement

6 years,
provided
audited

Finance-
48

Finance- Receipts books 3 years,
provided
audited

49

3 years,
provided
audited

Finance- Reconciliation sheets
50

3 years,
provided
audited

Transmittal of wage & tax
statement

Finance-
51

3 years,
provided
audited

Finance- Unemployment compensation
record52

SAO-/LGRP- RC-2 (Part 1 & 2), Revised January 2017{02998956 - 1}



Page 10 of 21

Section E: RECORDS RETENTION SCHEDULE (RC-2)- Part 2
See instructions before completing this form.

CXyofHuran a*
(Local Government Entity) (Unit)

(5) (6)(2) (3) (4)(1)
RC-3

Required
Retention

Period
For use by
Auditor of

State or
LGRP

Schedule
Number

Record Title and Description Media Type

by
LGRP

Water / gasoline stubs 3 years,
provided
audited

Finance-
53

Finance- Water tap permits 1 year after
final

disposition
54

2 years after
settlement

Finance- Bad check or bad debt files
55

Water account adjustment book Until
audited

Finance-
56

3 years,
provided
audited

Water billing cash receipts ledgerFinance-
57

1 year after
resolution

Finance- Water complaints
58

Finance- Customer application for service Until end of
service59

Finance- Water rate schedules Until
superseded60

Finance- Bonds redeemed Until
audited61

FD-01 Above and Underground storage
tank records

10 years
after end of
service life

5 yearsFD-02 Alarm response reports

PermanentFD-03 Annual reports

50 years
then

appraise for
historical

value

FD-04 Arson reports

SAO-/LGRP- RC-2 (Part 1 & 2), Revised January 2017(02998956 - 1)
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OHIO
HISTORY
C O N N E C T I O N

RECORDS RETENTION SCHEDULE (RC-2)- Part 1

(2) (5) (6)(3) (4)0)
RC-3

Required
Record Title and Description Retention

Period
Media Type For use by

Auditor of
State or
LGRP

Schedule
Number

by
LGRP

FD-05 Disaster Plan Until
superseded

EMS Narcotic Log / Run ReportsFD-06 7 years

FD-07 EPA Burning permits / violations 5 years after
corrected
violation

FD-08 Equipment maintenance records /
operation manuals

Life of
equipment

FD-09 Fire code Until
superseded

FD-10 Fire incident reports 10 years

FD-11 Fire investigation files 50 years
then

appraise for
historical

value
FD-12 Fire and loss record Permanent

FD-13 Firework applications and permits 1 year after
expiration

Grant applications & submissionsFD-14 5 years

Hydrant / Street locationsFD-15 Permanent

Inspection reports 3 yearsFD-16

SAO-/LGRP- RC-2 (Part 1 & 2), Revised August 2018{02999109 - 1 }
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Section E: RECORDS RETENTION SCHEDULE (RC-2)- Part 2
See instructions before completing this form.

(Local Government Entity) (Unit)

(6)(1) (2) (5)(3) (4)
Schedule
Number

Record Title and Description Retention
Period

For use by
Auditor of

State or
LGRP

RC-3Media Type
Required

by
LGRP

Insurance claim files 10 years
FD-17

Mutual aid agreements 10 years
after

superseded
FD-18

FD-19 Pharmaceutical licenses 3 years

FD-20 Press / news releases 1 year

Standpipe testsFD-21 3 years

Stanton daily logsFD-22 10 years

FD-23 Vehicle maintenance records Life of
vehicle

FD-24 Violation notices 1 year

Law-01 Formal opinions Permanent

Litigation / arbitration filesLaw-02 Permanent

Law-03 Personnel Appeal Board matters 2 years after
disposition

Law-04 Grievances Permanent

Law-05 RFPs 5 years after
reciept

Law-06 Waivers 2 years

SAO-/LGRP- RC-2 (Part 1 & 2), Revised January 2017{02999109 - 1}
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Section E: RECORDS RETENTION SCHEDULE (RC-2)- Part 2
See instructions before completing this form.

(Unit)(Local Government Entity)

(5) («)(4)(1) (2) (3)
Record Title and Description Retention

Period
Media Type For use by

Anditor of
State or
LGRP

RC-3
Required

Schedule
Number

by
LGRP

Zoning appeals 2 years after
final

disposition

Law-07

HPRD- Concession Revenue Reports 5 years
01

Equipment HoursHPRD- Until no
longer of
adminis-

trative value

02

HPRD- Individual registrations 3 years
03

HPRD- Equipment leases 2 years after
expiration04

HPRD- Maintenance work orders 2 years
05

HPRD- Marketing materials Until no
longer of
adminis-

trative value

06

HPRD- 1 year
07 Monthly reports

Nickel Plate daily reports / deposits 3 yearsHPRD-
08

HPRD- Patron incident reports 3 years
09

HPRD- Press releases 1 year
10

Team registration / rosters 3 yearsHPRD-
11

Admin. Office records 3 yearsHPD-01

SAO-/LGRP- RC-2 (Part 1 & 2), Revised January 2017{02999109 - 1}
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Section E: RECORDS RETENTION SCHEDULE (RC-2)- Part 2
See instructions before completing this form.

