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State Archives of Ohio
Local Govemmem Records Program
800 E. 17" Avenue
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RECORDS RETENTION SCHEDULE (RC-2)- Part 1

See instructions before completing this form. Must be submitted with PART 2

Secetion A: Local Government Unit

City of Shaker Heights Housing Inspection Department
{focal government entity) {unit)
William E. Hanson Direclor September 8, 2016

(sxgn{un o ansple o ) {nane} {title} (date)
#‘é AN
N

Section B; Records Commission

City of Shaker Heights Records Commission 216-491-1410
{telephone number}

Office of the Mayor, 3400 Lee Road, Shaker Helghts, Ohig 44120 Cuyahoga

{address) {city) {zip code) {county)

To have this form returned {o the Records Commission clectronically, include an email address:
Karin.rozegger@shakeronline.com

1 hereby certify that our records commtission met in an open meeting, as required by Section 121,22 ORC, and approved the
schedules listed on this form and any continuation sheets, 1 further certify that our commission will muke every effort to prevent
these records serics from being destroyed, fransferred, or otherwise disposcd of in violation of these schedules and that nto record
will be knowingly disposud of whichi pertains to any pending legsl case, elaim, action or request. This action is reflected in the
minutes kcpt by t]ns comnission.

W O Recegoe — Aspi 19 avte

Rccords Commission Chair Signalure \ Date

Section C: Olio History Connection - State Archives

L LTt Lavallovempan decoels st (ovine &

Signature Title Date

Section D; Auditor of State

{lbz;f ?mbvﬂ/ ?(ar,ps MMZ_-»«— [O-D6-(¢,

Signa!uru Title Dale
Plense Note: The State Archives retains RC-2 forms permancently, It Is sirongly recommended that the Records Commission
retain a permanett copy of this form

SAO-/LGRP- RC-2 (Part | & 2), Revised August 2014
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Section E: RECORDS RETENTION SCHEDULE (RC-2) — Part 2

See instrwellons before completing this form,

City of Shaker Helghts Housing Inspection
{local govemment cality} {unit)

1) @ £)) ) ) (6)
Schedule Record Title and Descyiption Retention Media For use by RC-3
Number Period Type Auditor of | Requived

State or by
LGRP LGRP

Hi16-01 Inspectien Reports (Polnt of Sale, Systemalic, Comptaint) 5 Years Papar or

Coples of Inlertorfexlerior viclatlons of housing codes. Elaclronic [
HI16-02 Annual Inspeclion Reporis b Years Paper or

Sialislo regorts rofating 16 inspsctlons performed, Elactronle |
Hi16-03 Depaitment Action Plans 3 Years Pagper or

Profected department goals, Elacironic ]
HI18-04 Vacant Properly Lotlars 3 Years Paper or

Leller fo Owner, Lender, Court of Cormmon Pleas regarding Electronic (|

property malnlenance,
HI16-05 Cerlificates of Occupancy 3 Yoars Papar or

Completad forms for Single-Family and Two-Femily Electronlc 1

Rentals, Aparfmenis
HI16-08 Muisance Abatement Flles 7 Yeais Papar or

All (1fos relsted o nuisance ebatement activily. Elactionie [
HI16-07 Polnt of Saele Escrow Reporis 5 Years Paper of

Decurnents detaliing tho amounls held and rafoasad from Eteclronic O

agtablishod oscrow accounts.
Hli6.08 Cuyshoga Metropolitan Houslng Authorily Housing Conlract | 2 Years Papar ar

Lists Elactronic (]

Repor lisling rental agraement wilh Cuyahoga County.
H116-09 Cuyahoga Mafropofitan Housfng Autherily Proposed Unil 2 Years Paper or

Reports Elacironte [}

Agreamont botween CMHA and Glly regardiag tenant

incldent/dislurbances.
Hi16-10 Criminat Aclivity Nuisance Reporls { Year Papsror

All files related lo criminal acllvily nulsance, Elactionle 0
Hi{8-11 Racefpt Books 3 Yoars Paper or

Raceipls of fees collacted assoclaled wilh servicas provided Elecironic (W}

by Housing inspeclion,
HiH6-92 Purchase Requlsitlons 3 Yeais Paper or

All records solated 1o purchasing offlce supplies. Elaclfonic [
Hi18-13 Time Shests f Ysar Paper or

Racord of daily altendance (vacation, glek, holiday ele.) Eloctionle ]
HHB-14 Inspaction Dailly Log Sheals 2 Years Paper or

Daily Inspaciion schedule for tre Housing Ingpaclors. Electronic ]
HI1B-15 Clerical Daily Log Shaels 2 Yedrs Paper or

Weeokly adlivily tog for the Housing administralive staff, Eleclronlc [}
IR Budget Reports 5 Years Paper or

Monthly revenuefexpense delalis, Elacttonia ]
HIi6-17 Copies of Persennel Fllas/Employes Evaluations Untll no longer Papar or

Files conlaining amployse employment, applicalion, lefter of | adminislratively | Elactionic O

appoinimant; employment authorization form, tax nocossary

paparwoik; payrolt change nolices noling premotiens, salary

increases; etc.; performance evaluations; disciptinary

loltars; carlifications; resignation fetter; ratirement

informatlon and forms.
Hi18-18 Nelghborheod Revitalization Cemmilies Minules/Agenda 2 Years Paper or

Agendas, Minutes as approved and ilems of discussion. Elacironlc [}
HIi6-19 Memos/Correspondence H Yeats Paper of

Memoranda, correspondencs, feporls and simitar Efectronic a

miscallaneous administrativo rocords not coming under
another type of record listed,

SAQ-/LGRP- RC-2 (Part | & 2), Revised August 2014
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Section E: RECORDS RETENTION SCHEDULE (RC-2) — Part 2

See instrieetions before completing this form,

City of Shaker Heights Housing Inspection
{lacal government eatity) (unil)

1) 2 & 4 (5} 6)
Schedule Record Title and Deseription Retention Media Tor use by RC-3
Number Period Type Auditor of | Regquired

State or by
LGRP LGRP
HIt6-20 Violatlon Code Texl Until no fongar | Papar or
Houslng tnspectlfon code narrative text. administeatively | Electronic {1
necessary
HI16-21 Transtent Records Untll no longsr Papor of
Cotrespondance or other records of short tamm uselfulnass, adminislralively | Electronlc 1
©.¢. telephone messages, ransmitlal documents, necessary
schedules, aotes, coples of records which originals are
stored by othes Cily Depsriments.

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