(Local Government Entity) (Unit)

(i) (2) (3) (4) (5) (<0
RC-3Record Title and Description Retention

Period
Media TypeSchedule

Number
For use by
Auditor of

State or
LGRP

Required
by

LGRP
HPD-02 Alcohol applications & permits 3 years

HPD-03 Arrest identification files 50 years

HPD-04 Arrest records / Traffic Arrest Book Permanent

HPD-05 Arrest records of traffic citations 1 year

HPD-06 Asset inventory records 1 year

HPD-07 Background / BC&I checks 2 years

HPD-08 Bicycle theft reports 2 years

HPD-09 Business master name file (key
holders)

Until
superseded

HPD-10 Canine unit records 3 years

HPD-11 Chiefs office records 3 years

Crash reports (OH-1, fatal)HPD-12 Permanent

HPD-13 Crash reports (OH-2, nonfatal) 3 years

HPD-14 Datamaster logs 3 years

SAO-/LGRP- RC-2 (Part 1 & 2), Revised January 2017{02999109 - 1}
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OHIO
HISTORY
C O N N E C T I O N

RECORDS RETENTION SCHEDULE (RC-2)- Part 1
See instructions before completing this form. Must be submitted with PART 2

Section A and Section B must be filled out and signed by local government before submission to the State Archives

(2) (3) (6)0 ) (4) (5)
Schedule
Number

Record Title and Description Retention
Period

Media Type For use by
Auditor of

State or
LGRP

RC-3
Required

by
LGRP

Crime Prevention / D.A.R.E.
records

3 yearsHPD-15

HPD-16 10 yearsDispatch radio log

Equipment manuals Until
superseded

HPD-17

HPD-18 Equipment repair logs Life of
equipment

HPD-19 Evidence ledger book Permanent

HPD-20 Field Training Officer / unit records 3 years

HPD-21 Fingerprint records 50 years

HPD-22 Firearms & weapon inventories 3 years

HPD-23 Firearms training unit records Permanent

3 yearsHPD-24 Fitness Program Records

Furtherance of Justice (FOJ)
records

5 yearsHPD-25

3 yearsGeneral requests for overtime &
benefits leaveHPD-26

3 years after
award

HPD-27 Grants

SAO-/LGRP- RC-2 (Part 1 & 2), Revised August 2018{02999140 -2}
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Section E: RECORDS RETENTION SCHEDULE (RC-2)- Part 2
See instructions before completing this form.

(Local Government Entity) (Unit)

(6)(1) (2) (3) (4) (5)
Schedule
Number

Record Title and Description Retention
Period

For use by
Auditor of

State or
LGRP

RC-3Media Type
Required

by
LGRP

Impound lot admin, records 3 years
HPD-28

HPD-29 Impounded vehicle files, auction
records, & wrecker requests

3 years after
disposition

HPD-30 Intelligence Record Permanent

HPD-31 Internal affairs records 10 years

HPD-32 Jail log, temporary holding facility 25 years

HPD-33 LEADS/NCIS logs Until no
longer of
adminis-

trative value
HPD-34 LEADS/NCIS validation records 2 years

HPD-35 Master name index file (white card
list)

Permanent

HPD-36 Monthly / Quarterly reports 1 year

NIBS/OIBRS offence reports, UCR
reports

HPD-37 25 years

Offense Reports / case jackets
(felony)

HPD-38 Permanent

HPD-39 Offense reports / case jackets
(misdemeanor & noncriminal)

7 years

HPD-40 Offense reports / case jackets
(missing persons)

10 years
after found

SAO-/LGRP- RC-2 (Part 1 & 2), Revised January 2017{02999140 -2}
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Section E: RECORDS RETENTION SCHEDULE (RC-2)- Part 2
See instructions before completing this form.

(Local Government Entity) (Unit)

(2) (4) (5) (6)(1) (3)
Schedule
Number

Record Title and Description Retention
Period

Media Type For use by
Auditor of

State or
LGRP

RC-3
Required

by
LGRP

Offense reports / case jackets (death
reports)

HPD-41 Permanent

HPD-42 1 year
Press / news releases

HPD-43 Property Room Master log 25 years

HPD-44 Special permits issued by Chief of
Police

1 year

HPD-45 Subpoenas, Summons, & Warrants Until
served,

answered,
or

withdrawn
HPD-46 Vacation house sheets 1 year

HPD-47 Vehicle Records (police fleet) 3 years after
disposal

GEN-01 All other records not described
herein

6 months, or
until

superseded
Chemical inventories 3 yearsWater-

01

Operational plant logsWater- 10 years
02

Water- Backflow letters & reports 5 years
03

NPDES Permits PermanentWater-
04

10 yearsWater-
05 EPA Monthly Reports

SAO-/LGRP- RC-2 (Part 1 & 2), Revised January 2017{02999140 -2}
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Section E: RECORDS RETENTION SCHEDULE (RC-2)- Part 2
See instructions before completing this form.

(Local Government Entity) (Unit)

(2)(1) (3) (4) (5) (6)
Record Title and DescriptionSchedule

Number
Retention

Period
Media Type For use by

Auditor of
State or
LGRP

RC-3
Required

by
LGRP

Consumer confidence reportsWater- 3 years
06

Water- Laboratory data / analysis 10 years
07

Public NoticesWater- 3 years
08

Water- Leak credits 5 years
09

Water- Water tap applications 5 years
10

Water- Until
adoption of

budget
11 Budget worksheets

Water- EPA Surveys & action reports 10 years
12

Water- Internal procedures Until
superseded13

Water- Employee work schedules 1 year
14

Streets- Blueprints / plans / maps Life of
infrastructu01

re
Streets- Street opening / ROW permits 3 years

02

Streets- Tree planting / removal permits 3 years
03

Streets- Property maintenance violations /
inquiries / notices

3 years
04

Streets- Storm sewer inspection / repair /
cleaning reports

5 years
05

SAO-/LGRP- RC-2 (Part 1 & 2), Revised January 2017{02999140 -2}
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Section E: RECORDS RETENTION SCHEDULE (RC-2)- Part 2
See instructions before completing this form.

(Local Government Entity) (Unit)

(i) (2) (6)(3) (4) (5)
Schedule
Number

Record Title and Description Retention
Period

Media Type For nse by
Auditor of
State or
LGRP

RC-3
Required

by
LGRP

Streets- Street sign / street stripping / snow
event reports

2 years
06

SAO-/LGRP- RC-2 (Part 1 & 2), Revised January 2017{02999140 -2}
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Section E: Records Retention Schedule
CITY OF HURON BUILDING & ZONING DEPARTMENT

(local government entity) (unit)

(2)(1) (3) (5)(4)
Schedule
Number

Record Title and Description Retention Period Media
Type

(All types,
unless

otherwise
specified)

For use by
Auditor of
State or

OHS-
LGRP

(6)
RC-3

Required
by OHS-

LGRP

BZ-01 Zoning Permit Applications with
supporting documents:
1) if permit issued: Permanent

2) If application withdrawn by applicant
or rejected by Zoning due to lack of
completion:

Until withdrawal or
rejection.

BZ-02 Record of Zoning Permits Issued Permanent

BZ-03 Contractor Registration Application
Packets

2 years

BZ-04 Contractor Registration Certificates 2 years

BZ-05 Property Maintenance complaint reports Until corrected or
resolved.

Property Maintenance Violation LettersBZ-06 2 years provided
case closed and no
action pending

BZ-07 Property Maintenance Violation
Invoices to Property Owner

2 years provided
case closed and no
action pending

Property Maintenance Certification
Letter to Auditor for tax lien

Until lien payment
has been receipted
by City.

BZ-08

Building & Zoning Appeals, Planning
Commission, Design Review Board
Case Files

10 yearsBZ-09

Index to Building & Zoning Appeals
Board Case Records

BZ-010 Permanent

SAO/LGRP-RC2-(lnst.) Revised February 2012
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(2) (3) (5)(1) (4)
Schedule
Number

Record Title and Description Retention Period Media
Type

(All types,
unless

otherwise
specified)

For use by
Auditor of
State or

OHS-
LGRP

(6)
RC-3

Required
by OHS-

LGRP

BZ-011 Site Plans:

Residential 3 years

Commercial 5 years

Life of structure,
appraise for
historical value

Municipal Owned

BZ-012 Building Permit Applications Permanent

BZ-013 Record of Building Permits Issued Permanent

BZ-014 Building Inspection Reports Permanent

BZ-015 Condemnation Records Permanent

BZ-016 Occupancy Permit Record Permanent

BZ-017 Legislative Research files/drafts Until no longer of
administrative
value

BZ-018 Transient Rental Registration
Applications

3 years

BZ-019 Transient Rental Inspection Reports 3 years

BZ-020 Transient Occupancy Registration
Certificate

3 years

SAO/LGRP-RC2-(lnst.) Revised February 2012




